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Using News and Discussions

News

The News facility provides a way to communicate announcements to
your entire project community.  It can be used for announcements that
are made only once as well as for those that need to appear periodically.

Showing the Current News

From Repository Center click on  the "News" item. This will open in the
right panel (replacing the default assignment view) when using a Notes
client or as a separate page when using a web browser. You can also
display the News by clicking on the center of the Project Gateway globe
at the top of the Repository Center navigator panel.

Note: A scrolling summary of the top news items is also shown when a
current month Todo report is generated using a web client.
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Creating a News Item

Click on the News pencil & pad icon to generate a new News document.

Summary
This is a text that will appear on the News View, try to make it short but
complete.

Full Story
This is a richtext field that can contain text or clippings, video, audio,
pictures etc. that the team might like to see.

First Day of Publication
This field is automatically filled with the current time.  You can,
however, put in some future time.  A future news item will become
visible only after the time specified.  You could use this to record
announcements of upcoming events.

Expires
The default for a new announcement is that it will expire in a week.
After that time it will disappear from the News view and be removed
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from the database. You can change this display time to 24 hours, 48
hours, or a month.

Creating Permanent  Announcements
When you set the Expires field to "Never" you are creating a permanent
announcement that will appear in the news view until physically deleted
from the database.

In a Notes client, selecting "expires never" causes another field labeled
"Show" to appear.  This allows you to display the message every day or
only on specific days of the week.

In order to create a one-day-of-the-week permanent news a Web
browser, you must select "expires never" and then click the Submit
button.  Select "reopen this news document" on the response page and
then click edit.  This will display the "Show" options field to allow you
to select a specific day of the week.  Unless otherwise selected,
permanent news will be displayed at all times.

Automatic News: Project publication and Update
announcements
When Project Gateway publishes a externally planned project for the
first time, it will generate a news item.  The text of this is found in the
Miscellaneous section of the Administration (Field Map) form.  When a
project is updated by synchronization, a setting in the Project Profile
document (Create News When Updated) tells the system whether to
automatically create another  news item.

Maintain News Agent
A scheduled system agent, which runs nightly, is responsible for making
news items visible and removing them after expiration.
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Discussions
A discussion is a threaded conversation concerning a topic of interest.
Discussion topics are used with the subject is not time critical and not
associated with any particular project.  In other cases, Issues should be
used since they are actively monitored as part of the project management
process.

The center of the Project Documents Navigator panel provides access to
discussions.

Discussion Views
A discussion topic provides a starting point for responses from the
project community.  These responses are shown indented under the
topic.

The Discussions by Topic shows the topics in reverse date order with the
newest topics appearing at the top.  Each topic is followed by its
responses (if any).

The Discussions by Author view is categorized by the Author with all of
the topics created by that author listed in reverse date order.  Each topic
is followed by its responses.

Notify On Response Option
Whenever you create a discussion topic, you have the option "Notify on
Response" which is located within the Document Access section.
Checking this option will cause the system to send you an email
whenever anyone responses to your topic.

Using Discussions in a Notes Client
To create a new discussion topic:

Select the "create a new discussion topic" navigator item or use the
Notes menu command Create - Discussion Topic.

To create a discussion response:

Once a topic has been initiated, others can respond to the topic by
opening the topic and pressing the Respond action which appears at the
top of the from.
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The Respond action appears on every discussion topic

This will display a Discussion Response form.

You can create any number of responses to a single topic.

Using Discussions in a Web Browser
To create a discussion topic, click on the navigator item.  This will
display the discussion topic form:

Note that the browse button allows you to attach a file to the topic.

When you open an existing topic, buttons appear for navigation, to
create responses, to edit and to delete the topic.
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Discussion Responses Report

Note the word "Responses" which appears under the author name.
Clicking this will produce a web formatted report showing the topic and
all its responses on a single page.

My Discussions Report
The My Discussions Report is generated by the My Discussions item in
the Repository Center Home Panel.  It shows discussions that you have
authored, and discussions that you have selected as favorites, and all
recently initiated discussions.  The system defines recently initiated as
being created in the past 10 days.


