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Preface

1.1 Overview

Beginning as an open source project in the year 2002, eXo is well-known as the industry's first
Java portlet container. With the aim of dominating the potential portal market through robust
and easy-to-use applications, eXo Project succeeded in attracting consumers in the whole
world. eXo opened the floodgates to various options in many markets, and customers have
been choosing eXo as the best method for their success.

Today, eXo is a rapidly growing global company, with U.S headquarters in San Francisco,
California, global headquarters in France, and offices in Tunisia, Ukraine, and Vietnam. The
company has established technology leadership and proven its values by their large European
installed base and strategic partnerships with Red Hat, Capgemini, Atos Origin, and Bull.

And along with many eXo products, eXo Knowledge, an extended service of eXo will help you
collect, organize, and publish knowledge, aiming at enhancing your company's internal
productivity and creativity through effective collaboration tools. With two applications, including
Forum and FAQ & Answers, you can not only hold online discussions and post user-generated
contents, but also view and respond to most frequently asked questions regarding to sites
and/or services. With FAQ & Answers, you can look and feel many benefits, such as
empowering users and customers via information exchange channels, or encouraging
innovation and awareness through new ideas and useful feedbacks.

1.2 Why uses FAQ & Answers

The application provides many useful features to users as summarized below:
— Categorize questions.
— Pose multiple questions and comments.
— Rate and/or vote.
— Moderate.

— Rss and email watch.

1.3 Purpose of the Guide

The book was written as a detailed manual, aiming at instructing step-by-step on how to
implement this application to the utmost. Thus, the information included herein will give basic
steps that makes it easy for users to follow through in-depth examples as well as clear
explanations regarding to the eXo Knowledge technology. Whether you major in technology or
not, you are able to learn about or work on FAQ & Answers easily and efficiently.

The information provided in the guide has been arranged into such a way that ensures readers
to search and implement them quickly. Initialized with the glossary section, the guide will give
main definitions used in this book. Next, the guide focuses on the most important so-called *
FAQ & Answers administration”. The part will represent most of steps necessary in using and
mastering the FAQ & Answers. Finally, with the aim of helping users better understand FAQ
& Answers, we also mention some major strengths in the Conclusion section.

The material is useful for anyone interested in learning and using the FAQ & Answers,
especially for users who have administration privileges. It covers administration of users,
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permissions and all management actions.

Preface

From above, the aim of FAQ & Answers Administrator's Guide can be summarized as follows:

» Define some basic concepts used in the FAQ & Answers.
* how the main instructions of FAQ & Answers.

* Let you set permission and take all management actions of FAQ & Answers to take

basic actions step-by-step.

1.4 References & Related Resources

1.4.1 Related Documents
* eXo Knowlege FAQ & Answers User Guide 2.1

1.4.2 Info & Support

Information
» eXo Platform Home Page: http://www.exoplatform.com/portal/public/website/
* eXo Platform Wiki: http://wiki.exoplatform.com/xwiki/bin/view/Main/

Support

e Forums: http://forums.exoplatform.org

* FAQ: http://faq.exoplatform.org
Download

e eXo Content

* eXo Development tools

* Gatein Portal Framework

e eXo Collaboration

« eXo Knowledge

e eXo Social

Resource Center

e Video demos, tutorials, webinar archives, features & benefits tables and more
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Glossary

2.1 What is Answers application?

Answers is an online application that allows users to post common questions and answers
about a specific topic. The application may be seen as a way to reply to questions about rules
or any problem when users implement a specific system.

Answers familiarizes visitors with answers to most frequently asked questions about a
site/service or about the entity/subject responsible for the site/service. Repeatedly received
questions will be added to Answers and newcomers with Site/Service are encouraged to view
Answers.

2.2 What is Category?

Category is a questions and/or answers collection about specific topics. In Answers, one
category may include one or more sub-categories. One category may also contain both sub-
categories and questions inside.

2.3 What is Question?

Question is an expression applied by users for asking and getting information. In Answers, all
questions related to the same topic have to be posted and grouped in the same category.

2.4 What is Answer?

Answer is a response to specific questions. In Answers, all responses are posted below its
questions. Only people who have moderation right can answer questions.

2.5 What is Comment?

Comment is an opinion on a specific question given by a user. In Answers, all comments are
posted below their questions. A comment can be promoted to an answer by the administrator.

2.6 Answers main screen
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Glossary
[ Home SiteMap Forum m FAQ Tour
{v} Answers
1 Technical FAQ &5 » Technical FAQ 3 Search: | | O
ig:::m“ 4 [ [ Rss| &2 submitquestion | (= Print
2 Categories 5 Howdo |l install KS?  ( September 1, 2009)
5 .j‘gw‘natlcmduonKS? { June 14, 2010)
e
D Forum Troubleshoo.
D FAQ troubleshooting
lllustration 1: Answers Main screen
Indicator Meaning
The Categories Status panel displays information of a current
1 category which is being viewed. It includes the total number of
open questions (not answered yet), pending questions (waiting for
approval) and the total number of questions.
The Categories Panel explores the category in the tree view. A
2 click on one category will browse into it on the Answers view
panel.
The Breadcrumb bar shows answers path and search function
3 with simple and advanced options.
4 The Action bar allows administrator to add category, question,
manage question, import, export, print, settings quickly and easily.
The Answers view panel displays all categories, sub-categories
& and questions.
Copyright © 2000-2010. All rights Reserved, eXo Platform. 8 of 73
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3.1 Main workflow

Create new category/
sub cate gory

F'/’ Add guestions

Asz ot dncluded in Catazories
- with hlodefzte Cuestions

Usgrs

Asz dnchedad in Catasorizs with Tloderzte Quastions

<o S

a0
RespondEdit ] Respond o

Apgprovs T Maodgrators
~

)[ View
.

Q

lllustration 2: The Mail work flow of Anhswers application

F

Explanation:

From the above chart, the operation system in FAQ & Answers can be expressly seen. In
details, an administrator creates a new category/sub-category. The category/sub-category can

Copyright © 2000-2010. All rights Reserved, eXo Platform. 9 of 73



FAQ & Answers Administration Guide 2.1
FAQ & Answers Administration

be set with 'Moderate new questions' or not. If the 'Moderate new questions' option is set, all
questions in this category/sub-category must be approved/disapproved by moderators or
administrators. Besides, all users can add new questions to a specific category/sub-category.

3.2 Register a new account

Unregistered users visiting the portal will be limited to several contents and applications which
are not set as public. Meanwhile, users who want to access in-depth contents or perform some
actions in various applications, they should register by themselves and then contact the portal
administrators to gain certain rights or permissions. To register a new account, do as follows:

Step 1: Click Register on the upper right corner of the homepage. The Register New
Account form will appear.

Register New Account

User Name: | ]*:;
Password: | '|,.t
Confirm Password: | '|*
First Name: | '|*
Last Name: | '|*
Email Address: | '|*
| subscribe || Reset |

Details:

User Name:
Password:
Confirm Password:

First Name:
Last Name:
Email Address:

lllustration 3: Register New Account

The user's login name that must be unique with at least 3 characters.

The password used to login that must have at least 6 characters.

The re-typed password. The Password and Confirm Password must be the
same.

The user's first name which must start with a character.

The user's last name which must start with a character.

The wuser's email which must be in the right format, for example:
username@abc.com.

These are required fields, the User Name must contain only alpha, digit and underscore
characters and must be unique.
Step 2: Enter values for fields in this form.
Step 3: Click Subscribe to accept adding a new account or Reset to clear the entered
values. After you click Subscribe, there will be a message which informs that you have
registered your account successfully.
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Step 4: Click OK to finish creating your account.
There will be an alert message which informs that you can not add a new account, such as:

The User name is existing or User Name is invalid.

The Password has less than 6 characters.

Password and Confirm Password must be the same.

Your email address is invalid. Please enter a different address.
The field (field name) is required.

After adding a new account, contact your administrator to get rights or only be a visitor.

K

The magnifying glass icon is used to search whether the entered User Name exists or not. Once
a user has registered by himself or the administrator has created a new account, the new user
will become a part of the group "/platform/users™ with membership by default.

3.3 Sign in/Sign out
3.3.1 Signin

The function allows you to go into the portal and/or Answers in the private mode.
To sign in, do as follows:
Step 1: Go to the portal in the public mode by inputting URL in the address bar (e.g:
http://localhost:8080/portal).
Step 2: Click the Sign in link at the top right of portal if you are in the Classic portal.
The Sign in form will appear:

Sign in
User name | & -
Password | -
[] Remember My Login
| Sign in | | Discard |
\lllustration 4: The Sign in form
Details:
User name: The registered user name (*required).
Password: The registered password (*required).
Remember My Login: The checkbox helps users automatically sign
in a portal without signing in again for the next
time.
Forgot your User Name/Password? The link helps users retrieve user name and

password when they forgot.
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Step 3: Sign in by the administrator account.
Step 4: Complete signing in by clicking the Sign in button.
In case the User name does not exist or the inputted User name/Password is invalid, there
will be an alert message and you can not add a new account if at least one of these cases
OCCurs:
* The User name is existing or User Name is invalid.
* The Password has less than 6 characters.
* The Password and the Confirm Password are not the same.
* The Email Address is invalid format.
e The required fields are blank (empty).
After signing in, you will be redirected to the authenticated home page:

D : Site 1Ll Group v Dashboard & Site Editor .. Root Root

exo KNOWLEDGE
m SiteMap Forum Answers -14] Tour

wy

¢y Forum Answers FAQ g
w Discussions {nc p Collaborative ‘Qc p Publish collective ?;":j':;"“: "":f‘:f;ﬂ'
b for your portal Q&A board knowledge
e e
 Unlimited catgories and forums ¥ Cetenone quesins /' Publish selected categories m ea T'—
/ Permissions, preview, quick reply G ATre IS RIS / customizable presentation template - ;

e e e ettt [(PRCAES NS

lllustration 5: The authenticated homepage
To take actions in the Answers application, you have to add the Answers portlet to a page.

3.3.2 Sign out

The function allows you to get back to the anonymous portal. It ends your current portal
session.

To sign out, click Sign out in the Star menu list on the administration toolbar:
3] [ Site

(@ Change Language

. Change Skin

B sign out
=¥ Home kﬂ:h

Copyright © 2000-2010. All rights Reserved, eXo Platform. 12 of 73



FAQ & Answers Administration Guide 2.1
FAQ & Answers Administration

3.4 Add an Answer portlet

Step 1: Click Add new page in the Site Editor menu on the administration toolbar. The
Page Creation Wizard will appear. This consists of the following steps to complete creating a
new page.

Step 2: Select a navigation where a page locates on the left panel. Enter a page name
(*required) and a display name. Click Next to move to the next step.

E‘ Page Creation Wizard: Select a Navigation Mode and create the Page

k.
f—J_ Home (}'] Belected Page Node: /Home
BE] Answer Add a new Page

£-1=| SiteMap

H-= | Group Navigation Node Name: | | *
£-= Portal Navigation Display Name: | |
H-=| Register Visible:

#1=] NotFound Publication date & time: [

H-=| Forum

H- FAQ

Wizard Steps: lz‘ lz‘ Next

lllustration 6: The Page Creation Wizard (step 1)

Step 3: Choose the page layout template:

E‘ Page Creation Wizard: Select a Page Layout Template

Page Configs | - |
Empty Layout » Empty Layout
* Dashboard Layout
N
Wizard Steps: |I| E‘ |E|

lllustration 7: Select a Page Layout Template (Step 2)
In the step, you can configure the desired page layout. By clicking the drop-down list on the
right top corner, you will see all the configurations available, including Page, Column Page,
Tape Page, Rows Page and Mix Page. Select which parts you want to modify by clicking the

Copyright © 2000-2010. All rights Reserved, eXo Platform. 13 of 73
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relevant entries.

Page Configs -

+ Page Configs

[ Column Page Confins
* Row Page Configs

» Tabs Page Config

+ Mix Page Configs

The preview illustration will fully display all configurations for each above choice as follows:

Page Configs - Row Page Configs -
» Empty Layout » Two Rows Layout

i » Dashboard Layout i b Three Rows Layout
Column Page Configs *  Tabs Page Config -
* Two Columns Layout » Two Tabs

i P Three Columns Layout i P Three Tabs
Mix Page Configs -

. » Two Columns One Row Layout
* One Row Two Columns Layout
* Two Columns Three Rows Layout

Step 4: Click Next, the Page Editor appears as follows:

Copyright © 2000-2010. All rights Reserved, eXo Platform. 14 of 73
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% Page Editor

Answers Portlet
Answers Portlet

FAQPortlet
FAQ Portlet

User Toolbar Site Portlet
User Toolbar Site Portlet

lllustration 8: Page Editor

Step 5: Drag and drop the Answers Porlet from Page Editor into a page area:

Page Creation Wizard: Re-arrange the Page Layout and add Portlets to the Page

Lelmx]

= Page Editor

Answers Portict
Answers Portlet Answers Portlet

Answers Portlet

-

Fag

—

Answers Portlet
Answers Portlet

FAQPortlet

Wizard Steps: E‘ E |E|

FAQ Portlet

—

Step 6: Click the Finish icon to complete adding an Answers portlet to a page.

Forum

Forum Icon State

Forum Link

Forum Moderate

Forum Poll =

Forum Quick Reply
Forum Rule a2

| & View Page properties | —| Switch View mode

You

can take all actions related to Answers from now by opening that page.
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{7) Answers Portlet ==&
ﬁh Search : |—| ':L H
%! Bl rss Category ~ | &% Submit question Manage questions Settings | (=) Print

0 Questions
0 Open
0 Pending

Categories

[» Technical FAQ

p General Questions

3.5 Category management

The section includes all actions related to a category in the Answers application.

3.5.1 Add a new category

The function is used to add a new category in the Answers application. Only the Answers
administrators can take this action.
Do as follows:
Step 1: Click the Category button on the action bar and select Add Category in the
menu:
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& e Y
2 Questions i — ) ) )
2 Open | E RSS | Category ~ | &% Submit question | Manage questions | Settings | [ Print |
0 Pendi 5| Edit
" :‘? test gestien [ Mal i .
«© ACO calefory
Categories <2 your question | h

2 i, Export
B Heath @ 3, Import
D exo

Dane

The Add Category form will appear:
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Add Category x

Category =
Order 1

Restricted audience

B
&7
&

Description

Moderate new guestions |:|
View guestion authors |:|
Moderate answers [

Moderator |root £

g
g?
&

[ Save ][ Cancel

lllustration 9: The Add Category form
Step 2: Enter values for fields in this form.

Details:

Category: The category's name. (*Required).

Order: The category's order in a category 'tree’ on the left pane.

Restricted Audience: List of all users who can access a category. By default,
this field is blank, indicating that all users  can access this
category.

Description: The brief description about a category.

Moderate new questions: This option is to require/not require approving new  questions
in a category to be visible or not.

View question authors: This option is to display author information of a question added
to the category. If it is selected, author information is shown. If
not, all author information in this category is hidden.

Moderate answers: This option is to require and/or not require approving new
answers in a category to be visible or not.

Moderator: The list of users/groups responsible for approving/disapproving
questions and answering all questions in this category.

The default value is root. (Required).

Save button: To accept adding a new category.

Cancel button: To close the Add Category form.

The restricted audience and moderator can be inputted manually or selected from the selector:
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* Clicktheicon “ to select users from the group list: Firstly, select a group from the left list

and then select a user on the right. The selected users will be displayed in the ‘Moderator'
field.

* Click the icon = to select all users with a specific membership in a group. Firstly, select

User Selector |X|
Search : User Name
] User Name First Mame Last Name Email
[ roet Root Roat root@ocalhost
] john John Anthony john@localhost
[ mary Mary Kelly mary @localhost
|:| demo Demo gin demo@localhost

Cose

Illustration 10: The User Selector form

one group on the left pane and select a membership on the right. The selected role will be
displayed in the 'Moderator' field.

Select a role |z|
4 partners

Group Role
‘ﬁ}' ¥ validator

H " =Y

EJI‘E. Partners ¥ manager

iﬁ- Organization ¥ member

3

.@ Customers ko=

.iﬁ Platform

lllustration 11: The Select a role form

*  Similarly, click the icon & to select all users in a specific group.
Step 3: Complete adding a new category by clicking the Save button.

Copyright © 2000-2010. All rights Reserved, eXo Platform. 19 of 73



FAQ & Answers Administration Guide 2.1
FAQ & Answers Administration

3.5.2 Add a sub-category

The function is used to add a new sub-category into an existing category.

Do as follows:
Step 1: Open the Add Category form via one of two following ways:
The 1*' way: Right-click the category that you want to add a sub-category into and select
Add Category.
The 2™ way: Go into the category that you want to add a sub-category into and click
Category on the main action bar and select Add Category in the menu:

@ Answers Portlet E' E
General Questions ﬁh » General Questions Search : | | Q H
3 Questions =z
Bg ] Q RSS Category = &% Submit question &7 Manage questions Settings | (=] Print
pen
0 Pendi 7 Edit
i % What does eXo Kng B ember 1, 2009 )
L8
Categories What is the relation| ( September 2, 2009 )
< & 1§ Delete
~ @ Why should | care -E Export L, 2009)
&‘ Import

b Technical FAQ

The Add Category form will appear as stated above.
Step 2: Enter the required values for fields in the Add Category form.
Step 3: Complete adding a new sub-category by clicking the Save button.

3.5.3 Edit categories

The function is used to edit categories or sub-categories in Answers.
Do as follows:
Step 1: Open the Edit category form via:
The 1°' way: Right-click the category/sub-category that you want to edit and then select Edit in
the menu.
The 2™ way: Click the Category on the main action bar and select Edit in the menu.
The Category form will appear with detailed information which is available for editing.
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Category X

Category  =¥p KS *
Order 4

Restricted audience

g1
g
&

Desciption (ahout e¥o ES

Moderate new gquestions
View question authors
Moderate answers

Moderator |roct £

g
g7
&

[ Save ][ Cancel

lllustration 12: The Edit Category form
Step 2: Change the current category's information.
Step 3: Complete editing a category by clicking Save.

3.5.4 Delete categories

The function is used to delete categories in the Answers.

Do as follows:

The 1°' way:
Step 1: Right-click the category/sub-category that you want to delete, and select Delete
in the menu.
Step 2: Click OK in the confirmation message to accept deleting, or Cancel to quit.

The 2™ way:
Step 1: Click the Category button on the main action bar, and select Delete in the
menu.
Step 2: Click OK in the confirmation message to accept deleting, or Cancel to quit.

3.5.5 Move categories

The function is used to move a category from the current place to another.

Do as follows:
Step 1: Right-click the category that you want to move and then select Move in the
menu:

The Move category to form will appear:
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Move category to X

Double click on a destination category

il
L_._I eXo C5

U )
| Health and Fitness

Cancel

lllustration 13: The Move category to form
Step 2: Move the category by double-clicking the destination category in the category
list.
After being moved, the Move category to form is closed, the moved category is moved to a

new destination category.
The Cancel button is to close the Move category to form without moving.

Only the administrator can move categories to anywhere in the Answers, while the moderator is checked
permission when moving categories. The moderator can only move categories to the categories where

he plays the moderation role.

3.5.6 Watch

The function allows logged users to keep track of changes of specific categories in the Answers
application, such as new editions, new questions, question responses, and more. You only
need to register an account, add watch to specific categories. Users will receive notification

mails from the Answers if any change.

[» Health ang-=*

|i, Export

& Import

[» Business 'w.ﬁ.dd

&% submit Question
£ Edit

£ @ Delete

'Cj Mave

d

Gal rss

To add watch, simply right-click any category in the category list and select Watch in the menu:

[+ Beauty

The alert message that informs watching successfully is shown:
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|=| Messages |X|
Error 1. Warning 'ﬂ' Information

'@' ‘fou are watching this category, you will be notified about all changes.

lllustration 14: The watch alert message form

After a watch is added successfully, the category which is being watched will be marked by the

0 eyeicon ® .

3.5.7 Unwatch

The function allows you to remove your watches on specific categories. When unwatching, you
will not receive notification mails about the categories that you had watched anymore.

To unwatch, simply right-click the category that you are watching and select Unwatch in the
menu:

Categories

.

Technicg
D li, Export

& Import

¢ ¢ Add

@3 Submit Question
£ Edit

19 Delete

S= Move

S5

NEES
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3.5.8 Manage Watch

The function enables you to manage watches of categories, such as editing, deleting, and
more.

Do as follows:
Step 1: Open the Watch Manager form by clicking the eye icon of the category which is

being watched:
B eXoKS %
b e¥oCs

The Watch Manger form is displayed with all email addresses used for watching.

Watch Manager
User Emails
root quynhlien. 84@gmail.com L_| & S5

demo minhduc@gmail.com L_| & Ssi

Close

lllustration 15: The Watch Manager form

Step 2: To open the watched category content, click the icon
Step 3: To modify any email address, do as follows:

* Click the edit icon - correspondingly.
The Edit form will be displayed with the current information, available for editing:

Edit 4

User name  qot

Email address  quymhlien. 84@gmail.com +

[ Save ][ Cancel

lllustration 16: The Edit email for watching form
Details:
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User name: The registered user name. The field can not be
changed.

Email address: The registered email address for watching.

Save button: It is to accept saving changes.

Cancel button: Itis to close the Edit form.

* Change your email address by manually inputting your email into the Email
address field. You can also add or remove the email addresses for watching.
« Complete editing a watch by clicking Save.

Step 4: To delete this watch in the Watch Manager form, click the delete icon % and
select OK in the confirmation message form.

3.6 Question management

The section contains all actions related to questions in a category.

3.6.1 Add questions

The function is used to add questions to the Answers homepage or a specific category.
Do as follows:
Step 1: Show the Submit question form via one of two following ways:
The 1** way: Right-click the category/sub-category that you want to add new a question into
and then select Submit Question in the menu.
The 2™ way: In the homepage or go into the category that you want to add a question into and

then click the button | &% Submit question | o the toolbar.
The Submit question form will appear:

Submit question |Z|

Question : | | + i

RE] B 7 U S

Detail :

= -1 ¢ 3

Language : 'E""“ (default) -

P /]

lllustration 17: Submit question form

Details:
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Question: To input your question.

Detail: To describe detailed information regarding to the question.

Language: To select the language used to add a question. By default, the
language is English. The language combo box allows selecting a
language option.

Author: To show the author's name. (Required)

Email: To show the email address which must be in a valid format like:
username@abc.com. (Required)

Attach a file: To attach files into the question.

Step 2: Input values into fields in the Submit question form.
* To add this question by another language, do as follows:
1. Click the language combo box in the Submit question form. The language
drop-down list will be displayed:

'English ault) LI-IJ

Ukrainian
Italian
Viethamese
Korean
Arabic
Chinese
German
MNepali
Chinese i
French i
English (default) |
Russian
Spanish

Dutch

Japanese

2. Select a language by clicking the language that you want add to a question.
3. Click Save to accept adding another language, or Cancel to quit.
There will be a text box that corresponds to the selected language in the Submit question.
* To remove a question in the specific language, simply select the language that you
want to delete and click the delete icon next to the language combo box.
After the deletion, the corresponding language content will be deleted.
* To attach files, click the attach a file link in the Submit question form. The Upload

File form will appear:
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Upload File X

pload File : -ﬁ,
Upload File : -ﬁ,
Upload File : -ﬁ,
Upload File : -ﬁ,
Upload File : -ﬁ,

[ Save H Cancel ]

lllustration 18: The Upload File form
1. Select files to upload by clicking Browser... to select the file's path from local
computer.

i
2. Upload the selected files by clicking the icon == to upload.

3. Complete attaching files to a topic by clicking the Save button.

Note that many different file types can be attached. To remove attached files, simply click the
Remove link beside the file attachments which you want to delete.

Step 4: Complete submitting a question by clicking Save.
The question is added to the selected category and an alert message is shown to inform that
the question is added successfully. In case the question added to the category is required to
have the moderation before displaying, the alert message will appear that informs the question
will be checked by the moderator for approval.
The question list is shown below:

ﬁ How to prevent the sun effectively  ( June 15, 2010

ﬁ how to have a nice face skin  ( June 15, 2010

: The icon means that the question has not been answered.

2

: The icon means that the question has been answered.

3.6.2 Answer questions
This function is used to respond/answer questions. A question may have multiple answers and
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each can be moderated independently.

If you have the administration role, you can answer all questions in all categories. Meanwhile,

the moderation role only enables you to answer questions in the categories where you are the
moderator.

Do as follows:
The 1°' way:

ﬁ How to prevent the sun effectively  ( June 15, 2010)

how to have a nig— i
i_) Comment

%3

E=

@ Dekete
-@ Move to
<4 Send

Step 1: Right-click the question that you want to answer and select Answer question:

The Answer form will appear:

Answer |Xl
Question : how to have a nice face skin
Question detail :
To discuss all issues related to making a face skin nicer and stronger
frover: | @ | B ruEls=siEEEERi0 ¢ 3
.
o
lllustration 19: The Answer form
Details:
Question: The question's brief content which can be viewed only.
Question detail: The question's detailed content which can be viewed only.
Answer: The answer's content. A question can have multiple answers.

e If this question is in the category that does not need
moderating, this option is checked.
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e If this question is in the category that need to be
moderated, this option is not checked.
*  To approve this question, check this field.
Activated: This option is to display the answer or not. It means the answer of
this question with the selected language will be displayed or not.
By default, the answer is always shown.

Related to: All questions related to the question that you want the other users
to refer to.
- + . . .
Plus icon To link the current question to the other entry/question(s).

To add related questions, do as follows:

+  Click the icon ' to display the question list in all categories. The Related

questions form will appear:

Related guestions x

L| eXo C5

L| Health and Fitness

[ Save H Cancel

lllustration 20: The Related questions form
» Select one or more questions in list by selecting the checkboxes that
correspond to the questions.
* Click Save to add the selected questions into the Related to field, or Cancel
to quit.

To remove a related question from list, click the remove icon that corresponds to the

question you want to remove.
Step 2: Enter values for required fields in the Answer form.
Step 3: Complete answering a question by clicking the Save button.

The 2™ way:

Step 1: Click the button Manage questions | on the toolbar.

The All questions tab allows users to view all questions in all categories. Users can also view
questions of each existing category by selecting a filter in the Select category field.
Step 2: Click the Open questions tab. This tab allows users to view all questions that
have not been answered yet.
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Manage questions [x]
+ All questions || = Open questions
Question Category Languages
What is eXo C5 categories > eXo C5 - English w9
Why CS is useful categories = eXo CS - English e @
Beauty From Bathing categories > Health and Fitness - English @ |_?
Select category @ All -

lllustration 21: The Open questions tab of Manage questions form

Step 3: Click the icon L which corresponds to the question that you want to answer.
The form to answer the question will be displayed under the question list:

Manage questions |Z|
» All guestions » Open guestions
Question Category Languages
What | can do on KS? categories > General Questions > Technical FAQ | - English % 9
how to have a nice face skin categories > Health question - English % 9
How to prevent the sun effectively categories > Health question - English % e

setectcateory - (IRl v

Question : What | can do on KS?
Question detail :

Answer ‘|§_3|‘ Ell

Step 4: Enter values for required fields.

Step 5: Complete answering questions by clicking the Save button.
Note that questions can be viewed by two ways:

> Quick view: questions can be viewed by the question list:

ﬁ How to prevent the sun effectively  ( June 15, 2010

ﬁ how to have a nice face skin  ( June 15, 2010)

> Detailed view: click directly the question that you want to view in details.
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3.6.3 Edit questions

The function is used to edit questions in a specific category.
Only the Answers administrators and moderators of one category can edit questions inside it.
Do as follows:

The 1° way:
Step 1: Right-click the question that you want to edit and then select Edit in the menu:

ﬁ How to prevent the sun effectively —— LC SO0 L

ﬁ how to have a nice face skin - ( Ju

&

@ Delete
-@ Move to
[=H Send

The Edit question form will appear with the current information, available for editing:

Edit question |Z|

Question (10 to prevent the sun effectively &

Deet: @4 B2 @0 |8 7 u{E] == |G- # 3

This skin cream will enable everyone to avoid the extreme sun effectively without side effects.

21—
:i—
iz

Language : i‘ (default) v

Author : |_r0 ot | -

lllustration 22: The Edit question form

Details:

Question: The question's brief content.

Detail: The question's detailed explanation which can be decorated.

Language: The language which is used to add questions. By default, the
language is English. Language combo box allows selecting one
desired language.

Author: The edited question's author.

Email: The email address of the edited question's author.

Validation: The option is to validate the question. It includes activated and
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approved options.

Approved: The option is to approve the edited question or not.

e If this question is in the category that does not need
to be moderated, this option is checked.

» If this question is in the category that needs to be
moderated, this option is not checked.

*  To approve this question, check this field.

Activated: The option is to whether display this question or not. By default, the
option will be checked. It means the question is displayed, all users
can view it. But if Answers Administrators or Moderators don't want
to display this question, don't select this option.

Attach a file: This is to attach files into the edited question.

Step 2: Change the current information of the selected question like when adding a new
question. You can add more or remove the language option, attach file, and more.
Step 3: Complete editing the question by clicking Save.

The 2™ way:
Step 1: Click the button Manage questions | on the toolbar.
The Manage questions form will appear:

l Manage guestions

‘ = All guestions || ¥ Open questions

Question Category Approved Activated
What is eXo C5 categories > eXo C5 * no J Yes [ @
Why C5 is useful categories > eXo CS * no J Yes (& [®
Iz Mineral Makeup Right For You? categories > Health and Fitness X o v Yes I I_?
Beauty From Bathing categories > Health and Fitness X No v Yes

r
b
r
"

Select category Al

Close

lllustration 23: The All questions tab of the Manage questions form

Step 2: Click the icon 4 to edit the question in the question list.
The form to edit question will be displayed under the question list:
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I Manage questions

w All questions | » Open guestions

Question Category
What is eXo C5 categories = eXo C5
Why C5 is useful categories = eXo C5
Iz Mineral Makeup Right For You? categories = Health and Fitness

Beauty From Bathing categories = Health and Fitness

Question : |5 Mineral Makeup Right For You? =
Detail :

|
-
1
i
i

ESourcelﬂ I U | iz =
Style ~ | Format | Mormmal ~ | Font

~|F

Approved Activated
A No S Yes
A No S Yes
® no o Yes
X No V' Yes

Select category @ All

ke R DR

* | Size -

&)

r
o

r

b

A
b

»

m

Forthose of you out there wha's skin is easily irritated by most makeup, you may want to try mineral makeup.

lllustration 24: The Edit question in the Manage questions form
Step 3: Change the current information of the selected question. You can activate,
inactivate, approve, disapprove, attach files or add more language options for the edited

question.

Step 4: Complete editing a question by clicking the Save button.

The select category combo box allows filtering the question by a specific category.

o

3.6.4 Delete questions

The function is used to remove questions from a specific category.
Only the Answers administrators and moderators of a category containing this question can

remove that question.
Do as follows:

The 1°* way:

Step 1: Right-click the question that you want to delete, then select Delete in the menu.
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% Takinga L————"—-——— Februar
Q Comment

@ Answer question
& Edit

(=]

{ .y

'@ Maove to

[=H sSend

% Gum Diseq 4, 2010)

Step 2: Click OK to accept deleting, or Cancel to quit.
The 2™ way:

Step 1: Click the button Manage questions | on the toolbar. The Manage questions
form will appear.

Step 2: Click the icon @ that corresponds to the question in the list that you want to

delete.
UIDeleteQuestion x
Do you really want to delete this question and its answers ?
Author:  root

Email: quynhlien.34@gmail.com
Question: Is Mineral Makeup Right For You?

[ oK ][ Cancel

lllustration 25: The Confirm deletion form
Step 3: Click OK in the confirmation message to accept deleting the selected question,
or Cancel to quit without deleting.
After being deleted, the selected question will be removed from the list.

3.6.5 Move questions

The function is used to move one question from one category to another.
Only the Answers administrators and moderators of one category can move questions inside it.

Do as follows:
Step 1: Right-click the question that you want to move and then select Move to in the
menu. The Move question form will appear.
Step 2: Move the question by double clicking the destination category in the category
list.
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Mowe guestion x

Double click on a destination category.:

i

eXo kS

fr

L | eXo CSs

[

- | Health and Fitness

[

Cancel

lllustration 26: Move question form

After moving, the Move question form is closed, the question is moved to the new destination
category.

The Cancel button is used to escape the Move question form without moving.

Only the administrator can move questions to anywhere in the Answers while the moderator is checked

"ﬂ permission when moving question. The moderator can only move question to the category that he is
also the moderator.

The Move Natification is only sent to the owner of the questions that have been moved.

3.6.6 Send questions to friends

The function is used to send a specific question to your friends via emails. When you visit an

interesting question, you may want to share with your friends for reference. This action supports
the purpose.

In the Answers, only Administrators and Moderators can send pending questions.
Do as follows:

Step 1: Show the Send question by email form by one of two following ways:

The 1°' way: Right-click the question that you want to send to your friend and then select Send
in the menu:
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.ﬁéHmtu prevent the sun effectively £ luns 15 90900

ﬁ how to have a nice face skin | Jun =) Comment

'ﬁ Answer question
& Edit

'@ Delete

-@ Move to

IE C

The 2™ way:

Step 1: Click the question you want to send to open.

Step 2: Click the Send icon at the top right corner of the question when viewing it in

details:

=P ALE g

The Send question by email form will be displayed:

Send question by email

FIom: oot Root J*
Email rot@localhost J*
Io | | *1addcc | AddBCC |
-en0ueae: English il v
Subject: [ How to prevent the sun effectively |
Message: v B 1 uE|E == i
alf | I§-i8 # 3

Hi,
You may be interested by this question::
Question : How to prevent the sun effectively

Detail :

This skin cream will enable everyone to avoid the extreme sun effectively without side
effects.

| Click here for more details

lllustration 27: The Send question by email form
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Details:
From: The sender's name.
Email: The sender's email address.
To: The receiver's email address. Using CC and BCC to send this message

to more than one person easily and fast by clicking the 'Add CC' or 'Add
BCC'. Use the 'Add CC' when you want other users to know and refer to
this message. Use the 'Add BCC' when you want other users to receive
this message but all receivers do not know that you also send this
message to others.

Language: The language is used to display question's contents. By default, it is
English. However, if the sent question has been submitted in the other
language, such as French or Vietnamese, you can select the favorite for
sending. When the language has been changed, the question's subject
and message content are changed correspondingly.

Subject: The subject that you want to send to your friend.

Message: The content of message that you want to send to your friend.
Send button: To accept sending a question to friends.

Cancel button: To close the Send question by email form.

Step 2: Enter values for fields in the Send question by email form

Step 3: Complete sending the question by clicking the Send button.
The users with email addresses in the To, CC and BBC fields will receive this message. The
receivers can click the 'here’ link in the content of the message to view the question in details in
the Answers application.

3.6.7 Approveldisapprove questions

The function is used to moderate questions in a category that is set the 'Require approval on
new questions' option.
One category may be set 'Moderate new questions' or not. If the 'Moderate new questions'
option is not set, all questions in this category are approved and displayed by default. But when
'‘Moderate new questions' is set in one category, the new questions are added will be in the
unapproved status and need to be moderated.
There are 2 modes for Answers: All and Approved.
* The All mode means that all approved and unapproved questions are displayed and
visible for all users.
 The Approved mode means that only the approved questions are displayed and visible
while the unapproved questions are not displayed and invisible.
In the Approved mode, the Moderate question function will determine the unapproved
questions to be displayed or not.
Do as follows:
The 1° way:
Step 1: Go to the Edit question function which corresponds to the question that you
want to approve or not.
Step 2: Select the Approved checkbox or not.
After being approved, all users can view these questions normally whatever Answers mode is.
The 2™ way:
Step 1: Go to the Answer question function which corresponds to the question that you
want to approve or not.
Step 2: Select the Approved checkbox corresponding to the question you want to
approve. Otherwise, don't select this checkbox.
After being approved, all users can view these questions normally whatever Answers mode is.

The 3™ way:

Step 1: Click the button Manags qUEstions | on the toolbar. The Manage questions
form will appear.
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Step 2: You can approve by clicking the current status of the question to change. If you
want to disapprove, you can do it vice-versa.

l Manage questions X
‘ w Al guestions | » Open guestions
|
| Question Category Approved Activated

What is eXo C5 categories > eXo C5 X o 4 Yes [ [®

Why €5 is useful categories > eXo C5 X o 4 Yes [ [®

Is Mineral Makeup Right For You? categories > Health and Fitness X o v Yes IE:h

Beauty From Bathing categories > Health and Fitness X No v Yes & |-

Select category @ All hd

3.6.8 Activate/Deactivate questions

The function is used to activate/inactivate questions. When a question is activated, it will be
displayed and visible for all users to view. If not, it is hidden and invisible.
Do as follows:
The 1° way:
Step 1: Go to the Edit question function that corresponds to the question you want to
activate and/or deactivate.
Step 2: Select the Activated checkbox. Otherwise, don't select the checkbox.
The selected question will not be displayed.
The 2™ way:
Step 1: Go to the Answer question function that corresponds to the question you want
to activate or not.
Step 2: To activate, select the Activated checkbox. Otherwise, don't select the
checkbox.
After being activated, all users can view these questions normally whatever the Answers mode
is.
The 3" way:
. Manage gueskions A
Step 1: Click the button on the toolbar. The Manage questions
form will appear.
Step 2: Activate the question by clicking the current status of the question:
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Manage questions X
+ Al guestions » Open guestions
Question Category App Acti

What does eXo Knowledge Suite contain ? categories > General Questions v Yes W Yes & ._? i
Why should | care about eXo KS ? categories > General Questions J Yes W Yes & 9

How do | install KS 7 categories > General Questions > Technical FAQ +  Yes J  Yes & S

How do | install KS ? categories > General Questions > Technical FAQ v Yes v Yes & S

The forum does not list the currently active user. categories > General Questions > Technical FAQ > S es < Yes I_f ._?

Forum Troubles hooting

Total pages: 2 <1 2> ®»

Select category : u

If you want to change a question from inactivated status into activated status, follow the above
steps.

3.6.9 Approvel/Disapprove answers

The function is used to approve/disapprove answers of specific questions. When the
administrator or the moderator views the question answer, if they want to approve/disapprove a
specific answer, he can click directly the approval/disapproval icon beside the answer.

To approve an answer, click its disapproved icon to change the current status:

To disapprove an answer, click its approved icon to change the current status:

@

The approved answer will be visible to the normal users while the unapproved question will be
invisible.
3.6.10 Activate/Deactivate answers

The function is used to activate/inactive answers of specific questions. When administrators or
moderators view an answer, if they want to activate/inactivate a specific answer, he can click
directly on the activate/inactive icon besides the answer.
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To activate an answer, click its inactivated icon to change the current status:

The inactivated answer will be hidden to the normal users while the activated question is
shown.

3.6.11 Edit answers

The function allows editing a specific answer.
Do as follows:

Step 1: Click the edit icon " which corresponds to the answer that you want to edit.
The Answer form will be displayed with the current answer's information, available for editing:

Answer x

-~

Question : Is Mineral Makeup Right For You?

Question detail :
For those of you out there who's skin is easily irritated by most makeup, you may want to try mineral makeup.

(6@ A3 A

: Shyle + | Format | Mormal ~ | Font - | Size -

Answer : H — =
;Sourt:e|B I U & |i= i=

A
]

-

This type of cosmetic is much more gentle on your skin and can sometimes help people who are overly sensitive.
Sensitivity to cosmetics doesnt necessarily mean a rash or otherirritation, it could simply mean that you break out every
time that you try to wear makeup.

m

Ifthis sounds like it describes you, | urge you to try out some mineral makeup and see if you can use it without being
don'twant to spend the money, there is another benefitto mineral make"ﬂﬁ',mi'f'i'émusually significantly cheaper than other
types of cosmetics. This means two things. First, if you choose to buy, you won't have to drop a small fortune on a few
different kinds of mineral cosmetics. It also means that many companies that are selling these products are much more
likely to give out free samples. As a matter of fact, mineral makeup is almost on of the easiest free samples that you can

find. A simple search on your favorite search engine will bring out several site, all of which are giving out freebies for new
potential customers to try.

You have nothing to loose, personally, | would save my money and try and get my hands on a few cosmetic freebies before
deciding if this product was right for me.

Language :  English {default) hd
Approved : [T

Step 2: Make changes in the form.
Step 3: Click the Save button to accept saving the changes.
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3.6.12 Delete answers

The function is to delete specific answers.

When viewing question, if you are the administrator/moderator, you can see all answers of a
specific question.

To delete one answer, simply click the trash icon below the answer that you want to delete:

ﬁ“
The deletion confirmation message is shown. Click OK to accept deleting or Cancel to quit.
3.6.13 View questions

Each question in the questions list has the collapse/expand mode.
To view a specific question, click the question title. For example, click 'Where are sites?".
The question details will be shown below:

&5+ Interesting sites to drink... Search : | | O

i] m RSS Category ~ &E Submit guestion Manage questions Settings [i==]) Print

S 7 EH=

0.0

Where are sites?
June 15, 2010

[@Aﬂswer l [Q Comment

Answers % 4

fj No one has answered to that question.

lllustration 28: The question panel in case it has not been answered

It includes the question content, the answer content (in case the question has not been
answered, the 'No one has answered to that question' message is shown).

= : Print the question.

.« : Edit a question or an answer.

® :Delete a question.

£2 : Move a question
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= : Send the question.
.+ . Sort question by its star rating.

: Rate up/down the answer.

To download the attachments, click the attachment title. The download pop-up will appear with
3 options:

Cpening Acchol.png M

You have chosen to open

|Ba| Acohol.png

which is & PMNG Image
from: http://localhost:8080

What should Firefox do with this file?

@ Open withi | Windows Photo Gallery (default) -

i) SaveFile

[[] Do this automatically for files like this from now on,

| ok || Cancel

lllustration 29: The download file pop-up on Fire Fox
*  Open with: To directly open the attachment with proper application
* Save File: To save the attachment.
* Cancel: To close the download pop-up without downloading.

To close the view question form, click its title again, its answers and related questions will be
hidden.

In the Manage questions form, the Answers administrators can view all questions in all
categories or all questions that have not been answered.

This action supports the administrators to view questions generally.

Do as follows:

5% [Manage guestions
e on the

» To view the question list in general, click the button
toolbar. The Manage questions form will appear.
This form includes two tabs, in which:

* The All questions tab includes all questions in all categories.
* The Pending questions tab includes all questions that have been not

answered.

3.6.14 Vote questions

This function allows logged users to evaluate a question by voting in form of rating star from 1
to 5. The more star rate the question has, the more interesting it is.
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Do as follows:
Step 1: Go into the question which you want to vote.

B 7° K=

0.0

Rate question

Step 2: Rate the question by left-clicking the star. The selected stars will be changed
from gray to yellow. Click Cancel if you want to quit the Vote form.
After being voted, the vote statistics will be updated.

Each user can only vote one question at once. The vote function is not available to anonymous users.

0

3.6.15 Remove question vote

This function allows you to remove your vote on a specific question that let you vote it again.
Do as follows:

Step 1: Go to the question that you have voted it before.

Step 2: Click the vote star at the top right question panel:

Q7 &=

4.0

| Unrate question i
The alert message will appear.

Step 3: Click OK to confirm removing your vote, or Cancel to close the alert message
without removing.
3.6.16 Rate up/down questions

This function allows you to rate up/down an answer of a specific question. Each voter can only
rate Up (+1) or Down (-1).
To rate up/down, simply click the relevant thumb icon:

Movember 19, 2009
Q

You can not rate twice but you can change your rate. When being changed, the old rate will be
removed, recalculated and updated with a new score.

3.6.17 Comment questions

The function allows logged users to give comments on specific questions.

Do as follows:
Step 1: Click the Add comment button, or right-click a specific question, and select
Comment in the menu:
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ﬁ How to prevent the sun effectively  ( June 15, 2010

.ﬁéhmﬂu have a nice face skin L lune 15 9010

C]

@ Answer question
& Edit

'@ Delete

-@ Move to

= Send

The Comment form will appear:

Comment [x]
Author @ oo &
Comment Language: English
Question: how to have a nice face skin

Detail:  To discuss all issues related to making a face skin nicer and stronger

Comment: “_]||VE=E| |BIE§

Il
111
111

lllustration 30: The Comment form
Step 2: Input a comment into the text editor.
Step 3: Click the Save button to accept saving a comment.
After you comment a question, the comment will be displayed below:
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[IEI'}] = | . @ IE
0.0
how to have a nice face skin
To discuss all issues related to making a face skin nicer and stronger
June 15, 2010
[@Aﬂsmr ] [Q Comment
Answers %4
f_ﬁi No one has answered to that question.
Comments
This question is so interesting. | like it! ‘g? L Le

June 16, 2010

Root Root

panel. To edit a comment, simply click the editicon (¢ on the top right of the comments panel.

To promote a comment as an answer, click the icon on the top right of the comments

To delete a comment, simply click the delete icon ® onthe top right of the comments panel.

Comments can be written in different languages. If a question is posted in multiple languages, it
..ﬂ can also have comments in multiple languages.

3.6.18 Promote comments

The function allows you to promote comments of a specific question to be its answer.

Do as follows:
Step 1: Click the question which has a comment that users want to promote to be its
answer.

Step 2: Click the promote icon 9 to change the comment into the question's answer.
After being promoted, the comment becomes the question's answer.

3.7 Search

The function is used to search existing categories and questions. With Quick Search and
Advanced Search, you can find expected results quickly and flexibly.

3.7.1 Quick search

With the quick search, you can directly type a search term in the search field. All the categories
and questions which have a keyword that matches with the search term will be displayed in the
Search results form.
Do as follows:

Step 1: Enter a search term into the search box at the top right of the Answers screen:

Copyright © 2000-2010. All rights Reserved, eXo Platform. 45 of 73



FAQ & Answers Administration Guide 2.1
FAQ & Answers Administration

Search (how ey

Step 2: Click the search icon 4 next to the search box to do search.

All categories/questions that match with the search term will be listed in the Search
results form:

Search results |z|

Matching entries and categories

Name Created on
@ Why should | care about eXo KS ? 09/01/2009 <
L] how to have a nice face skin D6/15/2010 v
@ How do | install KS 2 0012009 <
ﬁ How to prevent the sun effectively D6/15/2010 <
Close

lllustration 31: The simple Search Result form

To view a category or a question in details, you can click the icon &

the category or the question that you want to view.
In case you click the question's title, its detailed content will be shown:

which corresponds to

0.0
How to prevent the sun effectively

This skin cream will enable everyone to avoid the extreme sun effectively without side effects.

June 15, 2010

[@Aﬂswer l [Q Comment

Answers i ¥

@ No one has answered to that question.

lllustration 32: Question's detailed content

3.7.2 Advanced search
The advanced search allows users to do a search with particular criteria that corresponds to the
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object that is expected to be found. By using the advanced search, you can find

questions/categories more exactly.
Do as follows:

Step 1: Click the advanced search icon M atthe right corner of your screen when you

go into the Answers application.

By default, you can find both categories and questions concurrently. But if you choose

Advanced search

Term
Search in
Created between

And

[ Search ][ Close ]

lllustration 33: The Advanced search form
an object in the 'Search in' field, it means that you only search that object.

Details:
Term:

Search in:

Created between - And:

Search button:
Close button:

The search term which relates to the
categories/questions that you want to search.

The object you want to search in. By default, the
field is blank. It means both categories and entries
will be searched concurrently.

The created date interval in which you want to
search for the selected object.

To accept doing search.

To close the Advanced search form.

The Advanced Search form will be displayed differently corresponding to each object that is

selected in the 'Search in' field.

With 'Categories' object: The Advanced Search form will appear:
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Advanced search

E3

Term

Searchin :Categories i w
Name

Approved -
Moderator
Created between
And

[ Search ] [ Close ]
lllustration 34: The Advanced search form with Search in Categories
Details:

Term: The keyword related to categories that you want to search.

Search in: The object that you want to search. If you want to search
categories, value of this field is 'Category'.

Name: The name of categories that you want to search.

Approved: The question's status in the categories that you want to search.
There are two statuses: 'Yes' and 'No'. With 'yes', all questions
in these categories were approved. With ‘No', all questions in
these categories were not approved.

Moderator: The name of all category's moderators that you want to search.

Created after — Created before: The created date interval in which you want to search for the

categories.

With 'Entries’ object, The Advanced Search form will appear:
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Advanced search x

Term

Searchin  Ertries -
Author

Author's email

Language : English P w

Question

Answer

Comment

Created between

And

[ Search ][ Close ]

lllustration 35: The Advanced Search form with Search in Entries

Details:

Term: Keyword related to the questions that you want to search.

Search in: Object that you want to search. If you want to search questions
or answers, this field's value is 'Entries'.

Author: Name of the entries' creator.

Author's mail: Email address of the entries' creator.

Language: Language of the entries that you want to search.

Question: Content of the questions that you want to search.

Answer: Response of the questions that you want to search.

Created between — And: Created date interval in which you want to search for the
questions.

Step 2: Enter properties' values corresponding to each object that you want to search.
Step 3: Complete the advanced search by clicking the Search button.
The list of found objects will be displayed in the search result form or there will be an alert
message which informs that no objects match with the inputted properties.
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Term  makeup

Searchin i Ertries -

Author

Author's email

Language  English -

Question

Answer

Comment

Created between

And

Search H Close ]

Matching entries and categories
Mame Created on

@ I= Mineral Makeup Right For You? 02/08/2010 /

lllustration 36: The Search results form
To view details about one object in the Search results form, select the found object's name in

the list or click the icon corresponding to the object you want to view.

3.8 User settings

The function allows users to set some display properties of the Answers application. Besides, it
allows users to sort the Answers by popularity, to manage watch and to change avatars.
Do as follows:
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. Setti .
Step 1: Click the button =~ =% on the toolbar, the Settings form will appear:

[ Settings | X

Order by: |

Sort question by popularity

Watches =
Avatar:

Update | Reset

[ Save ][ Cancel ]

lllustration 37: Settings form

Details:
Order by: The way is used to order the entries in list.
e With the 'Created Date'". The entries in the question list
will be displayed to the entries' created date order.
e With the 'Alphabet/Index" The entries in the question
list will be displayed to the alphabet/index order.
The type of sorting entries in the question list may be:
Ascending or Descending.
Sort question by popularity: This option is whether to sort question by popularity or not.
Watches: To mange watches of current login users.
Avatar: To show your avatar.
Update: To change an avatar.
Reset: To remove the current avatar and set by the default one.
Save button: To accept saving current settings.
Cancel button: To close the Settings form.

Step 2: Select values for fields in this form.
Step 3: Saving the settings by clicking the Save button.
To manage watches, do as follows:

Step 1: Click the watch icon #® to open the User Watch Manager form:
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User Watch Manager x
Category Unwatch
categories > eXo KS S5
categories = Health and Fitness S

Watch by Email:
[~ root@localhost

Cancel

lllustration 38: The User Watch Manager form

Step 2: Click the category title to view in details.

Step 3: Click the unwatch icon & \which corresponds to the category you want to
remove a watch.

To change an avatar, do as follows:
Step 1: Click the Upload link to open the Upload File form:

Upload File x

Upload File : ﬁl

[ Save ][ Cancel ]

Step 2: Click the Browse... button to select a file to upload.

Step 3: Click the icon i' to upload the selected file.
Step 4: Click Save to accept changing the avatar.

3.9 Answer portlet settings

The function allows the administrators to set some properties for the Answers application.
Do as follows:

Step 1: Go to Group | Administration | Page Management on the administration
toolbar.

Step 2: Click the icon = that corresponds to the answers page in the page list:
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| searar |[Gunerte =] O |
group:: /platform fguests::link Link: [*: fplatform/guests] *: [platform/administrators @ m -
portal::dassic: :groupnavige 1 Group Tt 1 [*: fplatform jusers] *: [platform/administrators @ m
group:: fplatformfusers: :mylink-google. Google [*: fplatform jusers] *: [platform/administrators @ m
group:: /platformfusers: :mylink-faceb: | FaceBook [*: fplatformjusers] *: [platform/administrators @ m
group:: fplatform fadministrators: regit  Registry [manager:/platform/administrators]  manager: fplatform/administrators @ m
portal::dassic: :portalnavigation Portal Navigation [*: fplatformjusers] *: [platform/administrators @ m
portal::dassic: :register Register [*: /platform/guests] = fplatform/administrators = m@
group:: fplatform fadministrators::paa  Page Management [manager:/platform/fadministrators]  manager: fplatform/administrators @ m
portal::dassic: :sitemap Site Map [Everyone] *: [platform/administrators @ m
group:: /platform fadministrators::pag Answers [*: fplatform/administrators] manager: fplatform /administrators m 1

The Answers Portlet will appear:

# @ AnswersPortiet 2 &) J + Page Editor [m][x]

7T Answers Portlet

Applications ” Containers -

Administration

Dashboard
Gadgets
Integration

Navigation

System

UserInfo

Faq —

Answers Portlet
Answers Portiet

i FAQPortlet
i FAQ Portlet il

| & View Page properties | Switch View mode |

Step 3: Click the icon on the right corner of this portlet. The form to edit the
Answers portlet will appear:
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w Edit Mode [P Portet Setting " b Select Icon ” ¥ Decoration Themes " b Access Permission
w Display mode [b Email notifications H » Discussion H ¥ Category scoping ]

Display : Al -

»

Order by:  Created date -

Ascending -

m

Enable votes and comments
Anonymous users may submit questions

Enable automatic RSS

EEEE

Display avatars

Save
i
Close

lllustration 39: The Display Mode tab

Details:
The Display Mode tab includes all default display properties of the Answers application.
Display: The mode is used to display all entries in the Answers application.
e 'All'. all entries (including: approved and unapproved entries/questions)
are displayed in a list when users view.
* 'Approved" Only approved entries are displayed in the list when users
view.
Order by: The way is used to display all entries in the Answers application.

*  With 'Created Date". Entries in the list will be displayed to the entries’
created date order.
*  With 'Alphabet/index". Entries in the list will be displayed to the
alphabet order.
The type of sorting entries in the list may be: Ascending or Descending.

Enable votes and comments: This option is to allow votes and comments to be available or further
assistances unavailable in the Answers. If the Enable vote and comments
checkbox is selected, users can comment and vote in Answers. If not, these
functions are disabled.

Anonymous users may submit questions: This option is to allow the anonymous users to submit question in
Answers or not. If the Anonymous users may submit question checkbox is
selected, anonymous users are entitled to submit questions. If it is not selected,
anonymous users can not submit questions.

Enable automatic RSS: This option is to allow RSS feeds function to be available in the Answers or not. If
the Enable automatic RSS is selected, users can get RSS information in
Answers. If not, the RSS function is disabled.

Display avatars: The option is to allow an avatar to be viewed in Answers or not. If the Display
avatars checkbox is selected, the avatar of eXo members are shown in Answers.
If not, they are hidden.

The Email notifications tab allows the content of notification mails to be defined or not. It

includes The New question, the Edit/answer tab and the Move Question tab:
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~ Edit Mode [p Portlet Setting " » Select lcon " + Decoration Themes " » Access Permission
» Display mode ~ Email notifications I» Discussion " » Category scoping l 3
~ MNew guestion [) Edit/answer H » Move question ]

Email temiplate: é_]ll | | B 7 U ;‘E == £ ]
IEEEF|Ri0 * g
A new guestion has been posted
&guesfionConfent
Click here for more details.
v
Close
lllustration 40: The Email notification tab
Details:
The New question tab contains the default content of notification mail about new
questions.

The Edit/lanswer tab contains the default content of notification mail about the question

which is answered or edited.
To change the content of the natification mails, manually edit the text in the FCK editor.

The content can be decorated with multi effects, such as font style, size, color, image, and

more.
The Move question tab contains the default content of notification mail about moving

questions.
There are some parameters which are used to load the category and question's content dynamically. So,
.ﬂ you should not edit them.

The Discussion tab allows the Forum discussion function to be enabled and/or disabled in
Answers and set the default forum for this function.
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 Edit Mode Ii Portlet Setting H ¥ Select Icon " ¥ Decoration Themes " ¥ Access Permission
[P Display mode " ¥ Email notifications ] » Discussion || » Category scoping

Discuss in forum [

Select a forum

Save

Close

lllustration 41: The Discussion tab
To enable/disable the Forum discussions, simply select/unselect the Discuss in forum

checkbox.
To define the default category for discussions, do as follows:

Step 1: Click '#+! to open the Select a forum form. The Select a forum form will appear.

Select a forum x
kS

Choose a destination forum for discussions:

= §__| Health
—| Hypertension
=1 Woman's Issues
'F_l Business
'F_l Finance

Close

lllustration 42: The Select a forum form

Step 2: Click a specific category/forum title to select it.
Step 3: Click Save to accept saving changes in the Discussion tab.
The Category scoping tab allows you to hide/show categories in the Answers application.

The hidden category will not be displayed in the Answers application.
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~ Edit Mode [> Portlet Setting " » Select lcon H » Decoration Themes " » Access Permission

Ib Display mode " » Email notifications " » Discussion l ~ Category scoping

£ | &dTechnical FAQ

| [l General Questions
| [M/Health question

t‘_l @Interesting sites to drink coffee in Hanoi

lllustration 43: Category scoping

To hide/show any category, simply unselect or select its checkbox and click Save.

As a result, the Forum portlet settings will be saved. The selected category will be displayed in
the Answers application while the unselected category will be hidden.
The Portlet Setting tab includes:
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v EditMode || = Portlet Setting [i Select Icon H v Decoration Themes H ¥ Access Permission

Display Name: Answers Portlet

PortletTitle 1 Answers Portlet

»

Width:
Height:
Show Info Bar :

Show Portiet Mode
Show Window State :

m

Description ;- anawers Eorrlet

Sawve And Close l [ Cancel

lllustration 44: The Portlet Setting tab

Display Name: The portlet's display name.

Portlet Title: The Answers portlet's title.

Width: The portlet's vertical size. Value of this field should be in a numeric format. This
field can be changed. (Not required).

Height: The portlet's horizontal size. It should be in a numeric format. This field can be
changed. (Not required).

Show Infor Bar: This option enables users to show the information bar of the portlet or not.

Show Portlet Mode: This option enables users to show the portlet mode or not.

Show Window State: This option enables users to show window state of the portlet or not.

Description: This brief description about the portlet. It must has length from 0 to 255
characters.

The Select Icon tab allows you to select icon for the portlet. By clicking the Get Default, you do
not have to choose any icon from the list, it will automatically get the default one for the portlet.

Copyright © 2000-2010. All rights Reserved, eXo Platform. 59 of 73



FAQ & Answers Administration Guide 2.1
FAQ & Answers Administration

[i Edit Mode H » Portlet Setting ] » Select Icon [l Decoration Themes " ¥ Access Permission ]

| IconSetl6x16 |'| | preview and select an icon Get Default
| ¥ Misc Icons e PoEEEODO @O MeDifd o R
* Office Icons @]EI@IEGE%‘E@G—EI@@&E@EE_]
» Mavigation Icons = .‘_‘.i_'l EE-‘J @ @ D == E =] Iﬁ] @3 e @ @ ‘g ﬁ
* Tool Icons E O W ‘& b g’ ‘E W @ £ & "‘F @ = &
* User Icons “w e e e u@m '5('?
‘ Mame of the selected icon: Portietlcon
Save And Close ][ Cancel

lllustration 45: The Select Icon tab
The Decoration Themes tab allows you to select one theme for the portlet. There are some
themes collections. By clicking Get Default, you do not have to choose any theme, because the
theme will be automatically set by default.

[b Edit Mode H + Portlet Setting H b Select Icon ” + Decoration Themes l b Access Permission

| Round Corner Style | - | El Themes Preview Get Default
Fs
(@ Title BE&a
(@ Title [C1[=][=]
Done
@ Title BEE
Done
Done Default Theme
= T = i
Save And Close ] [ Cancel

Illustration 46: The Decoration Themes tab
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The Access Permission tab allows you to set the access right for users: select Make it public
checkbox in order to allow everyone to access this portlet or click the Add Permission button
to add permission for the selected groups and memberships.

b Edit Mode " b Portlet Setting " b Select Icon " + Decoration Themes ] + Access Permission

Make it public (everyone can access): [

Group Id Membership Type Action

Empiy data

43 Add Permission

Save And Close ] [ Cancel

Illustration 47: The Access Permission tab

Step 1: You can set values in the Display Mode tab to set properties in the Answers or
check 'Show Info Bar' and 'Show Portlet Mode' option to set properties.

Step 2: Click the icon @ to save all changes.

All entries/questions in the Answers will be shown according to your setting in the Edit Mode
tab.
You can also set the display properties as follows:

Step 1: Open the Answers application and select the Edit function in the menu when

you click the icon '~ onthe right corner of the Answers portlet.

Step 2: The form to edit some display properties will appear like the Edit Mode tab
above.

Step 3: Change values in these fields.

Step 4: Click Save to save all changes.

3.10 Print

The function is used to print a question or all questions in a specific category.
Do as follows:
Step 1: Go to the Answers screen view that you want to print.

Step 2: Click the button | =™ | on the toolbar to print all the questions in the
current category in details or click the print icon on the right question panel to print that
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question only.
The print preview page will appear:
00

Where are sites?
June 15 2010

ﬁ 21 05 10 Annual Leave Announcement.pdf - 986 KB

Answers

Many addresses for you to enjoy coffee in Hanoi, such as:

1) Café Intello Book: 53 Van Mieu

2) Escape bar: 210 Tran Quang Khai

June 15 2010

lllustration 48: The print preview page
Step 3: Click Print to set up the printer or Close to quit the print preview mode.

3.11 Export/import
3.11.1 Export

The function is used to export categories and questions in the Answers into your local computer
in the *zip file form. The Export function can be executed on all categories and questions in the
Answers or a specific category.

To export all categories and questions, do as follows:
Step 1: Go to Answers application.

Step 2: Right-click the category that you want to export and select Export in the menu:
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Categories

[» Technical FAQ

[> General Questions

[> Health question
it

[> Interesting sites.. =
4 Import
L]
£ & Add
&% Submit Question
7] Edi
1@ Delete
S5 Move
| Watch
bl Rss

The Export form will appear:

Expart |z|

File name

[ Save ][ Cancel

lllustration 49: The Export form

Details:
File Name: The exported file's name.
Save button: To accept exporting all categories and questions.
Cancel button: To exit the Export form.

Step 3: Input a file to export.
Step 4: Click Save to accept exporting all categories and questions.

A download pop-up will appear:

Copyright © 2000-2010. All rights Reserved, eXo Platform. 63 of 73



FAQ & Answers Administration Guide 2.1
FAQ & Answers Administration

Cpening Beauty.zip ﬁ

You have chosen to open

i2) Beauty.zip
which is a: Compressed (zipped) Folder
from: http://localhost:3080

What should Firefox do with this file?

() Openwith | opendocument.WriterDocumentl (default) -

i@ Save File

[ Do this autermatically for files like this frem now on.

| ok || Cancel

Simply select the Save File option and click OK to accept saving the exported file.

Similarly, to export a specific category, go to the Answers application and go to inside specific
category. Click the Export button on the main action bar or right-click the category and select
the Export option to open the Export form and take actions like steps above.

The exported file can be used to import exported files into the Answers system.

3.11.2 Import

The function is used to import categories and questions from a zip file which has a valid content
into the Answers system. An exported file can be imported directly into the Answers homepage
or a specific category in the Answers.

To import a zip file into the Answers homepage, do as follows:

Step 1: Go to Answers.

Step 2: Right-click the category that you want to import and select Import in the menu.

The Import form will appear:
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Import |Z|

[ Save ][ Cancel ]

lllustration 50: The Import form

Details:
File Import: To show the imported file's path.
Browser : To select the imported file's path.

s

= : To upload the selected file.

Step 3: Click the Browser... button and select a file from the local disk.

Step 4: Click ﬁl to upload the selected file. For example, select and upload the
exported file named Assessment.zip. After uploading, the Import form is shown:

Impart |z|

File Import Assessment.zip m

[ Save ][ Cancel ]

1| 1] [ 3

Step 5: Click Save to accept importing the uploaded file into the Answers system.

After being imported, all categories and questions which are defined in the zip file will be
imported and displayed properly in the Answers homepage.

Similarly, to import a zip file into a specific category, go to the Answers application and go
inside a specific category. Click the Import button on the main action bar or right-click the
category and select the Import option to open the Import form and take actions like steps
above.

The imported categories and questions will be displayed properly in the selected category.
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3.12 Show/hide the left panels

The function allows personalizing the Answers view by showing/hiding the left panels.
By default, the Answers application is displayed with all panels. In case you want to hide/show

all panels on the left, you can click the button =4 on the main action bar.

@Answersﬂorﬂet

[=][=1[=]
Search : Q H

ﬁﬁ + Health and Fitness
.j m RSS Category = @ Submit question Manage guestions Settings (=) Print

j? Beauty From Bathing  (February 8, 2010 ){ This question is pending for approval. }

@ Is Mineral Makeup Right For You?  ( February 8, 2010 )({ This question is pending for approval. )

Done

lllustration 51: Custom view without left pane

3.13 Drag and drop

The feature is used to change the category position in the category list or move a sub-category
to its parent list.

Do as follows:
Step 1: Right-click the icon of the category that you want to change the display position.
Step 2: Drag and drop it above / below the current position or to the green arrow icon.
Categories
k.

v 2XoKS

exo FAQ
e¥o Blog

[> exo Farum

The dropped category will be moved to the new position properly. The category list will be
changed properly. The order of all categories will be updated correspondingly.
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\n This feature is available for the administrator only.

3.14 View user profile

The function allows viewing the profile of specific users who submit, answer or comment
questions.

To view a specific user's profile, simply click his/her user name, the user profile pop-up will be
displayed:

|E=] User Profile x|

Profile of: Root Root

User Name: root
First Mame: Root
Last Mame: Root
Birthday:
Gender:
Email: root@ocathost
Job title:

Join date: June 11 2010 - 02:11 PM

Last Iogin: June 21 2010 - 11:35 AM A

Work phone:
Mobile phone:
Website:

Close

lllustration 52: View User Profile form

3.15 Discuss in forum

The function allows users to discuss a question in the Forum application.

When a question is discussed, it will become a new topic in the Forum application. The new
topic created with the topic title is the question title, the topic content is the question content and
the post is the question answer or comment.

To discuss or view the question's discussion, click the icon &7 at the top left of the question
panel or right-click a specific question and select Discuss in forum in the menu:
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@ Mihere are sites?

i) Comment

@ Answer guestion
& Edit

@ Delete

-@ Move to

= Send

i

jﬁ) What is the most far

After being discussed, a new topic is created into the forum which is defined as the discussed
forum in the Answers Setting and you are redirected directly to the Forum application.

When there is an answer added, a comment added or any edition in a question, an answer or a
comment, the discussed topic in the Forum application is changed correspondingly.

However, when the question is clicked to discuss at the first time, its status is pending for
approval. You can only view the discussed topic when the Forum administrator/moderator
approve it.

After a question is discussed, to view it, simply click the Discuss in forum option in its right
click menu.

3.16 Rss feed

The function provides RSS feeds. Each time an entry is added or updated, the corresponding
category's feed will be updated.
Do as follows:
Step 1: Click the category that you want to get the RSS feed.
Step 2: Click the RSS button on the main action bar, or select RSS in the right click
menu of a specific category:

[> Interesting sites.

li, Export

& Import

§ © Add

@9 Submit Question
@ Edit

1@ Delete

S Move

@ Watch

bl

The RSS information page will appear on another tab:
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;- Subscribe to this feed using |5, Live Bookmarks &
9 (2 l

[J Always use Live Bookmarks to subscribe to feeds.

Subscribe Now

Interesting sites to drink coffee in Hanoi

Pocket manual for everyone who like drinking coffee

Where are sites?
06/15/2010 05:43 PM

Where are sites?
Answer:

Many addresses for you to enjoy coffee in Hanoi, such as:
1) Café Intello Book: 59 Van Mieu

2) Escape bar: 210 Tran Quang Khai

What is the most famous cafe's name in Ha noi?
06/17/2010 05:50 PM

All question information of the category that is being watched will be listed.

To add a live bookmark, simply click the Subscribe Now button, then click the Add button in
the menu pop-up.

3.17 FAQ portlet

You can add the FAQ Portlet to a page for using. eXo Knowledge facilitates users with the FAQ
portlet that helps users quickly and easily view the questions and answers from the Answers
portlet by the tree view type.
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7% FAQ

Technical FAQ [ Forum Troubleshooting | FAQ troubleshooting ]
How do linstall KS ?

General Questions [Technical FAQ]

What does eXo Knowledge Suite contain ?

Why should | care about eXo K5 ?

What is the relation between Answers and FAQ ?

Health question
how to have a nice face skin

How to prevent the sun effectively

Interesting sites to drink coffee in Hanoi
Where are sites?

Technical FAQ

How do linstall KS ?

+ We suggest you read the following :

Intall Guide

Integration guide

General Questions

lllustration 53: The FAQ Portlet in the View mode

The FAQ Portlet's Edit Mode allows users to set the properties to display questions and
answers in the View mode.

To edit the FAQ portlet, do as follows:
Step 1: Click the FAQ portlet to go into the FAQ main screen.
Step 2: Click Site Editor on the Administration toolbar and choose Edit page.
Step 3: Move the mouse over the FAQPortlet area and click the edit icon.

The FAQ portlet's Edit Mode will appear:
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» Edit Mode [» Portlet Setting H » Select lcon H) Decoration Themes l,) Access Permission

I ~ Displaying Category " v Edit Template ” » Preference ]
Select Category:
[} k._l Technical FAQ
of F_I Forum Troubleshootings
¥} t._l FAQ troubleshooting
™7} LI General Questions
o] £ | Technical FAQs
o] £ | Ferum Troubleshootings
=] LI FAQ troubleshooting

Ind Health question

-

lsfl - | Interesting sites to drink coffee in Hanoi

Close

lllustration 54: The FAQ Portlet in the Edit mode
The Displaying Category tab: allows users to select the category which contains questions
and answers that will be displayed in the View mode.

» Select the checkboxes which correspond to the categories you want to display
the content in the View mode.

The Edit Template tab: the content template that will be displayed in the View mode. If you
want to edit this template, you need to have a knowledge about css.

~ Edit Mode [r Portlet Setting " » Select Icon " » Decoration Themes H + Access Permission l

l) Displaying Category ] « Edit Template | » Preference 3

Content Template:

<%
import grg.gxeplatierm.faq.service.CategoryInfo:
import grg sxeplatfern fag service Utils:
import org gxeplatfern.web.applicatien. JayascriptManagsr:

def reontext = _cix.ostRegussiContsxt!():
JdayascriptManager lsmanadsr = reantext.astlavascriptManager();

lsmanaasr. mmt"mmmmm cregtelink( 'UIFAQPortlet', ' "+ulcomp
mm

<style type="text/gss">
JIFAQPortlet {

margin: dpx 0O;
padding:Spx;
background: white; v

Close
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» Edit the template according to your need (in case you have a knowledge about
css).

» Click Save to save all changes.

The Preference tab: Users need to have a knowledge about Ajax. Ajax (stands for
Asynchronous JavaScript and XML) is used here with the purpose of updating a whole web
page or a part of a web page.

~ Edit Mode [p Portlet Setting " p Select lcon H ¢ Decoration Themes H » Access Permission

[> Displaying Category ” ¢ Edit Template: l ~ Preference 1

Use Ajax:

lllustration 55: The Preference tab
The Use Ajax's default value is false that means a whole page is loaded. When users select
the Use Ajax checkbox, it will load a part of a page.
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It is our hope that information stated above is valuable to you, all eXo customers and users
when they experience FAQ & Answers. To clearly support for benefits recognition from
customers and users, we would like to summarize major strengths of FAQ & Answers as
follows:

Answers Post questions and answers in multiple languages.

Question Answer, edit, delete or move question.

Management

Comment Make comments directly to the user who originally raised questions and/or promote comments as
answers.

Rating Use the star-based rating system to show the preference levels to various questions.

Thumb up and These button types help user specify the most useful answers.
down

Attachments Be entitled to attach files to questions using the upload system.

Moderation Admins can create categories for moderators based on groups, users or memberships, and
deactivate or reject questions.

FAQ Users can publish and view contents clearly and quickly.

Our support is always willing to receive any feedback, including errors notifications and ideas
that can make the guide better. Serving and resolving all issues related to the eXo Forum are
our responsibilities, so please post your questions at our forum freely.

For more information about eXo platform and our products, please visit our homepage.We also
provides professional support via eXo Forum, where you can find useful advice and solutions to
your issues.
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