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Authorization

1. Type the URL of your Phonebook application in the address bar of your web browser

2. Click on «Login»
3. Enter your User name and Password provided by your organization's IT Department

Headquarter Name of your organization 2

‘ +1 (415) 17010 10 |
Division NY hitp://www.company.com L
Division SF I

Login

Please fill out the following fields to login:

User name
Password

W Remember me




Editing mode in common

At first lets discover the editing principles.

When you’ve been authenticated as partition manager (see the section above) you
probably would have permissions to add, change, reorganize or delete data in partitions
assigned to you by the Phonebook application administrator.

You may check your authentication status at the top bar of the Phonebook application.
For partition managers besides the name of an authenticated user the button with a
pencil icon will appear. But only for those partitions that were granted you to edit.

Clicking that button toggles editing mode on and off. When it is in pushed state you can
make any changes in the partitions. When you’ve finished editing it is recommended to
turn the pencil-button off to avoid accidental changes.

When you have been switched to editing mode some additional control elements will
be displayed:
- the dropdown menu for adding cards to the partition will be visible on the top bar
near the pencil-button.
- the trash bin will be shown at the bottom left corner of each card.

You will find detailed descriptions for all editing actions in the next chapters.



Adding enterprise card

1. Click on the icon with the «Pencil» to activate Editor mode
2. Then click the down arrow to expand the menu

3. Select «Add enterprise»

Logout G+
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4. Fill enterprise card. Click the mouse to change the entry, enter the required
information and press [TAB] to go to the next change in the field cards. Press
[ENTER] to complete the entry. Pressing [TAB] or [ENTER] all changes are
saved. Unfilled fields will be hidden when turn the Editor mode off.

5. You can add your logo by clicking on the gray box «UPLOAD LOGO».



Adding department card

1. Click on the icon with the «Pencil» to activate Editor mode
2. Then click the down arrow to expand the menu
3. Select «Add enterprise»
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4. Fill department card. Click the mouse to change the entry, enter the required
information and press [TAB] to go to the next change in the field cards. Press [ENTER]
to complete the entry. Pressing [TAB] or [ENTER] all changes are saved.




Adding contact card

1. Click on the icon with the «Pencil» to activate Editor mode
2. Then click the down arrow to expand the menu
3. Select «Add person»
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4. Fill contact card. Click the mouse to change the entry, enter the required
information and press [TAB] to go to the next change in the field cards. Press
[ENTER] to complete the entry. Pressing [TAB] or [ENTER] all changes are
saved.
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Changing cards

1. Click on the icon with the «Pencil» to activate Editor mode
2. Click on the card of the contact, department or enterprise to expand it

Oliver Ball 3:_: 100 CEO hall@company.com

3. Click on the field where you want to make changes, make them and press
[ENTER].

Contact card

- Oliver O'MNeal N ' 115 Director of cienf opsrations oliver@company.com
an vacation untl 1211 T +1 (415) 30000 100 5 olivero
&) Sur
Enterprise

| Name of division
+1(212) 500-00-00
mail@company.com

hitp:ffamww company.com
11 Wall 5t, New York, NY 10005

Department

Management
+ 1 (415) 300-00-01
office@company.com



Removing cards

1. Click on the icon with the «Pencil» to activate Editor mode
2. Click on [TRASH] icon
3. Confirm deletion

Lisa Harper 105 Director of Sales & NMarketing harper@company.com

Reordering cards

The order of the cards can be easily changed by dragging (Drag and Drop) card of
employee, department or enterprise within the active partition. You can drag and drop

employees from one department to another, and change the order of the cards anyhow
you need.

Sales
+1 (415) 300-00-00
sales{@company.com

Mary Miles 300 Sales Manager miles@company.com

-

Dominic Todd . 207 Associafe todd@company.com



Sending a message to the partition manager

In order to be able to inform the partition manager, either your computer’s IP address
must belong to a trusted enterprise network or you must be authorized by login and
password. If so then you will be able to view an expanded card’s content (such as email,
mobile phone, comments).

Also there will additional control element appear on a card. When you hover the mouse
pointer over a card you will see an exclamation mark icon at the corner.

1. Click on exclamation icon.
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Name of division
@ +1 (415) 500-50-50 E/‘l
N A— office@company.com
-_=-' http://sfbay_company.com
Ethan Powell 400 Sales Director powell@company.com o

2. Type the message and click [REPORT]. Note that content of the card will be added
to the message too.

Contact partition manager

Message
Type here a message to the manager of this partition. Current card content will be
added to the message automaticall)




