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1 Introduction

Mentor is:
+ A tool that includes several features to help groups collaborate and share
information. Features include:
- Documents - A repository for public and private document files
+ Wiki - An easy way to create web pages and link to content both within and
outside of Mentor
« ePolls — A tool that gives groups the ability to conduct ballots and gather
comments
- Calendar - A shared calendar with iCal download capabilities
+ Mail - A simple way to send email to your entire group
« Integrated with rosters in myProject™
« Maintain your Working Group involvement levels in one place.

In order to use Mentor, you must have:
e Access to the internet

A web browser (e.g. Internet Explorer, Firefox, etc.)
A PDF viewer (e.g. Adobe Reader)
A spreadsheet editor only for download/upload comment functions (e.g. Excel)
An IEEE web account
o IEEE Web Accounts are free and do not require IEEE membership.
o If you do not have an IEEE web account, create one by going to:
http://www.ieee.org/go/create web account
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2 Getting Started

2.1 Logging In

Applicable Users:
e All Users

Instructions:

1. Go to https://development.standards.ieee.org/my-site

2. Select "Mentor” from the “LOGIN TO” dropdown menu.

USERNAME:

PASSWORD:

LOGIN TO: rayProjact W /
IMAT

rnentor LOGIN

3. Enter your IEEE Web Account username and password and click "LOGIN”".

e If you do not have an IEEE web account, you can create one by clicking on

the "Need an IEE Web Account?” link.

PLEASE LOG IN

Mow you can access myProject, IMAT, and Mentor with a single login. Simply enter your IEEE Web

Account username and password below to begin!

USERNAME:

PASSWORD:

LOGIN TO: |myProject v

Retrieve Your Web Account Username and/or Password
MNote: IEEE uses Cookies for Web Account Registration, Change Password and Recover
Ussrname/Password

Need an IEEE Web Account?
Get Yours Now! It's FREE and does notfrequire IEEE or IEEE-SA
membership

Mentor User Guide - Edited Sept 22, 2011
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2.2 Navigating Mentor

Applicable Users:
e All Users

Notes:
¢ Mentor menu options will not look alike for all users. Options will depend on what the
group has available and on your personal involvement level.

Instructions:
1. After logging in, you will be brought to the main mentor screen. Your options on this
screen will depend on the groups you are involved in and your individual privileges.

[ Home[calendar | Documents | wiki| Blog [ePalls| more ¥ mentor ¥ [eTools |Logout
< IEEE o~
mentor 14-5ep-2011 09:30:18 ET

2. Click the "mentor” dropdown menu to navigate to any Mentor group that you are

involved in.
Hore | Calendar | Docurments | wiki| Blog [ePolls[mors ¥ ’ mentor ¥ [eTools |Logout
mentar
IEEE F )
1735 -
mentor 1800

Welcome to Mentor TEST SITE

Mentor is currently providing services to the following groups, If your group is interested in using this tool, please contact vour
more information.

NOTE: & comprehensive listing of all Smart Grid Working Groups who are using Mentor can be found here emb_phd
globalstdssearch

myproject-admin
ugc

IEEE Personal Health Devices Working Groun

3. In the top left part of the screen, you will see all of the group features that you have
access to. Clicking on the "more” dropdown menu will show additional options.

1
| Home | Calendar | Docaments | wiki| Applicants [Bloglmors ¥ |

$IEEE

mentor
P1900.5 Working Group

edited p-2011by i fl.v.com

1900.5 ¥ |eTools |Logout |

G JON

14-Sep-2011 09:32:49 ET

Document Graups

Edit this page |add new page |Page histary

4. Click on any of the features to access it. The feature you are currently using will
appear in bold.

| Home [ Calendar | Documents [ wiki [ &pplicants | Blog | more ¥ 1500.5 ¥ |eTools |Logout |
QIEEE \ o
mentor 14-Gep-2011 09:32:48 ET
P1900.5 Working Group Edit this page | dd new page |Page histary

edited 0&-5ep-2011 by invalid:dchester@cf.rr.com
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3 Managing Mentor Groups and User Roles

There are two types of groups that can use Mentor, independently connected (IC) groups
and IEEE-SA Working Groups. The primary difference between the two types of groups is
their setup and management. Enroliment and involvement levels of IC groups are handled
directly in Mentor, while involvement levels for Working Groups are set by the involvement
levels in myProject™.

3.1 Managing IC groups

Since IC groups are not managed in myProject™, users will have to be added manually by
the group administrator.

Applicable Users:
Admins, Mentor Staff

Note:
All users must first set up an IEEE Web Account in order to be added to the group.

Instructions:
1. Select your Mentor group from the dropdown menu.
2. Click “more” and select “Roster”.

Home | Wiki | &pplicants | Blog|more ¥ testgroup ¥ |Help |eTools|Logout
Calendar
OIEEE | O~
Documents
mentor 26-Jul-2011 12:34:28 ET

StartPage Edit this page| 4dd new page | Page histary

edited 25-Jul-2011 by invalid:0moell

This is the group for testing use.

Edit this page|add new page | Page history

3. Click "Add Member” and enter the member’s IEEE username or email address (if
using an email address, this must be the address used to sign up for the IEEE web
account).

Home | Wiki | Applicants | Blog|mare ¥

¢IEEE

mentor
Group for Testing Add Member

Username or Email: |

Roster

4, Click “OK".
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3.1.2 Change Involvement Levels

All group involvement levels will be able to vote on ePolls, but only those with Admin access
will be able to create polls and see results.

Applicable Users:
Admins, Mentor Staff

Instructions:
1. Select your Mentor group from the dropdown menu.
2. Click "more” and select “Roster”.

Home | Wiki | Applicants | Blog|more ¥ testgroup ¥ |Help |eTools|Logout
Calendar
IEEE Document Groups O~
Documents
mentor aPolls 26-Jul-2011 12:34:28 ET
StartPage I"i‘:letls Edit this page | 4dd new page | Page history
Ell

edited 25-Jul-2011 by invalid:0moell

This is the group for testing use.

Edit this page|&dd new page | Page histary

3. Each user’s current privileges will be displayed next to their name. Click on the
privileges to change them.

Group for Testing Roster

|Fi|ter name ar @email | |An\,r Privilege »

Last, First Name & Email Privileges

Boyce, Christina invalid: c.bc Mentor Staff, Subscribed
Chester, David invalid: dch Member, Subscribed

Grande, Lynn invalid: lynr n  Admin, Editor, Subsc®
Mitola, Joseph invalid: jmit Member, Subscribed

Moeller, Paul invalid: Omc Mentor Staff, Subscribed
add Member

4. Select the user involvement level. "No Access” will delete the user from the group.

Group for Testing Privileges for

Access Level:
Write access to files (Editor)

Receive mail sent to IC Group (Subscribed)

[ (a4 ] [Cancel]

4dd Member| Roster

5. Click "OK” to save your changes.
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3.2 Managing Working Groups in myProject™

Refer to myProject™ User Guide
https://mentor.ieee.org/etools documentation/dcn/11/etools documentation-11-0014-
MYPR-myproject-user-quide.pdf#Assign _Change Working Group Off

Refer to myProject™ User Guide
https://mentor.ieee.org/etools documentation/dcn/11/etools documentation-11-0014-
MYPR-myproject-user-guide.pdf#Assign Involvement Level in a W

Refer to myProject™ User Guide
https://mentor.ieee.org/etools documentation/dcn/11/etools documentation-11-0014-
MYPR-myproject-user-quide.pdf#Select Involvement Levels

3.3 Changing Privileges
Editor access (write access to the Wiki and Files areas) and mail subscriptions are privileges
that can be assigned regardless of involvement level in the group.

Applicable Users:
e Officer, Admin, Staff Liaison, Mentor Staff

Instructions:
1. Select your Mentor group from the dropdown menu.
2. From your group’s Mentor area, click “roster” in the top left corner. If you don't see
“Roster”, click the "more” dropdown menu and select “"Roster”.

Home | Calendar | Documents | wiki | Applicants | Blog| more ¥

Diocument Groups
Files

mentor Il <
P1900.5 Working Group Tahles

edited 08-Sep-2011 by invalid:dchester@cfl.m.com

This is a link to an additional page
This is a link to a private page
Welcome to the Palicy Language and Architecturas for Managing Cognitive Radio for Dynarnic Spectrum «

3. Type a name into the box to search or filter by current privileges.

Roster
[Filter name or @email | [any Privilege v|

Last, First Mame a \ Email Privilegh
Altintas, Onur invalid: onur@computer.org Interested

Ariyoshi, Masayuki  invalidim-ari@ieee.org Observer
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4. Click on the current privileges to access the privileges menu.

Roster

[Filter name or @email

Last, First Name 4
Altintas, Onur
Arivoshi, Masayuki
ash, William A
Bennett, Kathryn
Birns, Harry

Boyce, Christina
Ceglia, Matthew
Chester, David

cummings, Mark

Email
invalid: onur@computer.org
invalid:m-ari@iese.org
invalid:w.ash@iese.org
invalid: k. bennett@ises.org
invalid:harrybims@me.com
invalid:c.bhoyce@ieee.org
invalid:m.j.ceglia@ieee.org

invalid: dchester@ct.rr.com

| [any Privilege v
Privileges
Interested
Chserver

Mentor Staff

Mentor Staff, Subscribed

Mon Woting Member

Mentor Staff, Editor, Subscribed
Staff Liaison

woting Member, Editor <y

invalid: markcummings@envia.com  Potential Mermber

5. Place a check next to “subscribed” or “editor” to grant the privileges to that

individual.

Privileges for David Chester

, Write access to files (Editor)

[ receive mail sent to IC Group (Subscribed)

ok |

[ Cancel ]

6. Click "OK" to save the changes.
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3.4 Staff User Roles

Only some staff roles assigned in myProject provide staff privileges in Mentor. Other staff
users must add a group to their activity profile and become “interested”. Working Group
officers must assign the staff user another involvement level to grant additional access to a
mentor group.

When staff users are added to IC groups, they will default to *“Member”. Any IC group admin
can change the user’s access level to "Admin”, “"Guest” or “"No Access”. Users with ODB Staff
privileges will always be added as “Mentor Staff”.

Staff User Roles in myProject™ with staff privileges in Mentor:

ODB Staff - When added to a mentor group, these users automatically become “Mentor
Staff”. These are administrative users with the ability to enable committees, create IC
groups, manage features, as well as all Officer/Admin capabilities.

Staff Liaison - If a staff user is assigned as a Staff Liaison for a Working Group in
myProject™, they will appear as “Staff Liaison” in that group’s Mentor roster. The Staff
Liaison will have the same capabilities as an Officer.

CSM - If a staff user is assigned as a CSM (Client Services Manager) for a Working Group in
myProject™, they will appear as “Officer” in that group’s Mentor roster.
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4 Documents

The Mentor documents feature allows groups to have a repository for private and publically
accessible documents.

4.1 Managing User Access

Access to documents in Mentor depends on the involvement level of the user. The privileges
associated with involvement levels are as follows:

Table 1
Involvement Level Can view Can view Can post new Can delete
public private documents and correct
documents? | documents? | and revisions? | documents?
Interested Yes No No No
Observer Yes Yes No* No
Potential Member Yes Yes No* No
Aspirant Member Yes Yes No* No
Nearly Member Yes Yes No* No
Non-Voting Member Yes Yes No* No
Guest (IC Groups) Yes Yes No* No
Voting Member Yes Yes Yes No
Member (IC Groups) Yes Yes Yes No
Working Group Officer Yes Yes Yes Yes
Admin (IC groups) Yes Yes Yes Yes
Mentor Staff Yes Yes Yes Yes
Staff Liaison Yes Yes Yes Yes

*Individuals will be able to post documents and revisions if the group has had the
“Documents may be added or revised by any involvement level” feature enabled.

For more information on assigning involvement levels, see Sec. 2
Logging In

Applicable Users:
e All Users

Instructions:
4. Go to https://development.standards.ieee.org/my-site
5. Select "Mentor” from the "LOGIN TO” dropdown menu.

USERNAME:
PASSWORD:

LOGIN TO: myProject (%

Seled Taal
IMAT

ryProject

6. Enter your IEEE Web Account username and password and click "LOGIN".

Mentor User Guide - Edited Sept 22, 2011 Pg 12
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e If you do not have an IEEE web account, you can create one by clicking on
the "Need an IEE Web Account?” link.

PLEASE LOG IN
Mow you can access myProject, IMAT, and Mentor with a single login. Simply enter your IEEE Web
Account username and password below to begin!

USERNAME:

PASSWORD:

LOGIN T0O: |myProject v
LOGIN

Retrieve Your Web Account Username and/or Passwerd
Note: IEEE uses Cookies for Web Account Registration, Change Password and Recover
Username/Password

Need an IEEE Web Account?
Get Yours Now! It's FREE and does not require IEEE or IEEE-SA
membership
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4.2 Navigating Mentor

Applicable Users:
e All Users

Notes:

¢ Mentor menu options will not look alike for all users. Options will depend on what the
group has available and on your personal involvement level.

Instructions:

5. After logging in, you will be brought to the main mentor screen. Your options on this
screen will depend on the groups you are involved in and your individual privileges.

[ Home[calendar | Documents | wiki| Blog [ePalls| more ¥ mentor ¥ [eTools |Logout

< IEEE o~
mentor 14-Sep-2011 09:30:18 ET

6. Click the "mentor” dropdown menu to navigate to any Mentor group that you are
involved in.

Hore | Calendar | Docurments | wiki| Blog [ePolls[mors ¥ mentor ¥ [eTools |Logout

mentar
& IEEE -
1735
mentor 1800 i
Welcome to Mentor TEST SITE

Mentor is currently providing services to the following groups, If your group is interested in using this tool, please contact vour
more information.

NOTE: & comprehensive listing of all Smart Grid Working Groups who are using Mentor can be found here emb_phd

globalstdssearch

myproject-admin
ugc

IEEE Personal Health Devices Working Groun

7. 1In the top left part of the screen, you will see all of the group features that you have
access to. Clicking on the "more” dropdown menu will show additional options.

| Home | calendar | Documents | wiki | applicants | Blog| more ¥ 1900.5 ¥ |eTools |Logout |

Document Graoups
<IEEE O~

mentor 14-Sep-2011 09132149 ET
P1900.5 Working Group Roster

Tables Edit this page |4dd new page |Page histary

edited p-2011by i fl.v.com

8. Click on any of the features to access it. The feature you are currently using will
appear in bold.

| Home [ Calendar | Documents [ wiki [ &pplicants | Blog | more ¥ 1500.5 ¥ |eTools |Logout |

<IEEE O~
mentor 14-Sep-2011 09:32:49 ET

P1900.5 Working Group

Edit this page |Add new page |Page history
edited 0%-Sep-2011 by invalid:dchester@cfl.m.com
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Managing Mentor Groups and User Roles.
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4.3 Creating and Managing Document Groups

In order to use the documents area in Mentor, you must first set up document groups.
These groups are used as categories for your documents and users can filter documents
according to categories.

Applicable Users:
e Officer, Admin, Staff Liaison, Mentor Staff

Instructions:

1. From your group’s Mentor area, click "Document Groups” in the top left corner. If
you don’t see "Document Groups”, click the "more” dropdown menu and select
“"Document Groups”.

In the box under “File Code”, enter a four character abbreviation for the group name.
In the box under "Display Name”, enter the name for the name for the group.

Click "Update” to save your changes.

Click *“More Rows” if you need more rows for additional document groups.

You may change the “"Display Name” at any time, but you may not change the “File
Code” or delete a group.

Check the box under “Active” to deactivate the group. This will prevent new
documents from being uploaded to the group, but users will still be able to view
documents and post revisions.

oukrunN

N

Document Groups

File Code Display Name Active
agen |Agenda |
subs [contribution |
drft [drafts | O
mmat [Meeting Material |
mins |Minutes |
| || | O
| || | O
| || | O
| || | O

[ Update ] [ More Rows ] [ Cancel ]

Documents | Mew document
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4.4 Uploading a New Document

Applicable Users:
e All users with appropriate access (See Table 1)

Instructions:
1. From your group’s Mentor area, click "Documents” in the top left corner. If you
don’t see "Documents”, click the "more” dropdown menu and select *“Documents”.
2. Click "New Document”.

IEEE 1901 Documents - New document|Back |1 2345 6 7| Nex

| Everything V||AH Years V||A\I Groups V||DCN
Created (ET) . Author .
v Year DCN Rev Group Title (Affiliation) Uploaded (ET) Actions
22-Feb-2011 2011 B 0 Draft Standards Draft 5 of Standard P1301 Ioe Smith (ABG Corp) 22-Feb-2011 13:04:28 gsl";’t”eload* Rewise, Correct,
g ~ F1201 Working . TzemrElEre Fme q ~ e Download, Revise, Carrect,
14-Feb-2011 2011 7 Sroup 28feb2011-agenda (e eart 14-Feb-2011 15:52: 47 Delete
09-Feb-2011 2011 65 0 Approved Standard  final-1301-word-document Brends Mancuso (IEEE-54)  09-Feb-2011 10:07:26 ggl";’;'oadl Revise, Correct,

Choose a document group for the document from the “Group” dropdown menu.
Enter a title for the document

Enter an author and/or affiliation. This will display next to the document title in the
list.

6. Click "New Document” to create the document entry.

vk w

New document

Y¥ou are about to generate a Document Control Mumber {DCN) for an entirely
new document. To revise an existing document, please click on the Revise

action in wour Docurments list,
Group:

Document Title: | |

author (Affiliation): | |

’ New Document ] [ Cancel ]

7. Click "Browse...” and select the document file you would like to upload. There are
no restrictions on the type of documents you can upload.

8. If your group allows public access to files, check “Allow public access to this file”
to allow public access to this document.

9. Click “Upload Document” to upload the file.

Upload document revision

You are uploading DCN 5-11-0033-00-agen. The DCM must appear in your
document. Please use your Browse button to select the file you wish to
upload for this revision, then click Upload Docurment. You may upload this
revision later by just go to Documents and select My Pending.

Document: | |[ Browse..

Allow public access to this file

[ Upload Document ] [ Cancel ]
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4.5 What is a DCN?

DCN is the Document Control Number. The full DCN includes some additional information
about the document file and will be visible before uploading a document.

¥ou are uploading DCN 5-11-0033-00-agen. The DCMN must appear in your
document. Please use your Browse button to select the file you wish to
upload for this revision, then click Upload Document. ¥ou may upload this
revision later by just go to Documents and select My Pending.

Document: | |[ Browse..

Allow public access to this file

[ Upload Document ] [ Cancel ]

In this case the DCN is 5-11-0033-00-agen. This comes from:
5 = The Mentor group link name (shortened form of 1900.5)

11 = The year (2011)

0033 = The document number (33)

00 = The revision number (this is the original, so revision is 0)
Agen = The file code for the document group (Agenda)

Mentor User Guide - Edited Sept 22, 2011 Pg 18



IEEE STANDARD

4.6 Downloading a Document

Applicable Users:
e All users with appropriate access (See Table 1)

Instructions:
1. From your group’s Mentor area, click "Documents” in the top left corner. If you
don’t see "Documents”, click the "more” dropdown menu and select "Documents”.
2. Click any of the column headings to sort the document list and click the page number
or "Next” to view additional documents.

Documents New documeht | Back | 12 |Mext
‘ Everything V| ‘ All Years V\ | All Groups V||DCN

Created (ET) y Author . .
[ v Year DCN Rev Group Title (Affiliation) Uploaded {ET) Public Actions

Download, Revise, Correct,

11-Aug-2011 2011 34 0 Agenda 8/30 Mesting Agenda Iman Engineer (& 11-Aug-2011 13:33:07 Yes 100

13-2ul-2011 2011 27 1 Minutes 0073 Telecon Minutes 14Febl 1 Vuriy Posherstnik 11-Aug-2011 14:00:21 No g;;’;lﬂad‘ R, (e
14-Feb-2011 2011 27 0 Minutes 0073 Telecon Minutes 14Feb11 Vuriy Posherstnik 14-Feb-2011 10:52:38 Mo Download, Correct, Delete
14-Feb-2011 2011 26 0 Minutes 0072 Telecan Minutes 251an11 Vuriy Pasherstnik 14-Feb-2011 10:52:01 Mo Download, Revise, Correct,

Delete

3. Filter the documents by year, group, and other parameters.

Documents Documents
Everything  +|[all vears v [all Groups “|[ocn ] [Everything [ all vears v||all Groups 4
GCreated (ET) A d
Year DCN|AgENnda
i:: gz:j:ed Year DCN Rev Group v Contribution
My U Ioadged drafts
¥oe 11-4ug-2011 2011 34, Meeting Material 8/20 Meetir

My Pendin 2011 a4 0 Agenda 8730 Meeting

Minutes

4. Click "Download” to download a file or right-click "Download” and select “save link
as” or “save target as” to save the file to a particular location.
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Documents New document | Back | 12| Next
|Everythmg v\ \ All vears v\ \ All Groups v\ \DCN
Created (ET) ) Author . .
v Year DCN Rev Group Title (Affiliation) Uploaded (ET) Public Actions
Iman Enginesr I . ‘ Download, Revise, Correct,
11-4ug-2011 2011 34 0 Agenda 8/30 Meeting Agenda fan Eral 11-Aug-2011 13:33:07 Yes P 00
i Download, Rewise, Correct,
13-Jul-2011 2011 27 1 Minutes 0073 Telecon Minutes 14Febll Vuriy Posherstik 11-Aug-2011 14:00:21 No Delete
14-Feb-2011 2011 27 0 Minutes 0073 Telecon Minutes 14Febll Vuriy Posherstik 14-Feb-2011 10:52:38 No Download, Correct, Delete
. Download, Revise, Correct,
14-Feb-2011 2011 26 0 Minutes 0072 Telecon Minutes 25Janl1 Vuriy Posherstik 14-Febh-2011 10:52:01 No Delete
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4.7 Creating a Link to a Document

Links can be accessed by anyone and can be placed on Mentor wiki pages, external
websites, in emails and in documents. If your group allows public access to files, it is not
necessary for users to log into Mentor in order to view those files. Links to private
documents will also work, but users will be prompted for a username and password. Users
will only be able to see the file if they are authorized to do so.

Applicable Users:
e All users with appropriate access (See Table 1)

Notes:
¢ You must check “"Allow public access to this file” when uploading the document in
order to allow users to access files without login.
e Links will access the revision from the link, not necessarily the latest version. To
create a link that accesses the latest revision automatically, see Step 0

Instructions:
1. From your group’s Mentor area, click "Documents” in the top left corner. If you
don’t see "Documents”, click the "more” dropdown menu and select "Documents”.
2. Right-click "Download” next to the file you would like to link to.

Documents New document |Back| 12| Next
[Everything  ~|[all Vears v | Al Groups ~| [pcn . j
Riaht-Click
Greated (ET) y author '

o Year DCN Rev Group Title (afiiliation) Uploaded (ET) Public Actions
11-Aug-2011 2011 24 0 agenda 8/30 Mecting Agenda man Engincer (4 11-Aug-2011 13:” lev;tﬂ;ﬂadz Revise, Correct,
13-3ul-2011 2011 27 1 Minutes 0073 Telecon Minutes 14Feb1 1 Vuriy Posherstnik 11-Aug-2011 14:00:21 No Bg;‘;:’fam FEAE) CEEE,
14-Feb-2011 2011 27 0 Minutes 0073 Telecon Minures 14Feb11 Vuriy Posherstik 14-Feb-2011 10:52:33 Mo Download, Correct, Delete
14-Feh-2011 2011 26 0 Minutes 0072 Telecon Minutes 25Jant 1 Vuriy Posharstnik 14-Feh-2011 10:52:01 No Bzrél”;”ad* Fiziofiszy Ciresity

3. In Internet Explorer, select "Copy Shortcut” or in Firefox, select "Copy Link
Location”.

Internet Explorer

iblic Actions
lnad. Reviza. .
° Open Firefox
Open in Mew Tab . -
DoV open in Mew window lic Actions

Corl save Target &s...

Prink Target Download Bevice Corract
Doy Delete  Open Linkin New Tab
Dl Open Link in New Window
Dawnle
Delete Bookmark This Link

Save Link As...
Downll Send Link

Doy add to Favorites...

Propetties
Download, Revise,

4. Paste the link into your document, email, etc.
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5. If you want to create a link that accesses the latest revision automatically, you will
need to delete the revision number from the link.

e Locate the revision number from the DCN portion of the link.

e See Sec 4.5 What is a DCN? to identify the revision number.

¢ Remove the revision humber and extra dashes.

e Example:
(http://Mentor.ieee.org/etools_documentation/dcn/11/etools_documentation-
11-0014-00-MYPR-myproject-user-guide.pdf) would be changed to
(http://Mentor.ieee.org/etools_documentation/dcn/11/etools_documentation-
11-0014-MYPR-myproject-user-guide.pdf)
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4.8 Revising a Document

Mentor allows users with the appropriate access to post revisions to documents. Revisions
do not overwrite the original document, but have the same name and document number.
They appear along with the original in the document list with a separate revision number.
Revisions have a unique URL and will not show up in place of the original if a revision is
linked to directly.

Applicable Users:
e All users with appropriate access (See Table 1)

Instructions:
1. From your group’s Mentor area, click "Documents” in the top left corner. If you
don’t see "Documents”, click the "more” dropdown menu and select *“Documents”.
2. Click "Revise” next to the document you would like to post a revision to.

Hew document |Back | 12| Hext

Documents
[Everything || all vears ~| | all Groups ¥ [ocn
Created (ET) ) Author . .

o Year DCN Rev Group Title (affilistion) Uploaded (ET) Public Actions
11-Aug-2011 2011 34 0 Agenda 8/30 Meeting Agenda Iman Engineer (4 11-Aug-2011 lm - g;lvaTéDad, Revise, Correct,
13-1ul-2011 2011 27 1 Minutes 0073 Telecon Minutes 14Febl1 Vuriy Pasherstaik 11-Aug-2011 1400:21 No B;E&Dad' FREiE) EEE
14-Feb-2011 2011 27 O Minutes 0073 Talacon Minutes 14Feb11 Vuriy Pasherstnik 14-Feb-2011 10:52:38 No Dowrload, Correct, Delete
14-Feb-2011 2011 28 0 Minutes 0072 Telecon Minutes Z3Jan1 1 Vuriy Pasherstnik 14-Feb-2011 10:52:01 Nao Bglvgvl”é“d' Revise, Correct,

14

3. Enter a new Author and affiliation, if it is different, and click "Revise Document”.

Revise document

You are revising 8/30 Meeting Agenda. To create an entirely new
document, please click on Mew document.

Author (Affiliation): |Iman Engineer (& Company) |

[ Revise Document ] [ Cancel ]

Documents| Mew document

4. Click "Browse...” and select the document file you would like to upload.

5. If your group allows public access to files, check “Allow public access to this file”
to allow public access to this document.

6. Click "Upload Document” to upload the file.

Upload document revision

You are uploading DCHN 5-11-0033-00-agen. The DCM must appear in your
document. Please use your Browse button to select the file you wish to
upload for this revision, then click Upload Docurment. You may upload this
revision later by just go to Documents and select My Pending.

Document: | |[ Browse

Allow public access to this file

[ Upload Document ] [ Cancel ]
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4.9 Correcting a Document

The correct feature can be used to change the displayed name of a document, change the
author, change public access or replace the document file. This option does not alter the file
name or URL.

Applicable Users:
e Officer, Admin, Staff Liaison, Mentor Staff

Instructions:
1. From your group’s Mentor area, click "Documents” in the top left corner. If you
don’t see "Documents”, click the "more” dropdown menu and select *“Documents”.
2. Click “Correct” next to the document you would like to change.

Documents New document |Back [ 12| Next
[Everything  v|[all years «|[all Groups ¥ [ocn
Greated (ET) y Author . .
o Year DGN Rev Group Title (affiliation) Uploaded (ET)  Public Actions
11-Aug-2011 2011 34 0 Agenda 8/30 Mesting Agenda Eman Engnasr (& 11-4ug-2011 13:33:07 Yes g;;’;gﬂad’ Revise, corract,

13-1ul-2011 2011 27 Dowrload, Revise, Carrect,

Minutes 0073 Telecon Minutes

14Feb11 Vuriy Posherstnik 11-4ug-2011 14:00:21 Nao

Delste
14-Feb-2011 2011 27 0 Minutes 0073 Talacon Minutes 14Feb11 Vuriy Bosherstnik 14-Feb-2011 10:52:38 Nao Download, Correct, Delste
14-Feb-2011 2011 26 0 Minutes 0072 Telecon Minutas 25Jant 1 Vuriy Posharstnik 14-Feb-2011 10:52:01 No B;L’Tfad' RBuEE, CaEE,

3. Make any necessary changes to the title, author, or public access.
4. If you would like to overwrite the file, click "Browse...” and select the document file
you would like to upload.

Correct Revision

You may change the title, authors or document belaw. When the title is
changed, all revisions for this DCH are updated.

Document Title: ‘8/30 Meeting Agenda |

Author (aAffiliation): ‘Iman Engineer (& Company) |

Overwrite Document: ‘ |[ Browse..

optianally, replace this revision's docurnent

allow public access to this file

5. Click "OK” to save any changes and/or upload the new file.
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4.10 Deleting a Document

Deleting a document will delete the file associated with the document. Deleting the
document a second time will delete the entire entry.

Applicable Users:
e Officer, Admin, Staff Liaison, Mentor Staff

Instructions:
1. From your group’s Mentor area, click "Documents” in the top left corner. If you
don’t see "Documents”, click the "more” dropdown menu and select *“Documents”.
2. Click "Delete” next to the document you would like to delete.

Documents New document | Back | 12| Next
[Everything || all vears %] | all Groups e
created (ET) . Author . .
v Year DCN Rew Group Title (Affiliation) Uploaded (ET) Public Actions
11-Aug-2011 2011 3¢ 0 Agenda /30 Meating Agenda Imon Engineer (& 11-Aug-2011 13:33:07 Yes Bzrgvtﬂéﬂad, Revise, Correct,

Download, Revise, Correct,

13-Jul-2011 2011 27 Delete

Minutes 0073 Telecon Minutes 14Febl1 1i-Aug-2011 1400:21 No

14-Feb-2011 2011 27

o

Minutes 0072 Telec, = 1dFeb11 14-Feb-2011 10:52:38 Download, Correct, Delete

Download, Revise, Correct,

14-Feb-2011 2011 26 Delete

o

Minutes 0072 Telecon Minutes 251ant 1 14-Feb-2011 10:52:01 No

3. Click “Delete” to confirm the deletion of the document file.

Permanently remove uploaded document

Plezase confirm that you would like to delete the following document:
11/5-11-0027-01-mins-0073-telecon-minutes-14febi1.pdf. This operation is
irreversible,

4. You will now see "PENDING” under the “Uploaded” column because there is no longer
a file associated with this document. To delete the document entry, click "Delete”
next to the document.

Documents MNew document |Back| 1 2| Next
|Everythmg V||A\I Vears VHAH Groups V||DCN
Created . Author . .
ET) ¥ Year DCN Rev Group Title (affiliation) Uploaded (ET) Public  Actions
Download,
- - i Irnan Engineer (A _ . 1. Revise,
11-Aug-2011 2011 34 0 Agenda /30 Meeting Agends Hoan Enal 15-Aug-2011 09:11:14 Yes Correct,
Delete
Upload,
13-Jul-2011 2011 27 1 Minutes 0073 Telecon Minutes 14Febll Yuriy Posherstnik PENDING Mo Correct,
[

5. Click “"Delete” to confirm the deletion of the document file.

Permanently remove uploaded document

Please confirm you would like to delete revision: 5-11-0027-01-mins. This
operation is irreversible,

Mentor User Guide - Edited Sept 22, 2011 Pg 24



IEEE STANDARDS ASSOCIATION < IEEE

5 Files

The files section of Mentor allows folder based file access to files in Mentor. All document
files and wiki pages are located in these folders and additional files can be placed here as

well.

5.1 Accessing the files Area

Applicable Users:
e Any users with “Editor” access, Officer, Admin, Staff Liaison, Mentor Staff

Instructions:
1. From your group’s Mentor area, click “Files” in the top left corner. If you don’t see

“Files”, click the "more” dropdown menu and select “Files”.
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5.2 Overview

When you first access the files area, you will see a file directory tree similar to what you
would see on your computer. Some of the folders are created automatically by Mentor, but
you have the ability to create other folders and upload additional files. Individuals with
involvement levels other than “interested” will be able to see the files area, but only
officers/administrators and individuals who have been given “editor” abilities will be able to
modify files and folders.

Files
Name Changed Size Who Actions
. £ / 23-Aug-2011 Christina Boyce  Modify
*Root Directory _
.Documents ... - & 10 17-Aug-2011 Paul Moeller Modify
-Archive N 11 22-Aug-2011 David Chester  Modify
*User Folders--..___ = archived 23-Aug-2011 Christina Boyce
*Other Folders - B Extra Files | 22-Aug-2011 Paul Moeller Modify
*Public Folder __ :
- B polls 25-1ul-2011 Lynn Grande Maodify
- B9 public 23-Aug-2011 Christina Boyce  Modify
Public Folder (Expanded View)
3 Public 23-Aug-2011 Christina Boyce  Modify
- =811 15-Aug-2011 Lynn Grande Modify
*Public FOIder,,-"" = Blog 22-Aug-2011 Lynn Grande Modify
*Documents.-- = _ ] paul " Nogit
-Other Folders L= Extra_Files-Public | 22-Aug-2011 aul Moeller odify
«User Folders -~~~ logo.gif 22-4ug-2011 4 KB  Lynn Grande Modify
) optional_my.css | 23-Aug-2011 1KB Christina Boyce  Modify
= wiki 22-4ug-2011 Lynn Grande Modify

Root Directory - This is the main folder for the group’s Mentor area. All files and folders
are stored within this folder.
Documents - Documents uploaded using the “documents” section will automatically be
stored in folders named for the year (2011 = 11). Private documents will be located in
folders within the root directory, while public documents will be located in folders within the

“Public” folder.

Archive - All deleted items will reside here.
User Folders - Individuals with appropriate access can create additional folders and upload
files to them. These folders can be named by the creator.
Other Folders — Mentor will create additional folders for content related to Mentor
features. These folders include: Polls, Blog, Wiki.
Public Folder - This folder contains all of the public content for the Mentor area. All files
located in this folder can be accessed without logging into Mentor.
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5.3 Navigation

Navigation of the files area works by expanding and collapsing folders. To expand a folder,
click on the folder name. To collapse a folder, click the folder name again.

Files
Name Changed Size Who Actions
= 23-Aug-2011 Christina Boyce  Modify
B 10 -Aug-2011 Paul Moeller Modify
B 11 22-Aug-2011 David Chester Modify
= archived 23-Aug-2011 Christina Boyce
[ Extra Files  22-Aug-2011 Paul Moeller rodify
B polls 25-Jul-2011 Lynn Grande Fodifyy
5 public 23-Aug-2011 Christina Boyce  Modify
Name Changed Size Who Actions
(= 23-Aug-2011 Christina Boyce rodify
B 0 -Aug-2011 Paul Moeller rodify
(=% 22-Aug-2011 David Chester rodify
= archived 23-Aug-2011 Christina Boyce
B 10 12-Aug-2010 Yurly Poshersthik
B i1 15-Aug-2011 Lynn Grande
I project  23-Aug-2011 Christina Boyce Restore
5 public 22-ALg-2011 Lynn Grande
[ Eutra Files  22-Aug-2011 Paul Moeller tadify
= palls 25-Jul-2011 Lynn Grande todify
= public 23-Aug-2011 Christina Boyce rodify
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5.4 Add/Modify a File or Folder

Applicable Users:
e Any users with “Editor” access, Officer, Admin, Staff Liaison, Mentor Staff

Instructions:
1. Click “"Modify” next to the folder you would like to add a file or folder to. You can
click *Modify” for the root directory to place a file or folder there.

= public 23-Aug-2011 Christina Boyce  Modify
511 15-Aug-2011 Lynn Grande Maodify
= Blog 22-4ug-2011 Lynn Grande rodify
= Extra_Files-Public  22-4ug-2011 Paul Moeller Modify —
) loga.gif 22-4ug-2011 4 KB Lynn Grande Maodify
[ optional_my.css 23-4ug-2011 1 KB  Christina Boyce  Modify
ik 22-Aug-2011 Lynn Grande Modify

To upload a file:

1. The file upload screen will come up automatically. If you are in another
screen, click “Add file” to bring this screen up.

2. Click "Browse...” and select the file you would like to upload.
3. Click "OK” to upload the file.

Chan?e /Public/Extra_Files-Public

Add file {2dd text file - add subfolder - Rename folder - Mowe folder - Delete

File to uplnad:‘ |[ Browse..

To Create a Folder:
1. Click “"Add subfolder”.
2. Type in the name of the new folder.
3. Click "OK” to create the folder.
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To Create a Text File:
1. Click “"Add text file”.
2. Type in a name for the text file, making sure to end it in “.txt". example:
filename.txt
3. Type your desired text into the main box.
4. Click "OK” to create the text file.

Add file | Add text file | Add subfolder - Rename folder - Move folder - Delete

Name: [ ]

To Rename a File/Folder:
1. Click "Rename file”/”"Rename folder”.
2. Type in the new name.
3. Click "OK"” to rename the file/folder.

To Move a File/Folder:
1. Click “*“Move file”/"Move folder”.

2. Select the folder you would like to move to. Select " / ” for the root folder.
3. Click "OK" to move the file/folder.

Change /Extra Files/TEST.doc

Last updated by Paul Moeller on 22-Aug-2011

Replace contents - Rename file - Delete - Leave file locked - Unlock
New Parent Folder: | /Extra Files &

/10
/10/10_1
/11

/Extra Files
back to top /Extra Files/New Folder Herm
/Polls

JPublic

JPublic/11

/Public/Blog
/Public/Blog/201108
/Public/Extra_Files-Public
/Public/wiki

Of

To Delete a File/Folder:
1. Click “Delete”.
2. Click “"OK"” to delete the file.
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5.5 Recover or Permanently Delete a Deleted File or Folder

When files, documents, blog entries, and wiki pages are deleted, they are not permanently
gone. These files can be recovered using the “Restore” feature.

Applicable Users:
e Any users with “Editor” access, Officer, Admin, Staff Liaison, Mentor Staff

Instructions:
1. Click on the “Archived” folder to expand it.
2. The “Archived” folder will contain folders similar to those in the root directory
(including public, documents by year, etc.). Expand the folders to navigate to the file
you would like to recover.

Files
Name Changed Size Who Actions
(- §) 07-Sep-2011 Lynn Grande Modify
10 17-Aug-2011 Paul Moeller Modify
11 24-A0Q-2011 Christina Boyce Modify
= prchived 23-4uQ-2011 Christina Boyce
10 12-Aug-2010 Yuriy Posherstnik
11 15-Aug-2011 Lynn Grande
Project  23-Aug-2011 Christina Boyce Restore
Public 22-AuQ-2011 Lynn Grande
Esxtra Files  23-Aug-2011 Christina Boyce Modify
Palls 25-Jul-2011 Lynn Grande Modify
Public 24-A0Q-2011 Lynn Grande Modify
Wik 07-Sep-2011 Lynn Grande Modify

3. Click "Restore” to recover the file, or "Delete Permanently” to permanently delete

the file.
Files
MName Changed Size Who Actions
=/ 07-Sep-2011 Lynn Grande Modify
10 17-Aug-2011 Paul Moeller modify
11 24-400-2011 Christina Boyce Modify
=2 Archived 23-Aug-2011 Christina Boyce

10 12-Aug-2010 Yuriy Posherstnik

B 15-Aug-2011 Lynn Grande /
O 5-11-0021-00-5ubs-1900-5-sequence-diagrams; 1.docx 31-Jan-2011 1KB Lynn Grande Restore, Delete Permanently
O 5-11-0027-01-mins-0073-telecon-minutes-14feb11;1.pdf  11-Aug-2011  45KB  Lynn Grande Restare, Delete Permanently
C 5-11-0028-00-drft-test; 1.doc 05-Aug-2011 1KB  Lynn Grande Restore, Delete Permanently
: 5-11-0028-01-drft-test;1.doc 05-Aug-2011 1KB  Lynn Grande Restore, Delete Permanently
[ 5-11-0029-00-5ubs-z555; 1.pdf 08-4ug-2011 45 KB  Lynn Grande Restore, Delete Permanently
Project 23-Aug-2011 Christina Boyce Restore
Public 22-Aug-2011 Lynn Grande

4. Click “Restore” or "Delete Permanently” to confirm your selection.

5. The file will now appear in the appropriate folder outside of the “Archived” area. The
file will be accessible from the “Documents” or “Wiki” areas if applicable.

6. If you have replaced a file, the older version will appear with a *; #"” (e.g. 5-11-0021-
00-subs-1900-5-sequence-diagrams; 1.docx) If you recover this file, it will replace
the current version, and the replaced version will now show up in the “Archived”
section.
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5.6 Accessing Files via WebDAV

In addition to the web interface, it is possible to access the files area via webdav. This
feature allows you to access Mentor files as if they were a folder on your computer.

5.6.1 Using Public WebDAV
The public WebDAV allows read-only access to all public folders on Mentor.

Applicable Users:
e All Users

Instructions:

Windows:
1. Go to "My Network Places”
2. Click “Add a network place”

5

Network Tasks

if Add anetwork place

Q View network connections

%) Setup ahome or small
office network

<2 Set up a wireless network
for a home or small office

¥y View workgroup computers

. Show icons for networked
UPNP devices

3. Select “"Choose another network location” and click “Next”.

Add Network Place Wizard @

‘Where do you want to create this network place?

Select a service provider. If you do not have a membership with the provider you select, the wizard will help
you create an account. To just create a shortcut, click "Choose another network location."

Service providers:

4

MSN Communities
Share your files with others, or store them for your personal use.

4. Enter “http://dav.mentor.ieee.org:80” into the “Internet or network address” field.
And click “"Next”.
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! |

Add Network Place Wizard

What is the address of thizs network place?

o

Type the address of the "Web site, FTP site. or network. location that thiz shartcut will open.

Interet or network address:

V| [ Browse...

Wiew zome examples.

5. Type a name for the shortcut (this can be anything you want) and click "Next”.

Add Network Place Wizard X

‘What do you want to name this place?

Create a name for this shorteut that will help you easily identify this netwark place:

http:/ /dav. mentar.ieee. arg:80.

Tuvpe a name for this network place:
| Mentor DY Aocess |

6. You will see a screen telling you that you have successfully created the network
place.

Add Network Place Wizard @

Completing the Add Network Place
Wizard

You have successfully created this network place:

Mentor DAV Access

A shortcut for this place will appear in My Network Places.

Open this network place when | click Finish.

To close this wizard, click Finish.

[ Finish ][ Cancel ]

7. Click “Finish”.
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5.6.2Using Private WebDAV

The private WebDAV allows read/write access to all IC group folders you have access to.
The Private WebDAV access will not work with Working Group areas.

Applicable Users:
e Editors

Instructions:

Windows XP:
1. Go to "My Network Places”
2. Click “Add a network place”

5

Network Tasks

o Add anetwork place
Q View network connections

Set up a home or small
office network

<2 Set up a wireless network
for a home or small office

’1', View workgroup computers

. Show icons For networked
UPnP devices

3. Select “"Choose another network location” and click “Next”.

Add Network Place Wizard

‘Where do you want to create this network place?

Select a service provider. If you do not have a membership with the provider you select, the wizard will help
you create an account. To just create a shortcut, click "Choose another network location."

Service providers:

4

MSN Communities
Share your files with others, or store them for your personal use.

4. Enter “http://mentor.ieee.org/dav” into the “Internet or network address” field. And
click “Next”.

Add Network Place Wizard X

What is the address of thiz network place?

Type the address of the Web site, FTP site. or network. location that this shartcut will open.

Interet or network address:

V| [ Browse...

Wiew some examples.
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5. Enter your IEEE Web Account username and password.

Connect to mentor.ieee.org

=
ki

The server mentor.ieee.org ak * requires a username and
password,

User name: | € q.marchini b |

Password: esssensed

Remember my password

I K H Caniel ]

6. Type a name for the shortcut (this can be anything you want) and click “"Next”.

Add Network Place Wizard X

What do you want to name this place?

Create a name for this shortcut that will help pow easily identify this network. place:

https://mentor.ieee. org/day.

Tvpe a name for this network place:

|Mentol private DAY access |

7. You will see a screen telling you that you have successfully created the network
place.

Add Network Place Wizard @

Completing the Add Network Place
Wizard

You have successfully created this network place:
Mentor private DAV Access
A shortcut for this place will appear in My Network Places.

Open this network place when | click Finish.

To close this wizard, click Finish.

Bach Fiish | [ Cancel |

8. Click “Finish”.
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6 Wiki

Mentor features a wiki tool that allows groups to create their own start page as well as
additional pages within Mentor. Users navigate wiki pages through links, just like most web
pages. Wiki pages can be made both public and private. Public pages will be visible to
everyone, even without logging in. Private pages will be visible to anyone in the group with
an involvement level other than “interested”. Only Officers/Admins and individuals who have
been given “editor” access can edit wiki pages.

6.1 Accessing Wiki

Applicable Users:
e All Users

Instructions:

1. When you access your group’s area in Mentor, you are automatically brought to the
wiki start page. If you are in a different Mentor feature, click on the “"Wiki” link at the
top of the page.

2. If you have been given “editor” access, you will see links at the bottom of the page
to “Edit this page”, "Add new page” or view “Page history”.

Home | Documents | wiki| applicants | Document Groups | ePolls|more 802,11 ¥ | Add Help | eTools |Logout
; (0N

.11 24-A0g-Z011 11:36:34 ET
StartPage [ Edit this page |4dd new page |Page histury]

edited 24- Aug-2011 by invalid:c.boyce@ieee.org

This is the 802.11 Start Page.

[Edit this page | Add new page| Page history ]

3. When accessing the wiki area, the first page displayed will be “StartPage”.
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6.2 Editing a Wiki Page

Applicable Users:
e Any users with “Editor” access, Officer, Admin, Staff Liaison, Mentor Staff

Instructions:
1. Navigate to the wiki page you would like to edit.
2. Click “Edit this page”.
3. Change the page title

e Changing the page title will change the page filename and URL; any links to
the page must be modified accordingly.
e Do not change the title of “StartPage”.
4. Edit the page as necessary.

e Use the graphical editor to edit the pages similar to a word processor.
Edit Wiki Page

Title: |StartPage |

Make this article publicly available?

Bk [l S o He Mo @ BEP
B 7 U =8 A~ X, 2| 1= E —

(
-
-
z
iy

Shles - Farrat - Ford -

Sze=IEBEBAE @ O 2
802.11 Main wiki Page

This is the 202,11 Start Page.

[ oK ] [OK (no validate) ] [Cancel
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5. Mentor will automatically display the title when showing a wiki page. To replace this
with alternate text:

e type the text into the graphical editor.
e Select the text and change the format to “Heading 1”

665 i

Edit wiki Page

Title: [StartPage |

Make this article publicy available?

Bvwk H F @@ & « He He an &L P
&= =

B I U = A" AT X, x* I E o
Styles = Headngi1 '=| Foni T s IEHAE & O S =]
802.11 Main Wik. age]
This is the 802,11 Start Page.
This is an additional page
bocy b 4

K [ OK (na validate) J [ Cancel }

=]
1862 41

802.11 Main Wiki Page |

edited 08-Sep-2011 by invalid:c.boyce @ieee.org

This is the 202,11 Start Page,
This is an additional page

Edit this page | Add new page| Page history

6. Click "OK" to save your changes.
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The available editing tools are as follows:

2w *WIiki - wiki code view
H «Save - Save the page (same as "OK” button)
4 5 E.Cut, Copy, Paste
% .paste plain text - removes formatting
| % <Paste from Word - removes hidden characters when pasting from a Word document
« » +Undo, Redo
# % «Find, Replace - Find text and replace with other text
=2 @ sSelectall, Remove formatting
© «Maximize - Full-screen editor view
' “ «show blocks — Shows boxes to denote paragraphs
& .Insertlink
*‘Remove link
«Insertanchor
B I U = <Bold, Italic, Underline, Strikethrough
#7 A" <FontColor, Background color
X, x* «Subscript, Superscript
«Numbered List, Bulleted List

' «Increase Indent, Decrease Indent

1
1]

-
-

*Block Quote, Create Div Container

= = = = .Align Left, Center, Right, Justify
syes = «Formatting Styles — choose from pre-defined formatting styles
nermal = «Paragraph Format = choose from pre-defined paragraph styles
i ~ sFontName
“z¢ = «FontSize

lJ -Image - Add images and change properties
@ +Table

- «Insert Horizontal Line

¢ «InsertSmiley

2 .InsertSpecial Character

= «Insert Page Break for Printing
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6.3 Adding and Linking an Additional Wiki Page

It is possible to create additional wiki pages for a Mentor group. These pages can be linked
to from the start page or other wiki pages.

Applicable Users:
e Any users with “Editor” access, Officer, Admin, Staff Liaison, Mentor Staff

Instructions:
1. From any of your group wiki pages, click "Add new page”.
2. Enter a title for your page.
3. Check the box next to "“Make this article publicly available” if you would like to
make this page pubilic.

Title: [additional page | -

Make this article publicly available? _

Ewiki [ R R Heg He @t ALP
B I U = A~ A" X x* = E EY W EE=EEE
Shyles = Mormal =1 Fanl s Nz B EBEE & O = |

this is an additional wiki page

hocy @ V-

[ oK ] [ QK (no validate) ] [ Cancel ]

Edit the page using the graphical editor.

Click "OK" to save the new page.

Make note of the page URL. You will need the page name portion of this URL to insert

a link into another page. The page name is the portion between the last */” and the

“?”. E.g. http://Mentor.ieee.org/802.11/bp/additional_page?ack=49

e This procedure is for linking from wiki pages within your Mentor group. For

other links, use the full URL up to the page name. E.g.
http://Mentor.ieee.org/802.11/bp/additional_page

ous
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&2 <=
Horne | adrmin ¥ | Documents | wiki| Applicants | Document Groups [more ¥

I&62 11

additional page

edited 06-Sep-2011 by invalid:c.boyce Gieee.org

Update accepted. Please proofread for formatting
errars,

this is an additional wiki page

Edit this page| 4dd new page| Page history

7. Click “Edit this page” on the page where you would like to place the link.
8. Type the link text in the graphical editor.
9. Select the link text and click the “Insert Link” button.

Title: |StartPage |
Make this article publicly available? /
fo

vk W 4 EEE @ - Heae e @R A

B F U = A~ A~ X, x| 1T E iE o wllEls =
Styles = Mormal || Font s @BAO=E- @ 0O =]
802.11 Main Wiki Page
This is the 802,11 Start Page.
his is an additional page _
bady p V]

[ OK ] [ COK (no validate) ] [ Cancel ]

10. Enter the page name in the “"URL" field.
11. Select “<other>" from the “Protocol” menu.
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Link @
Link Info  Target Adwvanced
Link Type
|URL v
Protocal URL

| <ather= s |  |addtional_page

12. Click “"OK” to save the link.
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6.4 Viewing and Reverting to Previous Wiki Versions

Mentor saves a unique version of each wiki page whenever it is edited. It is possible to view
any of the older versions of the page and revert to them.

Applicable Users:
e Any users with “Editor” access, Officer, Admin, Staff Liaison, Mentor Staff

Notes:
e You will only be able to view previous versions of the start page, revert will not be
available.

Instructions:
1. From any of your group wiki pages, click "Page history”.
2. You will see a list of revisions to the wiki page along with the date made and the
name of the editor.

Selected Compare Checked In Who Comments Actions

® [Cleurrent 01-Aug-2011 Gregary Marchini

(o] ® (WL 01-4ug-2011  Gregory Marchini Revert to Version
[¢] o [Cizs 01-4ug-2011 Gregary Marchini Revert to Version
(o] (o] (RERS 01-Aug-2011 Gregory Marchini Revert to Wersion
o] (o] [Nz 29-Jul-2011  Gregory Marchini Rewert to Wersion
O (e] [az 29-Jul-2011  Gregory Marchini Revart to Wersion
o] ] [REN 29-Jul-2011  Gregory Marchini Rewart to Version
(o] (0] Oao 29-10l-2011  Gregory Marchini Revert to Versian
[¢] o Dzg 28-Jul-2011  Gregary Marchini Revert to Version
o] (o] [zg 28-Jul-2011  Gregory Marchini Revert to Wersion
o] (o] [Nla7 27-Jul-2011  Gregory Marchini Rewert to Wersion
O (e] [Clzs 27-Jul-2011  Gregory Marchini Revart to Wersion
o (@] [as 27-1ul-2011  Gregory Marchini Rewert to Version
(o] (0] 24 27-14l-2011  Gregory Marchini Revert to Versian
[¢] o D2z 26-Jul-2011  Gregary Marchini Revert to Version

Click on the revision number to view that version of the page.

To compare two versions, click the buttons in the “Selected” and “Compare” columns
next to the two versions and click "Compare”.

5. You will see the wiki code view of the page with changes highlighted. Anything added
will appear in green and anything deleted will appear in yellow. Unchanged portions
will appear in gray.

W

Wy

@p . . .

@3 href="privatepage" This is a link to a private page

@/p

P 10,1013 4

- @p Welcome to the Policy Language and Architectures for Managing Cognitive Radio for Dynamic Spectrum Access Applications working group document repository,

+ @p Welcome to the Policy Language and Architectures for Managing Cognitive Radio for Dynamic Spectrum Access Applications working group document repositary,
+@p

+@/p
+@p HELLO

6. To revert to a previous version, click "Revert to Version” next to that version and
then click "Revert” to confirm.
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7 Blog

The Blog feature can be used to post news, event notifications, articles, and other
communications. This is another communications option that is available in addition to wiki
pages and email. Like wiki pages, blog entries can be made public or private. Public entries
will be visible to everyone, even without logging in. Private entries will be visible to anyone
in the group with an involvement level other than “interested”. Only Officers/Admins and
individuals who have been given “editor” access can create and edit blog entries.

7.1 Viewing Blog Entries

Applicable Users:
e All Users

Instructions:
1. From your group’s Mentor area, click “"Blog” in the top left corner. If you don't see
“Blog”, click the "more” dropdown menu and select “"Blog”.
2. You will see a list of blog titles with part of the text. To view the entire entry, click
“[more]”.

Blog

This is a Blog Title

Blog text. Blog text. Blog text. Blog text. Blog text. Blog text. Blog text. Blog text. Blog text. Blog text.
Blog text. Blog text, Blog text, Blog text. Blog text. Blog text. Blog text. ...

... [more] \

test

test test link

... [more]

private blog entry
This is a private blog entry
... [more]

update
Some things are happening
... [more]

1900.5 Mews - August
This was a great month. Out meeting went well,
... [more]

3. You will now see the full blog entry. From this screen, you can click "Back” and
“Next” to view previous and next entries or click “"Back to list” to go back to the list
of entries.

Blog Detail Back |Mext|Back ta list

This is a Blog Title
posted on 14-Sep-2011 (Jast edited by Lynn Grande on 14-Sep-2011)

Blog text. Blog text. Blog text. Blog text. Blog text. Blog text. Blog text. Blog text. Blog text. Blog text. Blog text. Blog text. Blog text. Blog text. Blog text. Blog
text. Blog text, Blog text. Blog text. Blog text,

Blog text, Blog text. Blog text. Blog text. Blog text. Blog text. Blog text. Blog text. Blog text, Blog text. Blog text, Blog text. Blog text. Blog text. Blog text, Blog
text, Blog text, Blog text,

Back | Next|Back to list
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7.2 Creating a New Blog Entry

Applicable Users:
e Any users with “Editor” access, Officer, Admin, Staff Liaison, Mentor Staff

Instructions:

1. From your group’s Mentor area, click "Blog” in the top left corner. If you don’t see
“Blog”, click the "more” dropdown menu and select “"Blog”.
2. Click "New blog entry”.

Blog

Mew hlog entry
test a
test test link

.. [miore]

Edit this entry
private hlog entry
This is a private hlog entry
.. [miare]

Edit this entry
update
Some things are happening
. [more]

Edit this entry

1900.5 News - August
This was a great month. Out meeting went well,
o [more]

Edit this entry
Mew hlog entry ’

3. Enter a title and text for your blog.
4. Check “Public?” if you would like to make the entry public.

New blog entry

Title: |This is & Blog Title |

Publicy  <—

Blog text. Blog text. Blog text, Blog text, Blog text. Blog
text. Blog text, Blog text. Blog text. Blog text. Blog text.
Blog text, Blog text, Blog text, Blog text, Blog text, Blog
text, Blog text, Blog text, Blog text,

Blog text, Blog text, Blog text, Blog text, Blog text, Blog
text, Blog text, Blog text. Blog text, Blog text, Blog text.
Blog text, Blog text, Blog text, Blog text, Blog text, Blog
text, Blog text,

[ oK ] [Cancel]

5. Click "OK” to create your blog entry.

6. You will now see the posted blog entry. From this screen, you can edit the entry or
view other blog entries.

Blog Detail
This is a Blog Title
posted on 14-Sep-2011 (ast edited by Lynn Grande on 14-Sep-2011)

Edit this entry |Mew blog entry |Back | Mext |Back to list

Blog text. Blog text. Blog text. Blog text. Blog text. Blog text. Blog text. Blog text. Blog text. Blog text. Blog text. Blog text, Blog text. Blog text. Blog text. Blog
text, Blog text, Blog text. Blog text. Blog text.

Blog text. Blog text. Blog text. Blog text. Blog text. Blog text. Blog text. Blog text. Blog text. Blog text. Blog text. Blog text. Blog text. Blog text. Blog text. Blog
text. Blog text. Blog text.

Edit this entry | Mew blog entry | Back | Mext| Back to list
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7.3 Editing a Blog Entry

Once a blog entry is created, it is possible to edit the entry using a graphical editor. Links
and formatting can be added at this point.

Applicable Users:
e Any users with “Editor” access, Officer, Admin, Staff Liaison, Mentor Staff

Instructions:

1. From your group’s Mentor area, click "Blog” in the top left corner. If you don’t see
“Blog”, click the "more” dropdown menu and select “"Blog”.

2. You will see a list of blog entries. To edit an entry, click “Edit this entry” next to the
entry you would like to edit.

Blog
This is a Blog Title
Blog text. Blog text. Blog text. Blog text. Blog text. Blog text. Blog text. Blog text. Blog text. Blog text. Blog text. Blog text. Blog text. Blog text. Blog text.

Blog text. Blog text. Blog text. Blog text, Blog text. Blog text. Blog text. ...
o [more]

a Edit this entry
test
test test link

o [more]

MNew blog entry

Edit this entry
private blog entry

This is a private blog entry
... [more]

Edit this entry

3. From this screen, you will be able to modify the title and public visibility, as well as
edit the text in a graphical editor like the one used for Wiki.

¢ For more information on using the editor, refer to the editing instructions in
the Wiki section: Sec 6. Wiki.

Edit this entry
Title: [This is a Blog Title |
Public?

gk [ W @ B BEeo @B

B I U =| A~ A~ X, x2| = E E oy ow =

"
]
T

Blog text.
Blog text,
Blog text,

Blog text.
Blog text,
Blog text,

Blog text.
Blog text.
Blog text.

Blog text.
Blog text.
Blog text.

Styles - Format - Faonl - Size ' B 3=

Blog text. Blog text. Blog text. Blog text.
Blog text, Blog text, Blog text, Blog text.
Blog text, Blog text, Blog text, Blog text.

Blog text. Blog text. Blog text. Blog text.

Blog text, Blog text, Blog text, Blog text.
Blog text, Blog text,

4. Click "OK" to save any changes.
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8 Mail

Mentor can be used to send email to your group. The email list is controlled by your group
roster, meaning you do not have to maintain a separate email list. Users will only receive
group emails if they have been given the subscriber privilege. For more information on
managing privileges, see Sec. 3.3 Changing Privileges.

8.1 Mail Access

Access to mail features through the web interface is based on involvement level and the
access options that have been selected by your group.

Access options are:

Who can send mail (via web and email interface): Administrators Only, Members Only
(default), Guests and Members Only, Any Registered User (includes interested), Anybody
(even non-users), Nobody (not even admins)

for working groups, only “"voting members” are considered members, other involvement
levels are treated as "guests”

Who can see mail (via web interface): Only Group Members (default), Anybody (this makes
all emails publically available), Administrators Can Set Visibility (messages default to
private)

The default type of access (members only) is as follows:

Table 2
Involvement Level Can view mail Can send mail | Can delete
messages? messages? messages?
Interested No No No
Observer Yes No No
Potential Member Yes No No
Aspirant Member Yes No No
Nearly Member Yes No No
Non-Voting Member Yes No No
Guest (IC Groups) Yes No No
Voting Member Yes Yes No
Member (IC Groups) Yes Yes No
Working Group Officer Yes Yes Yes
Admin (IC groups) Yes Yes Yes
IEEE Staff Yes Yes Yes
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8.2 Sending Mail (Web Interface)
You can send emails to your group directly from the group’s Mentor area.

Applicable Users:
e All users with appropriate access (See 8.1 Mail Access)

Instructions:

1. From your group’s Mentor area, click “Mail” in the top left corner. If you don't see
“Mail”, click the "more” dropdown menu and select “Mail”.

2. Click "New Topic” to send a new email.

3. The Mentor group will be pre-filled in the “To"” field. This will notify your subscribed
group members. You can add any additional recipients in the “To” and “Cc” fields,
separated by commas.

4. Type a topic and email text and attach any files.

e The email will show up as coming from the sender. If you have had the “Mail
replies go to the IC Group by default” feature turned on, replies will go to
group@Mentor.ieee.org. If the “Mail replies...” feature has not been turned on,
replies will go directly to the sender.

5. If you would not like the email to go to your group, check the “"Do not send
message to IC Group Members” box.

New Topic

1900 5@beta.mentorieee bivio.biz ‘

To:

Cc:

[ po nat send message to IC Group Members

Topic: | |

Text:

Attach: | ‘[ Browse... I
Attach: | [ Browse.. ]
Attach: | ‘[ Browse... ]

6. Click “Send” to send the email.
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8.3 Sending Mail (Email Interface)
It is also possible to send emails to your group using any existing email account.

Applicable Users:
e All users with appropriate access (See 8.1 Mail Access)

Note:
e If access to sending mail is restricted, you will only be able to send email from the

email address associated with your IEEE Web Account.

Instructions:
1. Make note of the email address that shows up in the web interface. This should be
group@Mentor.ieee.org, where group is the shortened name of your Mentor group.
2. Use your existing email account to compose and send an email to
group@Mentor.ieee.org.
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8.4 Viewing Emails (Web Interface)

Besides emails being sent to your personal email account, you can view emails sent through
Mentor via the web interface.

Applicable Users:
e All users with appropriate access (See 8.1 Mail Access)

Instructions:

1. From your group’s Mentor area, click *Mail” in the top left corner. If you don’t see
“Mail”, click the "more” dropdown menu and select “"Mail”.

2. You will see all email subjects along with part of the body text. Any replies will
appear in a thread within the initial message. Click the subject or the number of
messages to see all of the email text and any attached files.

3. From this screen, you can use the web interface to reply to an email, or delete an
email (officers/admins only).

Gregory Marchini on 12-Sep-2011

Thiz is ancther test

Reply Reply to All Reply to Author Show Criginal Delete Message

g.marchini on 12-Sep-2011

This is yet anather test

From: Gregony Marchini <g.marchini@iese.org>
To: gmtest@mentoriese org

Crate: 091272011 11:528 AM

Subject: [amtest] Test2

Sent by gmtest@mentoriese org

Thiz iz another test

Reply Reply to all Reply to Author Show Original Delete Message

Mew Topic| Mail
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9 Calendar

Mentor allows groups to create a shared calendar. Users can view dates for one group or all
of their groups in a list or calendar view. Calendar data can also be downloaded in iCal
format.

Read access to calendars is available to any involvement levels other than “interested”. Only
individuals with “Editor” privileges will be able to add, modify and delete events.

9.1 View Calendar Events

Applicable Users:
e All Users

Instructions:
1. From your group’s Mentor area, click “Calendar” in the top left corner. If you don't
see “Calendar”, click the "more” dropdown menu and select “Calendar”.
2. You will see a calendar view of the current month. To view another month, select it
from the dropdown menu.
3. If you would like to see events for all groups you are involved in, click “All Groups”.

Calendar Add Event|all Groups |ical
oct 2011 v Oview events in a list
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
25 10:00 Fall 26 27 28 29 30 1
Meeting

2 3 4 5 6 7 8

9 10 11 12 13 14 15

16 17 18 19 20 09:00 An 21 22

additional svent

23 24 25 26 27 28 29

30 / 1 2 3 4 5
add Event | All Groups | ical

4. To view the events in a list instead of on a calendar, check the “View events in a
list” box. You will only be able to view one month at a time.

Calendar add Event |all Groups |ical
Oct 2011 v Wiew events in a list
Start & Time Zone Title Location IC Group Actions
. Policy Language and Architectures for Managing Cognitive Radio for  Delete,
09/25/2011 10:00 Americaflos_Angeles Fall Meeting Telcon Dynamic Spectrum Access Applications Madify
s &n additional Policy Language and Architectures for Managing Cognitive Radio for  Delete,
10/20/2011 09:00 America/New_vork event Dynamic Spectrum Access Applications Modify

Add Event| all Groups|ical
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5. Click on the event title to view the full event details.

Title: Fall Meeting
IC Group: Policy Language and Architectures for Managing Cognitive Radio for Dynamic Spectrum Access Applications
Time Zone: America/Los_angeles
Start: 09/25/2011 10:00
End: 09/25/2011 14:00
Description: This is our meeting
Location: Telcon
URL:

Add Event| Copy | Delete | Madify | &1l Groups|ical| Back | rext| Calendar

9.2 Create a New Event

Applicable Users:
e Any users with “Editor” access, Officer, Admin, Staff Liaison, Mentor Staff

Instructions:
1. From your group’s Mentor area, click "Calendar” in the top left corner. If you don’t
see “Calendar”, click the "more” dropdown menu and select “Calendar”.
2. Click "Add Event” or move your mouse over a date and click “"Add Event”.

Calendar Add Event |4l Groups [ical
oct 2011 v| [view events in 3 list
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
25 10:00 Fall 26 27 28 29 30 1
Masting

2 3 4 5 &) 7 8

9 10 11 12 13 14 15

16 17 18 19 20 0%:00 An 21 22

additional event

23 24 25 26 27 28 29

30 / 31 1 2 3 4 5
Add Event| &Il Groups | ical

3. Enter a title for the event

4. Select the group’s calendar you would like to place the event in. This will default to
the group you were in.

5. Select the time zone for the event

6. Enter a start date and time and an end date and time. Times will display in 24 hour
format, but you can enter times followed by AM or PM and they will be converted.

7. Enter a description, location, and/or URL. These fields are optional.
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8. If this is a repeating event, enter the repeat frequency and end date.
e Be advised, you will not be able to modify or delete all instances of a
repeating event, they will be handled individually once created.

Add Event

Title: [New Event |

IC Group: 802.11 ~|

Time Zone: [america/Mew_vYork |ﬂ

Start Date: 09/15/2011

midiyy, domugys wyewdmid, d-mon-yeyy, or mmddyy

Start Time:

In the selected Tirme Zane

End Date: [09/15/2011

rafdfyy, domnogy, weenirngdd, d-rmon-yyyy, ar mrmddyy
End Time:

Description: This is a sample event.

Location: 501 Hoes Lane
Piscataway, MNJ

Maxirnum length S00 characters

URL: |

I

Repeats: MNone
Mote: repeating events cannot be edited at this tirme

H

Repeat ends:

9. Click “"Add” to create the event.
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9.3 Modify, Copy or Delete an Event

Applicable Users:
e Any users with “Editor” access, Officer, Admin, Staff Liaison, Mentor Staff

Instructions:
1. From your group’s Mentor area, click "Calendar” in the top left corner. If you don't
see “Calendar”, click the "more” dropdown menu and select “Calendar”.
2. Click on the event title to bring up the event details.
To Modify an Event:
1. Click “Modify”
2. You will see the same form used to create the event. Change any of the fields
to modify the event.
3. Click “Modify” to save the changes
To Copy an Event:
1. Click “Copy”
2. You will see the same form used to create the event. Change any of the fields
to modify the event copy.
3. Click “"Copy” to save the changes
To Delete an Event:
1. Click “Delete”
2. Click “Delete” to confirm.

Event
Title: Mew Event
IC Group: Wireless LAN Working Group
Time Zone: americafNew_Yark
Start: 09,/15/2011 05:00
End: 09/15/2011 09:00
Description: This is a sample event,

Location: 501 Hoes Lane
Piscataway, MJ

URL:

add Event [Copy | Delete | Modify] &l Groups | ical| Back | Next| Calendar
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9.4 Export Calendar Files

Events in Mentor calendars may be exported as iCalendar files, which can be imported into
most popular calendar programs. These programs include: Apple iCal, Microsoft Outlook,
Lotus Notes, Google Calendar, and many more.

Applicable Users:
e All Users

Instructions:
1. From your group’s Mentor area, click "Calendar” in the top left corner. If you don't
see “Calendar”, click the "more” dropdown menu and select “Calendar”.
2. You can export files for an entire calendar or a single event.
For the entire calendar:
1. Click “iCal” while in the calendar or list view.

Calendar Add Event |all Groups [ical
oct 2011 v [ view events in a list
Sunday Honday Tuesday Wednesday Thursday Friday Saturday
25 10000 Fall 26 27 28 29 30 1
Meeting

2 3 4 5 6 7 8

9 10 11 12 13 14 15

16 17 18 19 20 09:00 40 21 22

additional =vent

23 24 25 26 27 28 29

30 31 1 1 2 3 4 5
Add Event| all Groups|ical

For a single event:
1. Click on the event title to view the event details.
2. Click “iCal” while viewing the event.

Ewvent
Title: Mew Event
IC Group: ‘Wireless LaN Working Group
Time Zone: America/Mew_York
Start; 09/15/2011 08:00
End: 09/15/2011 09:00
Description: This is a sample event,

Location: 501 Hoes Lane

Piscataway, M]
URL:

add Event| Copy | Delete | Madify | 4l Groups|ical| Back | Mext| Calendar

3. Save the file to your computer.
4. Open the file with your preferred calendar program.
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10 ePolls

ePolls allows group officers to set up online ballots strictly for the use of their groups. ePolls
is structured similarly to the myBallot section of myProject™, but is flexible enough to be
used for whatever the group wishes to use it for. Unlike myBallot, ePolls will not: handle
group balance, allow for recirculations or create automatic notifications and invitations.

10.1 ePolls Features

This is the main screen for ePolls. All currently open polls will show up on this first screen.
The features of this screen are as follows:

Start (ET)
ePoll Name
Question
Document
End (ET
Home | Wiki | applicants | Blog|maore ¥ \/ote‘(‘5 [A?(Dl_] 1900.5 ¥ | eTools|Logout

@'EEE Vote = O~

. 25-Jul-2011 09:08:38 ET
mentor Actions

ePolls | | New epall| Closed epalis | epall Summary |

|Sldrl (ET) ¥ epoll Name Question Document End (ET) votes [A/D/-] Vote Actions I

25-Jul-2011 09:08:37 This is a Poll Is the sky blue? TEST.pdf 31-Jul-2011 23:59:59 0/0/0 Edit, Close, Vote, Status,

I New ePoll| Closed ePolls | sPoll Summary I

— Homa ILogout] IEEE Wab Account
\ New ePoll
Closed ePolls

ePoll Summary

Start - This is the date and time the poll was opened. All times are US Eastern Time.

ePoll Name - This is the name of the poll.

Question - This is the question you are responding to with your vote

Document - This is a file related to the poll. This is useful for taking preliminary ballots on
a draft document, but polls can also be created without a file.

End - This is the date and time the poll will close. All times are US Eastern Time.

Votes [A/D/-] - This is a tally of the votes cast [A Approve, D Disapprove, - Abstain].

Vote - This is your current vote on the poll.

Actions - These are all of the actions you have available to you for a particular poll. The
available actions will change depending on the status of the poll and your particular
access level.

e Edit - Edit the poll
e Close - Close the poll
e Vote - Vote or make comments on the poll
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e Status - View voting results and comments
New ePoll - Use this to create a new poll (will only be available to officers).
Closed ePolls - This shows all polls that have ended.
ePoll Summary - This allows you to view all of the votes cast for all polls in a specified

date range.

10.2 Entity Working Group Polls

There are some features of ePolls that are specific to entity Working Groups. Most of the
features of ePolls will be the same with the addition of the “Entity ePoll” feature. Entity
ePolls allow for one vote per entity polling similar to entity balloting in myProject™. Look for
*Entity ePoll* throughout this section for more information on this feature.
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10.3 Creating a New Poll

Applicable Users:
e Officers/Admins, Staff Liaison, Mentor Staff

Notes:

e All users listed as Working Group officers in myProject™ will have administrative
access to ePolls and will be able to create and edit polls. For more information on
assigning officers, see Sec 3.2.1.

e Polls created by one user may be edited, closed or deleted by any other
officer/admin.

e Project-level designations (e.g. Sponsor Ballot Desighee, Nescom Designee) in
myProject™ will not affect access levels in Mentor.

Instructions:
1. From your group’s Mentor area, click "ePolls” in the top left corner. If you don’t see
“ePolls”, click the "more” dropdown menu and select “ePolls”.
2. From the main ePolls screen, select "“New ePoll”.
3. Fill out the fields to create your poll.

a. ePoll Name - Enter a unique name for your poll, this cannot be the same as
another poll either open or closed.

b. Question - The question that will be answered by the approve/disapprove
vote. Place all instructions for the specific poll in this box.

c. Document - Upload a file if the poll is related to a specific document. You
can only upload one file. If multiple files are required, create a .zip file first.

d. End Date - Specify the date you would like the poll to close (use
mm/dd/yyyy format e.g. 01/01/2012) or leave this box empty for an open-
ended poll. All polls start when they are created, you cannot delay the start of
a poll.

e. Participants (Working Groups only) - A/l IC group involvement levels will
have voting access to ePolls. Place a check in the box next to the involvement
level of participants you would like to have access to the poll (you must select
at least one). For Working Groups, these involvement levels can be managed
through myProject™. Users who have not been given an involvement level
are classified as “interested” and will not have access to ePolls. For more
information on managing your group involvement levels, see Sec 3
Managing Mentor Groups and User Roles.

f. Comment Format - Select the level of structure you would like to be
available for comments depending on what your poll is being used for. "Must
Be satisfied?” will only appear if a "Disapprove” vote is cast.

g. Send a notification... - Place a check in this box if you would like all
individuals eligible to vote in this poll to receive a notification that the poll is
available (will be sent out the day after the poll is created) as well as
reminder emails at 14, 7 and 3 days before the closing date of the poll
(reminders will only be sent if the individual has not yet voted). Notifications
will include a direct link to the poll, and will be sent through myProject™.

h. Allow members to view... - Place a check in this box if you would like all
poll participants to be able to view votes and comments on the status page.
This can also be changed during a poll and after the poll closes.
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New ePoll Open ePolls

ePoll Name:

Question:

Document:

|[ Browse..

End Date:

mrmdddiyeyy, leave empty for an open-ended ePall
Type: One vote per user
Participants: [¥] Potential Member
woting Member
Chserver
MNon voting Member

C t Format: [Comment Only v

Send a notification to the members when the ePoll begins as well as reminders at 14, 7 and 3 days prior to the end of the ePoll

[ allow members to view the status page for this ePall

4. Click "OK" to create your poll.

*Entity ePoll*:
For entity Working Groups, there will be an additional “Type” field. This field lets you select
between “one vote per user”, and “one vote per organization”.

New ePoll

ePoll Name: |Test 1

Question: \Who can vote?

Dncument:| |[ Browse: ]

End Date:
mr/ddyyyy, leave empty for an open-ended ePoll,

Type: @ one wote per user _
O One wote per organization (Entity sPoll)
Participants: Voting Member

Observer
Mon Yoting Member

Comment Format: |CDmment Only “

additional Invitations:

Enter the ernail addresses of any additional people to
receive an invitation to join the balloting group. Delimit
each email address with a space or comma.

One vote per user:

With this option, any user with the appropriate involvement level will be able to vote in this
poll. For more information on managing your group involvement levels, see Sec 3
Managing Mentor Groups and User Roles.

One vote per organization:
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This option only allows the DR (Designated representative) and DRA (Designated
Representative Alternate) to vote on the poll. If both the DR and DRA vote on the poll, only
the DR vote will be shown in the poll results. If the DR or DRA are replaced, their votes on
open polls will be removed and the new DR will be able to vote. Comments from the DR and
DRA, however, will both be shown and will not be removed if the DR/DRA is replaced. For
more information on DR/DRA, see the myProject™ User Guide.

10.4 Editing a Poll

Applicable Users:
e Officers/Admins, Staff Liaison, Mentor Staff

Notes:

e Polls can be edited at any time while they remain open.

e Polls cannot be edited once they are closed.

e Editing a poll does not notify the group of the change. Notifications should be
handled separately through the Mentor email function.

e All users listed as Working Group officers in myProject™ will have administrative
access to ePolls and will be able to create and edit polls. For more information on
assigning officers, see Sec 3.2.1.

e Polls created by one user may be edited, closed or deleted by any other
officer/admin.

e Project-level designations (e.g. Sponsor Ballot Desighee, Nescom Designee) in
myProject™ will not affect access levels in Mentor.

Instructions:
1. From your group’s Mentor area, click “ePolls” in the top left corner. If you don't see
“ePolls”, click the "more” dropdown menu and select “ePolls”.
2. From the main ePolls screen, click “"Edit” next to the poll you would like to see

details from.

@ IEEE O~
mentor 25-Jul-2011 11:15:30 ET

ePolls e EF‘UH|C\DsEd EPUHS|EPUH summary

Start (ET) ¥ ePoll Name Question Document End (ET) Votes [A/D/-] \ Actions

25-Jul-2011 10:24:16 Preliminary ballot on Draft 1 Is this document ready to move forward? TEST.zip 1/1/0 Approve  Edit, Close, Yote, Status

25-Jul-2011 09:08:37 This is a Poll Is the sky blue? TEST.pdf F1-Jul-2011 23:59:59 2/0/0 Approve Edit, Close, Wote, Status

Mew EPDII\C\Dsed EPUHS'EPUH summary

3. You will see a screen similar to when creating a new poll. Change any fields or
upload a new file to replace an existing one.
4. Click "OK” to update the poll.

*Entity ePoll*:
The “Type” field cannot be changed once a poll is opened.
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10.5 Voting and Submitting Comments

Applicable Users:
e All users who have been given access to the ePoll

Note:
Votes can be changed by the individual voter at any time during the poll period.
Comments are only visible by the commenter and group officers/admins unless
“allow members to view status...” has been checked.
¢ Comments are not required and the ability to comment is not dependant on the type
of vote, but you must vote first in order to submit comments.
e You may submit multiple comments on a single poll.

*Entity ePoll*:
Only the DR (Designated Representative) and DRA (Designated Representative Alternate)

can vote on an entity poll. If both the DR and DRA vote on the poll, only the DR vote will be
shown in the poll results. Comments from the DR and DRA, however, will both be shown.
The DR and DRA will not be able to see a vote the other has made, but will be able to see
comments from each other once they have voted.
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10.5.1 Voting

Instructions:
1. From your group’s Mentor area, click “ePolls” in the top left corner. If you don’t see
“ePolls”, click the "more” dropdown menu and select “ePolls”.
2. From the main ePolls screen, click "Vote"” next to the poll you would like to vote on.

QIEEE
ePolls

Start (ET) ¥ ePoll Name Question Document End (ET) Yote Actions
25-Jul-2011 10:24:16 Preliminary ballot on Draft 1 Is this document ready to mowve forward? TEST.zip Vote _
25-Jul-2011 09:08:37 This is a Pall 1= the sky blue? TEST.pdf 31-Jul-2011 23:59:59 Vote
Closed ePolls

3. Confirm your affiliation (this field will be pre-filled with your affiliation selection in
myProject™).

4. Select your vote and click "OK"”. You will receive a message telling you that you may
now submit comments.

Horme [ Wiki |Blog | Documents |more

4 IEEE

mentor
Vote

Preliminary ballot on Draft 1: Is this document ready to move forward?

Affiliation: |A Company [ﬂ

vote: O Approve
Disapprove
Q Abstain

Y¥ou have not commented on this ePaoll,

Open ePolls| add comment |Upload comments
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10.5.2 Submitting Comments
Applicable Users:

e Officers/Admins, Staff Liaison, Mentor Staff
Instructions:

1. You can make comments immediately after voting and at any time during the poll
period. If you are not already in the voting screen, go to the main ePolls screen and
click “Vote” next to the poll you would like to vote on.

2. Click "Add comment”.

@'EEE T — o
mentor 28-Jul-2011 1:57:23 ET
Thark you for your participation in the sPall. You may
now add comments
Vote Open ePolls | Add comment |Upload comments
Preliminary ballot on Draft 1: Is this document ready to move forward?
affiliation: \A Company [ﬂ
vote: O approve
O ot
\
Y¥ou have not co) nted on this ePall.
Open ePolls| Add camment | Upload comments
3. Fill out any fields that are available to you and click "OK"” to submit your comment.

Fields other than “comment” will only show up if an admin/officer selects them when
creating the poll.

4 IEEE

mentor
Comment
Preliminary ballot on Draft 1: Is this document ready to move forward?

Comment: |Add clarification.

Gategory:
Page Number: s |

Subclause: |12

Line Number:

Proposed Change: |The widget is round.

Must Be Satisfied:

4. Your comments will appear under your vote.
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10.5.3 Uploading Comments

Instructions:
1. From the main ePolls screen, click “*Vote"” next to the poll you would like to upload

comments for.

@ IZEE O~
mentor 25-Jul-2011 11:15:30 ET
ePolls New ePoll| Clgmed ePolls | ePall Summary
Start (ET) ¥ ePoll Name Question Document End (ET) Votes [A/D/-]1 Vote ns
25-Jul-2011 10:24:16 Preliminary ballot on Draft 1 Is this document ready to move forward? TEST.zip 1/1/0 Approve  Edit, Cloze, Yote, Status

25-Jul-2011 09:02:37 This is a Pall Is the sky blue? TEST.pdf 31-Jul-2011 23:59:59 2/0/0 Approve Edit, Close, Yote, Status

Mew ePoll| Closed ePalls | ePall Summary

2. Click "download a blank CSV template for this ePoll” to download a template
that you can edit using any spreadsheet editor.

Upload comments
Use this page to upload ePoll comments which were prepared offline, The CSY file should be in
the format below. You can download a blank CSY template for this ePoll,

Comment,Category,Page Mumber,Subclause,Line Mumber,Proposed Chan ust Be Satisfied
"My comment",...

CSY File: |[ Browse.. ]

3. Edit the file and save as a CSV file.
¢ An error will be generated if fields are not filled out properly.
e "“Category” must be “general”, “technical” or “editorial”.
e “Must Be Satisfied” must be “yes” or *no”.

Click "Browse...” and select the CSV file.

Click "OK" to upload your comments

v s
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10.5.4 Changing a Vote
Applicable Users:

e All users who have been given access to the ePoll
Instructions:
1. From the main ePolls screen, click “*Vote” next to the poll you would like to change
the vote on. Your current vote will appear in the “Vote” column.
@'EEE __SQarch Q
mentor 25-Jul-2011 11:15: 30 ET
ePolls Mew EF‘UH| e EPUHS|EPUH summary
Start (ET) ¥ ePoll Name Question Document End (ET) VYotes [A/D/-] Yote \inns
25-Jul-2011 10:24:16 Preliminary ballot on Draft 1 Is this document ready to move forward? TEST.zip 1/1/0 Approve  Edit, Cloze, Yote, Status
25-Jul-2011 09:02:37 This is a Pall Is the sky blue? TEST.pdf 31-Jul-2011 23:59:59 2/0/0 Approve Edit, Close, Yote, Status
Mew EPDII\C\Dsed EPUHS'EPUH Summary
2. Confirm your affiliation (this field will be pre-filled with your affiliation selection in
myProject™).
3. Select your vote and click "OK”".
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10.6 Viewing Votes and Comments

Applicable Users:
e All users who have been given access to the ePoll

Note:
¢ Comments and votes are only visible by the commenter and group officers/admins
unless “allow members to view status...” has been checked.

Instructions:

1. From the main ePolls screen, click “"Status” next to the poll you would like to see
details from.

@'EEE Er—

mentor 25-Jul-2011 11:15:30 ET
ePolls Mew EF‘UH|C\DsEd [ HS|EPUH summary
Start (ET) ¥ ePoll Name Question Document End (ET) Votes [A/D/-] Vote &
25-Jul-2011 10:24:16 Preliminary ballot on Draft 1 Is this document ready to move forward? TEST.zip 1/1/0 Approve  Edit, Cloze, Yote, Status
25-Jul-2011 09:02:37 This is a Pall Is the sky blue? TEST.pdf 31-Jul-2011 23:59:59 2/0/0 Approve Edit, Close, Yote, Status

Mew ePoll| Closed ePalls | ePall Summary

2. From this screen you can see the vote totals, details of all the votes made and all of
the comments made for the poll.

ePoll Status vate spre
Initiator: Lynn Grande
ePoll Name: Preliminary ballot on Draft 1
Question: Is this document ready to move forward?
Type: One vote per user
Document: /Polls/TEST. zip
Start (ET): 25-Jul-2011 10:24:16

End (ET): open

Approve: 1
Disapprove: 1
Abstain: 0
Yotes: Date & Yote Email
25-Jul-2011 Disapprove David Chester
25-Jul-2011 Approve Lynn Grande
Comments: Name Gomment & Gategory sznglfer Subclause Ntlj_ri'r':ser Pcr?]g?]sgeed g::isstfﬁ;
David The
Chester &dd clarification. General 6 12 26 :\QSE? is  Ves

| vote spreadsheet\ Cormrment spreadsheet|ePDHs
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Applicable Users:
e All users who have been given access to the ePoll

*Entity ePoll*:
For entity polls, only the name of the entity will show up next to the vote. Comments will be
accompanied by the individual’s name as well as their affiliation.

Instructions:
1. From the main ePolls screen, click “"Status” next to the poll you would like to see
details from.

2. While viewing the ePoll status, click “"Vote spreadsheet” or "Comment
spreadsheet” to download a .csv file containing all of the votes or comments. Votes
and comments are handled separately, so there are two separate spreadsheets.

ePoll Status Yote spre

Initiator: Lynn Grande
ePoll Name: Preliminary ballot on Draft 1
Question: Is this document ready to move forward?
Type: One vote per user
Document: /Polls/TEST zip
start (ET): 25-1ul-2011 10:24: 16
End {ET): open
Approve: 1
Disapprove: 1

Abstain: 0

votes: Date & Vote Email
25-1ul-2011 Disapprove David Chester

25-Jul-2011 Approve Lynn Grande

Comments: Page Line Proposed Must Be
Name Gomment A Gategory Number Subclause Number Ghange Satisfied

The
d clarification, General 6 12 35 widget iz Yes
round.

David
Chester

| vote spreadsheet| Comment spreadsheet | ePolls

The ePoll summary allows you to view all of the votes cast for all polls in a specified date
range.

Applicable Users:
e Officers/Admins, Staff Liaison, Mentor Staff

*Entity ePoll*:

If both the DR and DRA vote in an entity poll, all votes will show up in the ePoll summary,
not just the DR. This is a summary of votes by the individual, and will not reflect the poll
type.
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Instructions:
1. From the main ePolls screen, click “ePoll Summary”.

@ IZEE O~
mentor 25-Jul-2011 11:15:30 ET
ePolls Mew EF‘UH|C\DsEd EPUHS|EPUH summary
Start (ET) ¥ epnly Question Document End (ET) Votes [A/D/-] Vote Actions
25-Jul-2011 10:24:16 Preliminary b on Draft 1 Is this document ready to move forward? TEST.zip 1/1/0 Approve  Edit, Close, Yote, Status
25-Jul-2011 09:08:37 This is a Poll Is the sky blue? TEST.pdf F1-Jul-2011 23:59:59 2/0/0 Approve Edit, Close, Wote, Status

Mew EPDII\C\Dsed EPUHS'EPUH summary

2. On the next screen, you can see all users who have voted on polls in the specified
date range along with their vote in each poll.

3. To change the date range, change the dates in the “"Start Date” and "End Date”
boxes and click "OK".

4. To search for a particular user, type their name (or part of their name) in the
“Search” box and click "OK”".

Group for Testing ePoll Summary

Start Date: |07/26/2010 l
End Date: 07/27/2011

Searl:h:| | -

S Test 2 Poll 2 Poll 1
Mame & Affiliation 50 101 5011 25-Jul-2011 25-Jul-2011

Chester, Dawid

Disapprove
Grande, Lynn Disapprove Approve Approve
Mitola, Joseph Approve Approve Approve

Open ePolls| Export ePall summary

5. To export a version of this page that can be viewed in any spreadsheet program,
click "Export ePoll summary” to download a .csv file.

Group for Testing ePoll Summary

Start Date: |07/26/2010
End Date: |07/27/2011

Search: |

S Test 2 Poll 2 Poll 1
Mame & Affiliation 50 101 5011 25-Jul-2011 25-Jul-2011

Chester, Dawid

Disapprove
Grande, Lynn Disapprove Approve Approve
Mitola, Joseph Approvi Approve Approve

Open ePolls| Export Pall summary
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10.7 Closing a Poll

Polls will close automatically at 11:59PM ET on the specified end date. If there was no end
date specified or if the poll needs to be ended early, you will need to use the “Close” action.

Applicable Users:
e Officers/Admins, Staff Liaison, Mentor Staff

Instructions:
1. From your group’s Mentor area, click “ePolls” in the top left corner. If you don’t see
“ePolls”, click the "more” dropdown menu and select “ePolls”.
2. From the main ePolls screen, click "Close” next to the poll you would like to close.

@ IEEE O~
mentor 25-Jul-2011 11:15:30 ET
ePolls wew efgll | closed epalls | ePall Summary
Start (ET) ¥ ePoll Name Question Document End (ET) Votes [A/D/-1 Vute\ Actions
25-1ul-2011 10:24:16 Preliminary ballot on Draft 1 Is this document ready to move forward? TEST.zip 1/1/0 spprove  Edit, Close, Yote, Status
25-Jul-2011 09:08:37 This is a Foll 1s the sky blue? TEST.pdf 31-1ul-2011 23:59:59 2/0/0 Approve Edit, Close, Yote, Status
Mew ePoll| Closed ePalls | ePoll Surimary

3. Confirm that you would like to close the poll by clicking "OK".
4. Closed polls will now show up in the “"Closed ePolls” section.
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11 Staff Admin Functions

11.1 Add a Working Group to Mentor

Working Groups do not automatically appear in Mentor. Working Groups must first be
enabled by an administrative staff user. The group rosters will be maintained in
myProject™.

Applicable Users:
e Mentor Staff

Instructions:
1. From the "Admin” menu, select "Enable Committee”.

I Fomeladmin ¥ [Calendar | Documents | Wiki | Applicants [more ¥

Enable Committes
Iy e 1C Group

mantar

2. Select the Working Group from the "Committee” dropdown menu.

3. Type a short name for the group that will be used in the group URL into the “Link
Name” box.

4. Place a check in the box next to all features the group wants to have access to and
select the type of mail access.

IEEE Mentor Requests Enable Committee

Committee: |Gyro and Accelerometer Panel Working Group AEEm

Link Name:
O Blog
Calendar
Documents

Documents are allowed to be public

[ bocuments may be may be added or revised by any involvement level
ePall

M il

Mail replies go to the IC Group by default

[only group members can send mail v

|On|\,r group mermbers can see mail v|

[ Tables

[ Enable ] [ Cancel ]

5. Click "Enable” to create the Mentor group.
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6. You will be prompted to create a Wiki Start Page for the group. Edit the page and
click "OK” to create.

Edit wiki Page

Title: [StartPage

Make this article publicly available?

vk B E - e EHe @B oM
B I U = A AT X, x| IS E En W E=s=S
Shyles = nNormal = Font *sze MIBEHE @ O N

This is the Mentor area for The Gyro Accelerometer Waorking Group.

haody p Vi

[ QK ] [ OK (no validate) ] [ Cancel }
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11.2 Add an Independently Connected (IC) Group

In addition to Working Groups, Mentor can also be used for other group collaboration. These
other groups are referred to as Independently Connected (IC) groups. IC group rosters are
maintained directly in Mentor.

Applicable Users:
e Mentor Staff

Notes:

e Since this group is not connected to myProject™, you will need to add individuals to
the group. Initially you will be the only member; group administrators will also be
able to add individuals once they have been added.

e See Sec 3.1 Managing IC groups for more information on adding members.

Instructions:
1. From the “Admin” menu, select "New IC Group”.

I Home| admin ¥ |Calendar | Documents | wiki | applicants [more ¥

Enable Committes
Mew 1C Group

mentor

2. Type the full name of the group into the “Title” box.

3. Type a short name for the group that will be used in the group URL into the “Link
Name” box.

4. Place a check in the box next to all features the group wants to have access to and
select the type of mail access.

IEEE Mentor Requests New IC Group

Title: [New Test IC Group |
Link Name:
Blog
Calendar
Documents

Documents are allowed to be public

Documents may be may be added or revised by any involvement level

ePall
M ail
Mail replies go to the IC Group by default
|On|y group members can send mail V|
|On|y group members can see mail V|
Tables
[ Create ] [ Cancel ]

5. Click “Create” to create the Mentor group.
6. You will be prompted to create a Wiki Start Page for the group. Edit the page and
click “"OK" to create.
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11.3 Group Features Detail

Blog - Allows the group to use the Blog feature
Calendar - Allows the group to use the Calendar feature
Documents - Allows the group to use the Documents feature

Documents are allowed to be public - Allows the group to have public documents; if
unchecked, all documents will be private.

Documents may be added or revised by any involvement level — Allows any involvement
level other than “interested” to edit and revise documents. See Sec 4.1 Managing User
Access for default document access permissions.

ePoll - Allows the group to use the ePoll feature
Mail - Allows the group to use the Mail feature

Mail replies go to the IC Group by default — Uses group@Mentor.ieee.org as the reply to
email address instead of the sender’s email address.

Select who can send mail: Administrators Only, Members Only (default), Guests and
Members Only, Any Registered User (includes interested), Anybody (even non-users),
Nobody (not even admins)

for working groups, only "voting members” are considered members, other involvement
levels are treated as "guests”

Select who can see mail (via web interface): Only Group Members (default), Anybody (this
makes all emails publically available), Administrators Can Set Visibility (messages default to
private)
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11.4 Changing Group Features

Features available to existing Mentor groups, as well as the group name, can be changed at
any time.

Applicable Users:
e Mentor Staff

Notes:
e If changes to the "Link Name” are made, the group URL will change and any links to

it will need to be modified.

Instructions:
1. Navigate to the group’s Mentor area.
2. Click “Features”.

Home|Admin ¥ | Calendar | Documents | wiki | applicants [more ¥

Blog
|EEE Document Groups
ePalls

mentor Features
Files
StartPage el
edited 13-Sep-2011 by invalid:c.boyce @ieee.org ROStar
Tables

This is a new test IC group

3. Make any necessary changes to the group “Title” and “Link Name” (IC groups only).
4. Check/Uncheck any features you would like to add/remove and select mail access
from the dropdown menus.

New Test IC Group Features

Title: |New Test IC Mentar Group

Link Name:

Blog

Calendar

Documents

Documents are allowed to be public

Documents may be may be added or revised by any invalvement level
ePall

Mail

Mail replies go to the IC Group by default

|On|y group members can send mail v|

|On|y group members can see mail v|

Tables

5. Click “"Create” or "OK" to save the changes.
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