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Using a Team Room in the Knowledge Center
A Team Room is a collaborative work area that you can use to communicate and share resources with other employees (on your team, project, or other common group) across the agency.  You can use this feature to share real-time discussions, content (presentations, documents, and Web sites), and calendar events with the other members of the room, even if those members are dispersed across the state or country.

Three levels of Team Rooms are available:

· Public – all employees can access and add content to the Team Room (Human Resources might use a Public Team Room to share benefit information and hold online discussions across the agency)

· Moderated – all employees can access the Team Room, but only designated employees can add content (A Field Audit Supervisor might use a Moderated Team Room to share information among his/her employees)

· Private – only those employees who have been assigned to the Team Room can access and add content to it (Interstate Audit and/or the Criminal Investigation Unit might use a Private Team Room to ensure sensitive information or information that is not applicable to other employees is not made public)

Access a Team Room

Step 1.   Open your Knowledge Center Login Page (https://covkc.virginia.gov/UMW).
Step 2.   Enter your Login ID and Password.

Step 3.   Click the Submit button.  The Knowledge Center Home Page opens.
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Step 4.   From the Team Center folder, select the Team Rooms option.  The Team Rooms window opens and lists the Team Rooms to which you have access in alphabetical order.
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Step 5.   Click the name link of the Team Room you want to open.  The specific Team Room window opens and displays the purpose of the Team Room, as well as the name of the Owner (or administrator) of the room.  The Owner can add, edit, and delete content and add additional members to the Team Room.
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View a Team Room’s Calendar

The Team Room Calendar feature allows all members of the Team Room to view shared events of interest, such as team meetings, seminars, reminders, and deadlines.

Step 6.   Click the Calendar link in the Options area of the Team Room window.  The Team Room Calendar window opens and displays the existing calendar events for the current month.
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Step 7.   To view another month’s calendar, select the month (and year) you want to view from the drop-down lists in the upper-right corner of the Team Room Calendar window and then click the Go to Month button.

Step 8.   To view detailed information about an event, click its name on the calendar.  The Event Details window opens and displays the event’s title, description summary, date, time, and location.
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To view additional information about this event, click the appropriate link in the Administration Console area.

Add a New Event to the Team Room Calendar

The Calendar tool allows you to manage attendees, notify attendees of event changes via e-mail, create online agendas, and distribute meeting action items and minutes.
Step 9.   Click the Add New Event link on the Team Room Calendar window.  A blank Event Details window opens.

Step 10.   Type the Event Title.

Step 11.   Type a description of the event in the Event Summary field.

Step 12.   Type (or select from the calendar icon) the event’s Date (in mm/dd/yyyy format).

Step 13.   Enter (or select from the calendar icon) the event’s start and end Times.
Note: If the event does not have a specific time (as is the case for all day events and reminders), select the No Specific Time checkbox.

Step 14.   If the event is recurring, select the Recurrence schedule (i.e., Weekly, Monthly, etc.) and then select an End Date for the event.

Step 15.   Select the Event Type (i.e., Appointment, Meeting, Class, etc.).

Step 16.   Select the Highlight this Event on the Calendar checkbox to make the event stand out to Team Room members.

Step 17.   Type the Location of the event.

Step 18.   Click the Add this Event button.  The Event Details window closes and you return to the Team Room Calendar window, which now displays the newly added event.

E-Mail Other Members of a Team Room

You can e-mail the Owner(s) of a Team Room two ways: by clicking the Send email link to the right of the owner’s name or by clicking the Owners link in the Email area of the Team Room window.  In Private and Moderated Team Rooms, you can also send an e-mail to all members of the Team Room by clicking the Members link in the Email area of the Team Room window.

E-mails sent from the KC are readable in Microsoft Outlook so that you do not have to login to the KC to read your messages.
After clicking an e-mail link, the Team Room Email window opens.
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Step 19.   If necessary, change the Subject of the e-mail.

Step 20.   Type your Message to the recipients of the e-mail.

Step 21.   Click the Send button.  Your e-mail is sent to the e-mail address on file for the recipients and the Team Room Email window closes.

View Content of a Team Room

Team Room content can be documents, presentations, Web site links, or links to other content (such as courses and newsletters) found elsewhere in the KC.

Step 22.   Click the Content link in the Options area of the Team Room window.  The Team Room Content window opens and displays the content previously added to the Team Room.
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Step 23.   Click the [image: image8.png]


 blue icon to the left of the content’s name to view its description, size, file type, and last modification date in the right frame of the Team Room Content window.

Step 24.   To view the content in a new window, click the content’s name link.
Note: Employees that have been given the necessary permissions to edit and delete content can do so by clicking the appropriate links under the content information in the right frame of the Team Room Content window.

Add Content to a Team Room

Only Team Room members who have been given the appropriate permission level can add content to a Team Room.

Step 25.   Click the appropriate Add link to the right of the type of content you want to add (for example, to add a Word file to the Team Room, click the Add Document link).  The Add Document window opens.
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Step 26.   Type the Name of the new content item.

Step 27.   Type a detailed Description of the new content item.

Step 28.   Type Keywords (or phrases) that an employee can use to search for this content item in the KC.

Step 29.   Click the Browse button to the right of the File field.  The Choose File window opens.

Step 30.   Locate and select the content item to be uploaded to the KC.

Step 31.   Click the Open button.  The location and name of the content item is now displayed in the File field.

Step 32.   Enter your name or group name in the Source field.

Step 33.   Click Add.  The new content item is added to the Team Room and now appears in the left frame of the Team Room Content window.

Use the Bulletin Board System (BBS) in a Team Room

The Bulletin Board System (BBS) allows you to post messages and have other users read (and respond if appropriate) in real-time.  This feature is different from e-mail because the message and its responses (collectively known as a “discussion thread”) are automatically grouped together and saved in the Team Room.

Step 34.   Click the BBS link in the Options area of the Team Room window.  The BBS window opens and displays any existing discussion threads for this Team Room (sorted with the most recent thread at the top).
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Step 35.   Click the plus sign to the left of a thread to expand it.  This allows you view all messages contained within the original thread.
Note: Clicking the minus sign to the left of thread collapses the thread so you can only see the original message.
Step 36.   Click a message’s link to read its entire message.

Step 37.   To start a new discussion thread:

· Click the Start a new thread link.  The New Thread window opens.
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· Type a Subject for the new discussion thread.  Be specific in your naming of this message so that users can quickly determine its relevance.

· Type the Message.

· Click the Post button.  The New Thread window closes and you return to the BBS window, which now displays the newly added message.
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