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About This Guide

Novell Vibe Cloud is areal-time collaboration Web application that unites common communication,
authoring, and social messaging tools. You can use Vibe to share documents, jointly have digital
conversations, and interact through social media.

+ Chapter 1, “Getting Started,” on page 9

+ Chapter 2, “Working with Messages,” on page 17

+ Chapter 3, “Managing Users You Are Following,” on page 31

+ Chapter 4, “Managing Groups,” on page 37

+ Chapter 5, “Working Together in Real Time,” on page 45

+ Chapter 6, “Organizing Vibe Data,” on page 47

+ Chapter 7, “Managing Files,” on page 55

+ Chapter 8, “Modifying Your Notification Settings,” on page 61

+ Chapter 9, “Limiting Access to Messages and Groups,” on page 65

+ Appendix A, “Novell Vibe Cloud Frequently Asked Questions (FAQ),” on page 71

Audience

Thisguideisintended for al new Novell Vibe Cloud users.

Feedback

We want to hear your comments and suggestions about this manual and the other documentation
included with this product. Please use the User Comments feature at the bottom of each page of the
online documentation, or go to www.novell.com/documentati on/feedback.html and enter your
comments there.

Documentation Updates

For the most recent version of this manual, visit the Novell Vibe Cloud Documentation Web site
(http://www.novell.com/documentation/vibe_cloud/).

Additional Documentation

You can find more Novell Vibe documentation at the Novell Vibe Cloud Documentation Web site
(http://www.novell.com/documentation/vibe_cloud/).

About This Guide


http://www.novell.com/documentation/vibe_cloud/
http://www.novell.com/documentation/vibe_cloud/
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Getting Started

With Novell Vibe Cloud, you won't get left out of the loop again. You can follow users and groups
that interest you, and keep up with their latest activity. You can spontaneously join active
conversations and invite others to join. Also, Vibe enables you to communicate with colleaguesin
real time by sharing and co-browsing information, simultaneously creating or editing messages, and
more.

*

*

Section 1.1, “ Starting Vibe,” on page 9

Section 1.2, “ Getting to Know the Vibe Interface,” on page 10

Section 1.3, “Changing Your Password,” on page 12

Section 1.4, “Updating Your Personal Feed,” on page 12

Section 1.5, “Following Users and Groups,” on page 13

Section 1.6, “ Sending a Message,” on page 13

Section 1.7, “Updating Your Profile,” on page 14

Section 1.8, “Viewing aUser’s or Group's Profile,” on page 15
Section 1.9, “ Subscribing or Unsubscribing to Vibe News,” on page 16

1.1 Starting Vibe

1

2
3

*

*

Launch a Web browser.
The following browsers are supported:
+ Firefox 3.5 or later
¢ Chrome5.0 or later
+ Sofari 4.0 or later
+ Internet Explorer 6.0 or later when using the Chrome Frame plug-in

If it isnot already installed, you are prompted to install the Chrome Frame plug-in when
you access Vibe with Internet Explorer.

NOTE: Internet Explorer 9.0 does not require the Chrome Frame plug-in.

Specify vibe.novell.com asthe URL.
Continue with the appropriate section:

Section 1.1.1, “Logging In When You Know Your Username and Password,” on page 9
Section 1.1.2, “Logging In When You Are Not Yet Registered,” on page 10

1.1.1 Logging In When You Know Your Username and
Password

If you do not know your username and password, refer to the Welcome e-mail that you received.

1

In the Username or Email Addressfield, specify your Vibe username.

Getting Started



2 Select Yes, my password is, then specify your password in the Password field.
3 Click Log In.

1.1.2 Logging In When You Are Not Yet Registered

If you are not aregistered Vibe user, you can easily set up auser account by following the on-screen
instructions.

1.2 Getting to Know the Vibe Interface

When you first launch Novell Vibe, you see the Home view, which consists of the following
sections:

Navigation Panel Content Area

Novell. Vibe Adam Marsden = Help/Videos  Seftings Log Out

My Stuff @ Adam Marsden | 24 folowing 8 folowsrs 5 posts

Hi

3 My Feed 2% Wy Groups
4 Direct @ By Me Refine % Pause More Select 1-20 of about 1735 » . 3

T Deleted & Drafis Refine
Q Send message to Adam Marsden...

m

5 A Al
Adaele deFalaise 5
E - Hicaaoe Barbara Fuller + Amber Sanders, Codie’s Feed, Adam Marsden
%_,‘ FULLEE B iRpg GLOBAL SALES CONFERENCE PLAN Objectives: Communicate vision Align to role changes Set sales goals | THINK
o O e -] Al Types WE NEED TO GET ON THE SAME PAGE Audience: Global Account Execs Technical Specialists Topics: Reaching
b = higher Responsiveness Business value knowledge Get Feedback Stay in the Loop Work better Together Activities: Geo
E Amber Sanders brivats mixer Best-practice . (=D
E T Has Attachments SR monk s —
3 Barbara Fuller
ﬁ Parbars Fuller All States. Hi, 'm Preston A Mantis, president of Consumers Retail Law Outlet. As you can see by my suit and the factthat | have all these
Ureead al height on the shel e you have a car or a job? Do you alk
; Brad Buchanan Starred around? If so, you probably have the mak | case. Although of ... GEB
- Amy Fitzgerald
Bruce Richard:
E.. etk My Tags i “Pascal is not a high-level language.” — Steven Feiner
Q_ Christie Zervos ALL MY TAGS
L 00 Amy Fitzgerald » Amy Fitzoerald's Feed, Amber Sanders, Adam Marsden
% David Decker er
spaces
) Everybody e e
i Amy Fitzgerald
{J Getting Started (-] ::i‘n el
.m Greg VanAlfen Amy Fitzgerald
Global Tags M The first duty of a revolutionary is to get away with it. — Abbie Hoffman

{) Heike Winzen
L% ALL GLOBAL TAGS

i Karl Childs 1 Barbara Fuller » Adam's new group's Feed, Barbara Fuller's Feed, |@#specialopS%~'s Feed, Greg VanAlfen, Amber Sanders, m

1 Keith Jenkins 88 A message with huge number of recipient editing the message

= Louis Price

5 Amber Sanders » Marketing Tean's Feed, Adam Marsden Visit
Marketing [ I e S
- 2 Jsll Big product kick-off starts today! www novell com Lets ses if this gets pushed up the BL in 10 mins, starting now
Marketing T

& Marketing Team e Aftachments.

2:12 Bronco2.jpg emo_34.gifadobe-release-i386-1.0-1.noarch.rpmeditorex. txt
Q Michele Coxx. barbara editorex.txt

bfuller_giobal_mess

aow o

Q Rashelle Bradley
e

gtagl

-

Everywhere Else B
test global
« Find People & Groups g o

+ Section 1.2.1, “Understanding the Navigation Panel,” on page 10
¢ Section 1.2.2, “Understanding the Content Area,” on page 11

1.2.1 Understanding the Navigation Panel

The Navigation panel contains the following features:

Home: Displays your personal Home view, regardless of where you currently are in the interface.
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My Feed: Displays all messages sent to your personal feed.
My Groups: Displays all messages for groups where you are a member.

Direct: Displays messages that you have sent directly to another user, and messages that have been
sent directly to you.

By Me: Displays all messages that you originally authored or that you have commented on.

Deleted: Displays your deleted messages. Deleted messages are messages that you have deleted
from your personal view. Other users can still see these messages if they originally were able to see
them.

For information on deleting messages from your personal view, see Section 2.4, “Deleting a
Message,” on page 21.

Drafts: Displays your draft messages.

Who | Follow: Thislist displays the users and groups that you are currently following. From this
list, you can easily send amessage to a user or group (as described in Section 2.1.2, “ Sending a
Direct Message to Another Vibe User,” on page 18), or navigate to the Home page of the user or
group (as described in Section 3.5, “Viewing All Messages from a User,” on page 34).

For more information about how to manage users and groups that you are following, see Chapter 3,
“Managing Users You Are Following,” on page 31.

New Group: Enablesyou to create a new group.

Find People and Groups:. Displays a comprehensive, searchable list of users and groupsin your
Vibe site.

1.2.2 Understanding the Content Area

The Content Areais where information is displayed in Vibe. The various tabs aong the top of the
Content Area control what information is displayed.

+ “BigList” on page 11

+ “People” on page 11

+ “Files’ on page 12

+ “Profile” on page 12
BigList

In the Home view, the BigList tab displays messages from all the people that you are currently
following, in chronological order.

For information on how to follow users and groups, see Section 1.5, “ Following Users and Groups,”
on page 13

People

The People tab displays all users and groups on your Vibe site. You can easily send a message or
follow users.

Getting Started
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Files

TheFilestab displaysall your personal filesthat you have uploaded to the Vibe site. Also, when you
visit agroup, the Files tab displays all the files for that group.

Profile

In the Home view, the Profile tab displays your profile picture and your self-description, and your
organization and contact information. If you have not provided a description, the tab displays the
last message that you posted to your feed.

For information on how to update your profile information, see Section 1.7, “Updating Your
Profile,” on page 14.

1.3 Changing Your Password

You can change your password in Vibe even if you do not know your current password.

+ Section 1.3.1, “Changing Your Password When You Are Logged In,” on page 12
+ Section 1.3.2, “Changing Your Password When You Can't Log In,” on page 12

1.3.1 Changing Your Password When You Are Logged In

1 Click Settingsin the upper right corner of any pagein Vibe.
2 Click Account.

3 Specify your current password.

4 Specify your new password, then confirm the password.

5 Click Save.

1.3.2 Changing Your Password When You Can’t Log In

1 Onthe Vibelogin page, click Reset it!.
2 Specify your e-mail address or Vibe username in the provided field.
3 Specify the security word, then click Continue.
Vibe sends you an e-mail that contains information on how to change your password.

1.4 Updating Your Personal Feed

The most recent message that you post to your personal feed can be displayed below your avatar
(profile picture) above the Content Area, if you have not provided a self-description in your personal
profile, as described in Section 1.7, “Updating Your Profile,” on page 14.

For information on how to post a message to your personal feed, see Section 2.1.1, “Sending a
Message to Your Personal Feed,” on page 17.
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1.5 Following Users and Groups

You can follow users and groups that interest you. When you follow users and groups, the most
recent messages from those users and groups are displayed in your BigList.

Depending on auser’s permission settings, he or she might need to approve you as a follower. For
information on how to change permissions to require approval when someone follows you, see
Section 9.5, “Limiting Users from Following You without Your Permission,” on page 69.

For more information about users you are following, see Chapter 3, “Managing Users You Are
Following,” on page 31.

For more information about groups, see Chapter 4, “Managing Groups,” on page 37.
You can begin following a user or group in one of two ways:

* Section 1.5.1, “Following a User or Group from the BigList,” on page 13
+ Section 1.5.2, “ Searching for Users and Groups to Follow,” on page 13

1.5.1 Following a User or Group from the BigList

1 Mouse over the user’s name or group’s name that you want to follow, then click Follow.

The user or group is now displayed in the Navigation panel, and messages from the user or
group are displayed in your BigList.

1.5.2 Searching for Users and Groups to Follow

1 Click Find People and Groups in the Navigation panel.
2 Locate the user or group that you want to follow, then click Follow.
The user or group is now displayed in the Navigation panel, and messages from the user or

group are displayed in your BigList.
1.6 Sending a Message

An efficient way to communicate in Vibe is to send a message to your personal feed. All users who
are currently following you can view your message in the BigList.

1 Click My Feed in the Navigation panel.
2 Inthefield located at the top of the BigList, specify your message.

'3‘ Adam Marsden's Feed

i

¥
il
i
it
I
(1

Style - Font~ Size B 7 U 5 A~ & = @ == H Theme

Product X Marketing Plan:
I've just started the marketing plan for Product X. Let me know if you have anything to contribute.

discard save tags make uneditable

Getting Started
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14

3 Click Send.
or
Press Shift+Enter.
For information on how to send personal messages, group messages, and so forth, see Section 2.1,
“Sending Messages,” on page 17.

1.7 Updating Your Profile

Your profile isaway for people to learn more about you. You can keep your profile updated with
your current job title, department, manager, and so forth.

1 Click Home to navigate to your personal home page.
2 Click Profile.
3 Inthe upper right corner of the page, click Edit Profile.

. Adam Marsden | 24 following 8 folowers 6 posts.
&

Edit Profile cancel @EEICRY
User Name

First Name: Adam Last Name: Marsden

Display name as: @ Text (O Bannerimage

General Manager at Etronics. He holds a Bachelor's degree in Economics from University of Hartford and an MBA. from Stanford
University

5 5t )
Edit

e Adam Marsden is Vice President of Marketing at Acme Corp. Before joining Acme Corp., Mr. Marsden served as Vice President and
e

http:/fepharmaco.com/amarsden

amarsden@epharmaco.com

Organization Information

-] VP Marketing -] acme
(-] -]

© add new field

Contact Information

4 You can update the following information:

Display name as. On your profile page, you can display your user name as text or you can
upload an image to be displayed instead of your name.

This name or image is displayed in the upper left corner of your profile page. (For information
on how to view a user’s profile, see Section 1.8, “Viewing a User’s or Group's Profile,” on
page 15.)

Profile Picture (avatar): You can upload a new profile picture by clicking Edit beneath your
profile picture.
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Description: Inthefield next to your profile picture, specify the text that you want to display
below your personal avatar in the Profile tab. For example, you might provide some high-level
professional qualifications, or alink to your professional blog or Web site.

Organization Information: Specify your organization information, such as your title,
department, and so forth.

To create additiona fields, click the plusicon €. To delete existing fields, click the minusicon
Q.

For example, you might create a new field called Job Description.

Contact Information: Specify your personal contact information, such as your mobile phone
number and your e-mail address.

To create additional fields, click the plusicon €. To delete existing fields, click the minusicon
Q.

Table of Contents: Create links to messages in the Vibe site. Drag and drop individual linksto
re-order the existing content.

To create additional links, click the plusicon & . To delete existing links, click the minusicon
Q.

For more information on using the Table of Contents, see Section 6.3, “Linking to Messages by
Using a Table of Contents,” on page 50.

5 Click Save.

1.8 Viewing a User’s or Group’s Profile

To learn more about a particular user or group, you can view the profile information.

If you cannot view another user’s profile information as discussed in this section, access rights for
your account have been restricted.

+ Section 1.8.1, “Viewing the Profile of a User or Group You Are Following,” on page 15

+ Section 1.8.2, “Viewing the Profile of a User or Group You Are Not Following,” on page 16

1.8.1 Viewing the Profile of a User or Group You Are Following

1 Inthe Navigation panel, mouse over the user or group whose profile you want to view, then
click full profile.

A barbara
ﬁ Rashelle Bradley - ;

a Rashelle Bradley #
f_",‘l - Razhelle Bradley serves az a Marketing Manage
ahem € for Acme Corp. Before her time with Acme... fi
profile...
;-:1 . i
4 email  rbradley@ACME.com

office +1(416)80015393010
mobile  +1(416)80015351838

16 following 5 followers 11 posts
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1.8.2 Viewing the Profile of a User or Group You Are Not
Following

1 Inthe Navigation panel, click Find People and Groups.
2 Locate the user or group whose profile you want to view, then click full profile.

¥hou Xing
@ ¥hou ¥ing serves a3 Legal Counzel for Acme Corp, bringing 20 years of expertize to the . full profile.
o

5 follovwers T8 posts
W ]

1.9 Subscribing or Unsubscribing to Vibe News

Vibe can periodically send you e-mail messages about news and updates.
To subscribe or unsubscribe to Vibe news:

1 From any pagein Vibe, click Settingsin the upper right corner of the page.
2 Click Notices.

3 Inthe Vibe News section, select or deselect Occasionally send me Vibe news and updates via
Email, depending on whether you want to receive Vibe News e-mail messages.
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Working with Messages

Messages are how you communicate with other Novell Vibe Cloud users.

Section 2.1, “ Sending Messages,” on page 17

Section 2.2, “E-Mailing Messagesinto Vibe,” on page 20

Section 2.3, “Replying to aMessage,” on page 21

Section 2.4, “Deleting aMessage,” on page 21

Section 2.5, “ Saving a Message as a Draft,” on page 22

Section 2.6, “Viewing Message Drafts,” on page 22

Section 2.7, “Restricting Who Can Read and Edit Messages,” on page 22
Section 2.8, “Displaying Messages,” on page 23

Section 2.9, “Editing Existing Messages and Replies,” on page 23
Section 2.10, “Adding Recipients to an Existing Message,” on page 24
Section 2.11, “Removing Recipients from a Message,” on page 24
Section 2.12, “Tagging Messages,” on page 25

Section 2.13, “ Starring Messages,” on page 25

Section 2.14, “ Adding Gadgets to a Message,” on page 25

Section 2.15, “Attaching Files to a Message,” on page 26

Section 2.16, “Linking to an External Web Site or Vibe Page,” on page 27
Section 2.17, “Linking to a Message on the Vibe Site,” on page 27
Section 2.18, “Using Keyboard Shortcuts in Messages,” on page 29

2.1 Sending Messages

Vibe enables you to send messages in various ways so you can control which users have access to
messages that you send.

*

*

*

Section 2.1.1, “Sending a Message to Your Personal Feed,” on page 17
Section 2.1.2, “ Sending a Direct Message to Another Vibe User,” on page 18

Section 2.1.3, “ Simultaneously Sending a Message to Your Personal Feed and to Other Vibe
Users,” on page 18

Section 2.1.4, “ Sending a Message to a Group,” on page 19
Section 2.1.5, “Including or Removing Titlesin Your Message,” on page 19

2.1.1 Sending a Message to Your Personal Feed

To communicate on a broad level to all Vibe users who are following you, send a message to your
personal feed.

1

Click My Feed in the Navigation panel.

Working with Messages
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2 Inthefield located at the top of the BigList, specify your message, then click Send.
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Product X Marketing Plan:
I've just started the marketing plan for Product X. Let me know if you have anything to contribute.

discard save tags make uneditable

2.1.2 Sending a Direct Message to Another Vibe User

Like e-mail, Vibe enables you to send messages directly to specific users. A direct messageisa
private message that only the sender and recipients can view.

1 Click Direct in the Navigation panel, then click inside the Send message field.

or

In the Navigation panel, mouse over the user who you want to send a message to, then click
Message.

'Ja Rashelle Bradley tﬂrFﬂra

n Rashelle Bradley #
f_",'l & Rashelle Bradley serves az a Marketing Manage
o £ for Acme Corp. Before her time with Acme... fi

. (“i profie...

Y4 email  rbradley@ACME.com
office +1(416)80015393010
mobile  +1(416)30015351838

16 following 5 followers 11 posts

2 Add recipientsin one of the following ways:
+ IntheWho | Follow list, drag a user onto the Enter or drop recipients here text.

+ Click the Enter or drop recipients here text, then begin typing the name of the user you
want to send the message to. Click the user’s name when it appears in the drop-down list.

3 Specify your message in the field below the recipient list.
4 Click Send.

2.1.3 Simultaneously Sending a Message to Your Personal
Feed and to Other Vibe Users

You might want to ensure that certain users are aware of your latest post to your personal feed. Or,
you might want users who are not following you to read your message. The best way to do thisisto

send the message directly to these specific users at the same time you post the message to your
personal feed.

1 Click My Feed in the Navigation panel.
2 Inthe messagefield located at the top of the BigList, specify your message.

Novell Vibe Cloud User Guide



3 Include additional recipientsin one of the following ways:
+ IntheWho | Follow list, drag a user onto the Enter or drop recipients here text.

+ Click the Enter or drop recipients here text, then begin typing the name of the user who
you want to send the message to. Click the user’s name when it appearsin the drop-down
list.

4 Click Send.

2.1.4 Sending a Message to a Group

You can send a message to a group by posting amessage on any group feed. Followers of the group
can modify their notification settings to be notified when a user posts a new message on the group
feed, as described in Section 8.5, “Modifying Notification Settings for Groups,” on page 63.

If you send the message to other Vibe users as well asto the group feed, all users who are included
in the message as message recipients are able to view and reply to the message, even if they are not
members of the group.

1 Click Direct in the Navigation panel, then click inside the Send message field.

2 Add recipientsin one of the following ways:

+ IntheWho | Follow list, drag a group and drop it onto the Enter or drop recipients here
text.

+ Click onthe Enter or drop recipients here text, then begin typing the name of the group
that you want to send the message to. Click the group’s name when it appears in the drop-
down list.

3 Specify your message in the field below the recipient list.
4 Click Send.

2.1.5 Including or Removing Titles in Your Message

When you compose amessage in Vibe, you caninclude atitle. If your message is simple and doesn’'t
require atitle, Vibe does not require that you include one.

+ “Sending a Message with aTitle” on page 19

+ “Sending a Message without a Title” on page 20

Sending a Message with a Title

1 Inthe Send message field, begin typing the title of your message.

Thefirst line of your message is the message title. Notice that the message title is displayed in
bold.

2 Press Enter to move to the next line of the message, then begin typing the body of your
message.
The second and subsequent lines of your message are the message body. Notice that the text is
no longer displayed as bold.

3 Click Send to send the message with a messagetitle.

Working with Messages
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Sending a Message without a Title

1 Inthe Send message field, press Enter before you begin composing your message.

Thefirst line of your message is the message title. Pressing Enter before typing the body of
your message enables you to send a message without atitle.

2 Begin typing your message, then click Send to send the message without atitle.

2.2 E-Mailing Messages into Vibe

You can post messages to Vibe directly from your e-mail. You can send a direct message to a user,
send amessage to auser’s personal feed, or send a message to a group feed, without ever logging in
to Vibe.

You can e-mail messages only from the e-mail address that is configured in your personal profile.
For information on how to update the e-mail address in your personal profile, see Section 1.7,
“Updating Your Profile,” on page 14.

+ Section 2.2.1, “Understanding Permission Settings for E-Mailing into Vibe,” on page 20
* Section 2.2.2, “E-Mailing Messages into Vibe,” on page 20
* Section 2.2.3, “Replying to Vibe E-Mail Notifications,” on page 21

2.2.1 Understanding Permission Settings for E-Mailing into
Vibe

By default, you can send messages to any users or groups that you have permission to send
messages to within the regular Vibe interface. However, if you send a direct message to a user
through e-mail and that user has his or her permission settings set to restrict users from e-mailing
them direct messages, your e-mail message is rejected. Furthermore, if you are sending a direct
message to multiple users through e-mail, if only one of those users has his or her permission
settings set to restrict users from e-mailing them direct messages, your e-mail message is rejected
and no users receive the message.

You can restrict users from sending you Vibe messages through e-mail, and you can turn off the
ability to post messagesto your personal feed through e-mail. For more information on access rights
in Vibe, see Chapter 9, “Limiting Access to Messages and Groups,” on page 65.

2.2.2 E-Mailing Messages into Vibe

Messages that are e-mailed into Vibe are displayed in Vibe as if you had composed the message in
Vibe.

E-mailing a message to your personal feed posts the message on your personal feed, e-mailing
messages to a group feed posts the message on the group’s feed and so forth. You can aso send
messages directly to individual users.

You can add attachments to your e-mail. E-mail attachments are displayed in Vibe messages below
the text of your message.

1 Obtain the Vibe e-mail address for the user or group to whom you want to send a Vibe message
viae-mail.
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The Vibe e-mail addressis displayed on the user or group profile page. For information on how
to view the profile page, see Section 1.8, “Viewing aUser's or Group’s Profile,” on page 15.

2 Inyour e-mail client such as Gmail or Hotmail, specify the e-mail address that you obtained in
Step 1, then compose and send your e-mail message.

The message appears as a direct message to the user in Vibe.

2.2.3 Replying to Vibe E-Mail Notifications

Vibe allows you to use your e-mail client to reply to e-mail notifications that you receive from Vibe.
You can add attachments to your e-mail reply. E-mail attachments are displayed in Vibe messages
below the text of your message.

NOTE: Repliesthat are sent in thisway can contain metadata and other unnecessary information
about the message when they are displayed in Vibe. To make your message replies appear less
cluttered, click Reply in Vibe in the e-mail notification to view the message in Vibe and reply to it
from there. For more information about replying to messagesin Vibe, see Section 2.3, “Replying to

aMessage,” on page 21.

To reply to Vibe e-mail notifications directly from your e-mail client:

1 Reply to the notification, type your message and add any attachments, then send it.

2.3 Replying to a Message

1 Mouse over the message that you want to reply to.
2 Inthe upper right corner, click the Reply icon * |
3 Specify your reply, then click Send.

If you receive an e-mail notification about a Vibe message, you can reply to it directly from your e-
mail client, as described in Section 2.2.3, “Replying to Vibe E-Mail Notifications,” on page 21.

2.4 Deleting a Message

After you have created a message, you can delete it from your view.

Deleting a message deletes it only from your view. Other vibe users are still able to see and read the
message.

1 Mouse over the message that you want to delete.

2 Inthe upper right corner, click the Deleteicon

You can retrieve a message after you have deleted it from your view. For information on how to
view amessage after it has been deleted, see Section 6.4.7, “ Displaying and Restoring Your Deleted

Messages,” on page 53.

For information on the types of messages that you can delete, see Section 2.9, “Editing Existing
Messages and Replies,” on page 23.
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2.5 Saving a Message as a Draft

You can save a message that you are composing, and then finish it at alater time.

+ Section 2.5.1, “Saving a Message that Contains an Attachment,” on page 22
+ Section 2.5.2, “ Saving a Message that Contains No Attachments,” on page 22

2.5.1 Saving a Message that Contains an Attachment

1 While composing a message, click save.

For information on how to view and complete the message, see Section 2.6, “Viewing Message
Drafts,” on page 22.

2.5.2 Saving a Message that Contains No Attachments
1 While composing a message, simply navigate away from the message. For example, click
Home to navigate to your home page.
Vibe automatically saves your messages after each letter you type, so if your computer or
browser unexpectedly crashes, your message is retained as a draft.

For information on how to view and compl ete the message, see Section 2.6, “Viewing Message
Drafts,” on page 22.

2.6 Viewing Message Drafts

After amessage has been saved as a draft, you can view a draft message and perform different
actions:
1 Click Draftsin the Navigation panel.

2 Locate the message that you want to finish, click Visit, then perform any of the following
actions:

+ Send (For more information, see Section 2.1, “Sending Messages,” on page 17.)

+ Delete (Deleted draft messages are displayed in the Deleted area. For more information,
see Section 6.4.7, “ Displaying and Restoring Your Deleted Messages,” on page 53.)

+ Add and remove recipients (For more information, see Section 2.10, “ Adding Recipients
to an Existing Message,” on page 24.)

+ Add replies (For more information, see Section 2.3, “Replying to aMessage,” on page 21.
3 Click Edit if you want to edit the message itself, such as adding text, attachments, and so forth.

2.7 Restricting Who Can Read and Edit
Messages

For information on how to restrict who can read and edit your messages, see Section 9.1,
“Understanding Default Access Rights to Messages,” on page 65.
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2.8 Displaying Messages

For information on how to display messagesin Vibe, see Section 6.4, “Displaying Different Types
of Messages,” on page 52.

2.9 Editing Existing Messages and Replies

You might want to edit a message in order to correct it or update it. You can edit messages and
replies that you or another user initialy created.

By default, you can edit or delete the following types of messages and replies, regardless of who
initially wrote the message:

+ Messages and replies that were sent to a group that you are a member of.

See Section 2.1.4, “ Sending a Message to a Group,” on page 19.
+ Messages and replies that were sent directly to you. (You are arecipient of the message).
See Section 2.1.2, “ Sending a Direct Message to Another Vibe User,” on page 18.

+ Messages and replies that were posted to a user’s personal feed only if they were also sent
directly to you.

See Section 2.1.3, “ Simultaneously Sending a Message to Your Personal Feed and to Other
Vibe Users,” on page 18.

When you edit a message that was created by another user, the message shows that you co-authored
the message.

NOTE: You can restrict message recipients from editing or deleting your messages. For more
information, see Section 9.1, “Understanding Default Access Rights to Messages,” on page 65.

To edit amessagein Vibe:
1 Navigate to the message that you want to edit.

i{«, Amber Sanders » Barbara Fuller, Kgith Jenkins
W4 Team Meeting: Hi Team, Just a reminder about the team meeting today. Come prepared to share your latest \
accomplishments regarding your current projects. -Amber

2 Click Visit in the upper right corner of the message.
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Now that you are visiting the message, you can edit it.

3 Inthe upper right corner of the message, click Edit.

4 Edit the message as desired, then click Done.

2.10 Adding Recipients to an Existing Message

You can add users as recipients to a message after the message has already been sent. This allows
users who were not originally included on the message to quickly view the message and any
comments that are associated with the message.

1 Locate the message for which you want to include other users.

2 Click Visit.
3 Add recipients in one of the following ways:

+ Inthe Followed Users and Groups list, drag a user onto the Enter or drop recipients here
text.

+ Click the Enter or drop recipients here text, then begin typing the name of the user that
you want to send the message to. Click the user’s name when it appearsin the drop-down

list.
You can remove users after they have been added to a message only if the message is a draft.
For more information, see Section 2.6, “Viewing Message Drafts,” on page 22.

4 Navigate away from the message. For example, click Home to navigate to your home page.

2.11 Removing Recipients from a Message

You can remove a user or group from a message after the message has already been sent. However,
you cannot remove a user from the message if the user has already visited the message (by clicking
the Visit button next to a message), marked the message Read, or replied to the message (as
described in Section 2.3, “Replying to a Message,” on page 21).

To remove users or groups from a message:

1 Locate the message for which you want to remove recipients.
2 Click Visit.
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3 Click the (x) icon next to the user or group name that you want to remove.

If the user has visited the message or replied to the message, the (x) icon is not available and
you cannot remove the user from the message.

2.12 Tagging Messages

You can tag messages with personal or global tags. When you search for atag, all messages that
have been marked with that specific tag are displayed. For more information on using tags, see
Section 6.1, “Using Tags,” on page 47.

2.13 Starring Messages

You can mark important messages with a star. You can then filter the BigList to display only
messages that have been marked with a star. For more information, see Section 6.2, “ Starring
Messages,” on page 49.

2.14 Adding Gadgets to a Message

Gadgets can enhance the functionality of your messages, making them more rich and useful.
1 Begin creating a message, as described in Section 2.1, “ Sending Messages,” on page 17.
or

Edit an existing message, as described in Section 2.9, “Editing Existing Messages and
Replies,” on page 23.

2 Click the Gadget icon *H*|,
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3 Select from thelist of available gadgets:

Mini Spreadsheet: Provides a spreadsheet where you can add and store information in
spreadsheet format.

Video: Enables you to upload avideo.
Whiteboard: Provides awhiteboard where you can draw.

MindM ap: Enables you to capture and organize thoughts and ideas with a clustered
brainstorming tool.

Custom Gadget: Enables you to add a custom gadget, such as a gadget from a third party.
Paste the URL to the custom gadget into the Attach Gadget field, then click Done.
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You do not paste the actual XML into the Attach Gadget field.
4 After you have produced the desired result with the gadget, click Done.

2.15 Attaching Files to a Message

+ Section 2.15.1, “Attaching Files Inline,” on page 26
+ Section 2.15.2, “ Attaching Files at the End of aMessage,” on page 26

2.15.1 Attaching Files Inline

Messages are displayed inline only when you are visiting the message. All messages appear below
message text when viewing messagesin the BigList.
1 Begin creating a message, as described in Section 2.1, “ Sending Messages,” on page 17.
or

Edit an existing message, as described in Section 2.9, “Editing Existing Messages and
Replies,” on page 23.

2 Click the Attachment icon & .
3 Click either Insert Image or Insert File, depending on the type of file that you want to attach.
The Add File dialog box is displayed.

Add File

Upload from your computer

Cancel

4 Click Browse, browse to the file that you want to attach, then click Add File.
Thefileis added inline in the message.

2.15.2 Attaching Files at the End of a Message

1 Begin creating a message, as described in Section 2.1, “ Sending Messages,” on page 17.
or

Edit an existing message, as described in Section 2.9, “Editing Existing Messages and
Replies,” on page 23.

2 Click the Attachment icon & .
3 Click Attach File.
The Add File dialog box is displayed.

Novell Vibe Cloud User Guide



Add File

Upload from your computer

4 Click Browse, browse to the file that you want to attach, then click Add File.
Thefileisadded at the end of the message.

2.16 Linking to an External Web Site or Vibe
Page

You can add links to external Web sites. Also, you can add links to pages on the Vibe site (such as
the BigList of agroup you arein).

1 Navigate to the page that you want to link to, then copy the URL from your browser.
2 Begin creating a message, as described in Section 2.1, “ Sending Messages,” on page 17.
or

Edit an existing message, as described in Section 2.9, “Editing Existing Messages and
Replies,” on page 23.

3 Click theLinkicon ==, then click Link to webpage.
4 Inthe Enter URL field, paste the URL of the Web site or Vibe page that you copied in Step 1.
5 Click Done.

2.17 Linking to a Message on the Vibe Site

You can link to messages by searching for them with key words, or you can link to messages by
using the URL.

+ Section 2.17.1, “Linking to Messages by Searching,” on page 27
+ Section 2.17.2, “Linking to Messages Using aURL,” on page 28

2.17.1 Linking to Messages by Searching

You can create alink to amessage if you know key words that the message contains.

1 Begin creating a message, as described in Section 2.1, “ Sending Messages,” on page 17.
or

Edit an existing message, as described in Section 2.9, “Editing Existing Messages and
Replies,” on page 23.

2 Click theLinkicon =2, then click Link to Vibe message.
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Select Message

Search Enter URL

Enter Search Text:

Cancel m

3 Onthe Search tab, in the Enter Search Text field, specify text from the message that you want
to link to, then click Search.

4 Select the message that you want to link to, then click Done.

2.17.2 Linking to Messages Using a URL

You can create alink to a message by using the URL of the message that you are linking to.
1 Navigate to the message that you want to link to, click \Visit, then copy the URL from your
browser.
2 Begin creating a message, as described in Section 2.1, “ Sending Messages,” on page 17.
or

Edit an existing message, as described in Section 2.9, “Editing Existing Messages and
Replies,” on page 23.

3 Click theLinkicon =2, then click Link to Vibe message.

Select Message

Search Enter URL

Enter Search Text:

Cancel m
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4 Click the Enter URL tab, then in the Enter Vibe Message URL or ID field, paste the URL that
you copied in Step 1.

5 Click Search.
6 Select the message or page that you want to link to, then click Done.

2.18 Using Keyboard Shortcuts in Messages

Vibe messages support the following keyboard shortcuts (on Mac, substitute ctrl with Cmd):

Shortcut Function

Ctrl+b Bold

Ctrl+i Italic

Ctrl+u Underline
Ctrl+Shift+b Bulleted list
Ctrl+Alt+0 Removes the style from a heading
Ctrl+Alt+1 Heading level 1
Ctrl+Alt+2 Heading level 2
Ctrl+Alt+3 Heading level 3
Ctrl+Alt+4 Heading level 4
Ctrl+Alt+5 Heading level 5
Ctrl+Shift+| Justify text left
Ctrl+Shift+e Justify text center
Ctrl+Shift+r Justify text right
Ctrl+Shift+j Justify text full

Ctrl+Backspace

Ctrl+Delete

Deletes the entire word to the left of the cursor

Deletes the entire word to the right of the cursor
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Managing Users You Are
Following

You can manage the Novell Vibe Cloud users you are following in severa ways.

+ Section 3.1, “Following Users,” on page 31

+ Section 3.2, “Configuring Settings for Displaying Users and Groups,” on page 31
Section 3.3, “ Sorting Users and Groups That You Follow,” on page 31

*

*

Section 3.4, “Displaying Users,” on page 32

*

Section 3.5, “Viewing All Messages from aUser,” on page 34

3.1 Following Users

For information on how to follow users and display them in your Who | Follow list, see Section 1.5,
“Following Users and Groups,” on page 13.

3.2 Configuring Settings for Displaying Users
and Groups

You can configure your Who | Follow list to display only users, only groups, or to hide users
pictures.

1 Inthe Navigation Panel, click the Configureicon ﬂ to modify how the users and groups that
you are following are displayed in the Who | Follow list, and to modify what is displayed.
Select or deselect the following configuration options:

Show groups:. Displays al groups that you are following.
Show people: Displaysall users that you are following.

Show avatars: Displaysthe avatars (profile pictures) of the users and groups that are displayed
in your Who | Follow list.

Favoritesfirst: Displays your favorite users and groups at the top of the Who | Follow list.

For information on how to mark a user or group as a Favorite, see Section 3.3.2, “Configuring
Users and Groupsto Always Appear at the Top of the Who | Follow List,” on page 32.

3.3 Sorting Users and Groups That You Follow

You can sort the users you are following in your Who | Follow list in various ways, including by
name, relevance, and favorites.

+ Section 3.3.1, “Sorting Users and Groups That You Follow by Name and Relevance,” on
page 32

+ Section 3.3.2, “Configuring Users and Groups to Always Appear at the Top of the Who |
Follow List,” on page 32

Managing Users You Are Following
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3.3.1 Sorting Users and Groups That You Follow by Name and
Relevance
1 Inthe Navigation Panel, click the Configureicon H to modify the order in which the usersand
groups are displayed in the Who | Follow list.
Select one of the following configuration options:
Sort by name: Sortsthe Who | Follow list in alphabetical order.

Sort by relevance: Sortsthe Who | Follow list with the users or groups who have made the
most recent postings to the Vibe site displayed at the top of the list.

3.3.2 Configuring Users and Groups to Always Appear at the
Top of the Who | Follow List

To emphasize certain users or groups, you can mark them as a Favorite to ensure that they are
always displayed at the top of your Who | Follow list.

Marking users as Favoritesin the Who | Follow list can make it easier to quickly locate users you
often communicate with.

1 Inthe Navigation panel, mouse over the user you want to display at the top of your Who |
Follow list.

3 barbara
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-J k ‘}

Y4 email  rbradley@ACME.com
office +1(416)80015393010
mobile  +1(416)80015351838

16 following 5 followers 11 posts

2 Inthe upper right corner of the abbreviated user profile, click the dimmed Sar icon |

3.4 Displaying Users

+ Section 3.4.1, “Displaying All the Users You Are Following,” on page 32
+ Section 3.4.2, “Displaying All Users on the Vibe Site,” on page 34

3.4.1 Displaying All the Users You Are Following

Names of the users you are following are aways displayed in the Navigation panel. However, you
might want to see additional information about each user you are following.

+ “Displaying the Names of Users You Are Following” on page 33
+ “Displaying Additional Information for Users You Are Following” on page 33

Novell Vibe Cloud User Guide



Displaying the Names of Users You Are Following

1 Refer tothe Who | Follow list in the Navigation Panel.

# Home
= My Feed 2% My Groups
= Direct @ By Me
1T Deleted E Drafts
Whol Follow o

g Adaele deFalaise
% Adam Marsden

S

o, Adam's new group 6
ar

F‘! Amber 5anders

E Amy Fitzgerald

ﬁ Barbara Fuller

g Brad Buchanan
E Bruce Richardson
E_ Christie Zervos

% David Decker
o Everybody 0

| Getting Started (]

:?! Greg \"anAlfen

6 Heike Winzen

Thislist includes al the users you are currently following.

Displaying Additional Information for Users You Are Following

You can see alist of usersthat contains more information about each user, such as how many users
they are following and how many are following them, and how many posts they have made.

1 Click Home to navigate to the Home view.
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2 Click the People

ﬁ Amber Sanders | 10 1ol
W4

BigList Feople
ew Group

tab.

lowing 4 followers 14 posts

- o « 4 id1otii »  sp Suggested People
‘:! Brad Buchanan
Adam Horden
Adaim Marsden is Vice President of Marketing at Acme Corp. Betore joining J§) Amy Fitzgerald
Folloving 4 #eme Corp., Mr... full profis .
Peaple 4 follovvers 1 posts Kelly Ritter
Grngs 1—,},& Ty Hendrickson
Pending
ited D Amber Sanders s
N \ Amber Senders i o Warketing Manager for Acme Corp, Before her time wil S g ested Groups
; ! #cme Corp, she... full profile CPEFEEREEEELTR
erdlng Atollorwers 14 posts -
all_for by me
. R iy
ort By:
e
Barbara Fuller
m A B E {  Bathara Fuller is the HR Director at Acme Corp. She began her carest as & files_for sxing
Training Assi... full profile... -
S 0 N 10 followers 107 posts
R
[

2 Julio Perez
Julio Perez is a Sales Executive st Acme Corp. He gradsted with honors:

from Califorria . full profile
1 followers 1 posts

HKeith Jenkins

Keith Jerking wiorks in Tech Support at Acme Carp. He samed his AAS
degree in Computer .. full prafile...

3 follovvers 38 posts

™8 Lois Price

To view more information about each user, see the user’s personal profile, as described in

Section 1.8, “Viewing

aUser’sor Group's Profile,” on page 15.

3.4.2 Displaying All Users on the Vibe Site

1 Click Find People and Groups in the Navigation panel.
2 Click Peopleto sort thislist to include only people.

Find People & Gro

i Q

Follower Count

ups from everywhere

Search Q New Group +

All 4 Barbara Fuller
Falprofi

32 followers 544 posts
Groups
o Louis Price

B ootning rul profie..

acme Inc — 12 followers 107 posts

Sort By: Ratna Prasad

Ratna Prasad serves as an [T Consultant for Acme

Maec

D
G H I J K
N O P R
u v awxYy

N ow
- ="

"™ Xhou Xing
ﬁ-f Xhou Xing serves as Legal Counsel for Acme Corp
Bl Cringing 20 years of expertise to the ... full profile...

Corp. Before her time with Acme Corp
12 followers 58 posts

full profile

11 followers 165 posts

All of the users on the Vibe site are displayed.

You can easily start to follow the people that you aren’'t yet following by clicking Follow. You

can a so send messages to another user by clicking Message.

1-250f 10358

> L1 g

Folowing

Foliowing +

Falowing

Falowing

3.5 Viewing All Messages from a User

You can view all the messages that a particular user has posted if you have sufficient permissions.
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By default, you can view only messages that users have posted to their personal feeds. For more
information about access rightsin Vibe, see Chapter 9, “Limiting Access to Messages and Groups,”
on page 65.

+ Section 3.5.1, “Viewing All Messages from a User You Are Following,” on page 35
* Section 3.5.2, “Viewing All Messages from a User You Are Not Following,” on page 35
3.5.1 Viewing All Messages from a User You Are Following
1 Click the user’s namein your Who | Follow list.
The user’'s home page is displayed, and al of the user’s messages are displayed.
3.5.2 Viewing All Messages from a User You Are Not Following

1 Inthe Navigation panel, click Find People and Groups, then locate the user in the list of
existing users.

2 Click the name of the user.
The user’'s home page is displayed, and all of the user’'s messages are displayed.
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Managing Groups

Groupsin Novell Vibe Cloud consist of various users who share a common purpose.

Section 4.1, “ Creating a Group,” on page 37

Section 4.2, “Deleting a Group,” on page 39

Section 4.3, “Modifying an Existing Group,” on page 39

Section 4.4, “ Setting Up Permissions For a Group,” on page 40

Section 4.5, “Designating Group Administrators,” on page 41

Section 4.6, “Removing Users from a Group,” on page 41

Section 4.7, “ Sending a Message to a Group,” on page 41

Section 4.8, “Following a Group,” on page 41

Section 4.9, “Inviting Another User to Be a Follower of Your Group,” on page 41
Section 4.10, “ Accepting Invitations to Follow Groups,” on page 42

Section 4.11, “Displaying All of the Groups You Are Following,” on page 43
Section 4.12, “Viewing All Messages Posted by All Groups You Are Following,” on page 43
Section 4.13, “Viewing All Messages Posted to a Particular Group,” on page 44

Section 4.14, “ Controlling Notifications You Receive From the Groups You Are Following,”
on page 44

4.1 Creating a Group

1 Click New Group in the Navigation panel.

Create Profile cancel (EEERY

Group Name

Group Name: \new group

URL: http:/fvibe.novell.com/|

Display name as: @ Text ' Banner Image

Permissions

Group Visibility (Who is the group's existence visible to?):  © Open @ Organization O Private

show addticnal seftings

>S4

Edit

Table of Contents

© add messages

cancel QEETIRS
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2 Specify the following information for the group:
Group Name: Specify aname for your group.

URL: Specify aURL for the group. Users can use this URL to navigate directly to the group
page.

Display name as: Select how you want to display the group name. You can display the name
as plain text or as agraphical image.

Permissions: You can set up the following permissions for your group (click show additional
settings to view all of the following settings):

+ Group Visibility: Select whether you want the group to be open and visibleto all users, to
members of the organization only, or to followers only.

+ Follow Requesting/M essage Visibility: Select one of the following options:
+ Any user can follow the group without making a request
+ Users must request approval from the group leader before they are admitted to the
group
+ Users cannot make requests for group membership
+ Contribution: Select one of the following options:
+ Any follower can add messages and replies
+ Any follower can add replies; only group administrators can add messages
+ Only group administrators can add messages and replies

For information on how to add followers, see Section 4.9, “Inviting Another User to Be a
Follower of Your Group,” on page 41.

+ Allowed to Email Group: Select one of the following options:
+ Any follower
+ Only Admins
+ Noone

Description: In the field next to the group avatar, specify the text that you want to display
below the group avatar in the Profile tab. For example, you might provide a high-level
overview of the purpose of the group.

Table of Contents: Create links to messages in the Vibe site. Drag and drop individual linksto
re-order the existing content.

To create additional links, click the plusicon & . To delete existing links, click the minusicon
Q.

For more information on using Table of Contents, see Section 6.3, “Linking to Messages by
Using a Table of Contents,” on page 50.

3 When you are modifying a group as described in Section 4.3, “Modifying an Existing Group,”
on page 39, you can specify the following additional information:
URL : Displaysthe URL for the group page. Use this URL to navigate directly to the group
page.

Email: Displays the group e-mail address. Use this e-mail address to submit messages to the
group feed viae-mail. You must have rights to post messages to the group feed in order to
submit messages via e-mail.

The e-mail addressis generated from the information that you provide for the group URL.
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Organization Information: Specify the organization that this group isapart of (depending on
previous settings configured by your Vibe administrator, this might already be chosen for you).
You can modify your group visibility in the Permissions section.

To create additiona fields, click the plusicon €. To delete existing fields, click the minusicon
Q.

L eader ship Information: Specify leaders for your group. Leaders do not have additional
rights within the group. They are simply contacts for other members of the group.

To create additiona fields, click the plusicon €. To delete existing fields, click the minusicon
Q.

4 Click Save.

4.2 Deleting a Group

After agroup has been created, it cannot be deleted. However, you can modify the group attributes
such as the group name and URL, as described in Section 4.3, “Modifying an Existing Group,” on

page 39.

4.3 Modifying an Existing Group

1 Inthe Navigation panel, inthe Who | Follow list, click the group that you want to modify, then
click the Profile tab.

2 Inthe upper right corner of the page, click Edit Profile.
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Edit Profile cancel (R

Group Name

Group Name: Marketing

URL: http:/fvibe_novell com/marketing

Display name as: @ Text () Banner image

Permissions

Group Visibility (Who is the group's existence visible t0?): organization

show addtional settings

> S

Edit

http:/iepharmaco.com/marketing

marketing@epharmaco.com

Organization Information

organization
© add new field

Leadership Information

-] -]

© add new field

Table of Contents

© add messages

cancel (EEIERS

3 Modify the group settings as desired.

For information about the settings that you can modify, see Step 2 in Section 4.1, “Creating a
Group,” on page 37.

4 Click Save.

4.4 Setting Up Permissions For a Group

Permissions define who can do what in connection with the group.
You can set up permissions for existing groups or for groups that you are creating.

For information on how to set permissions when you create a group, see Section 4.1, “Creating a
Group,” on page 37.

For information on how to set permissions when you modify an existing group, see Section 4.3,
“Modifying an Existing Group,” on page 39.
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4.5 Designating Group Administrators

Administrators have special privileges within a group. Administrators can edit the group profile (as
described in Section 4.3, “Modifying an Existing Group,” on page 39), designate other group
administrators, and add or remove group members. Also, depending on the group permissions,
administrators might be the only members who can add messages to the group feed.

To make a group member a group administrator:

1 Navigate to the group where you want to select a group administrator.
2 Click the People tab to display al members of the group.

3 Click the drop-down arrow next to the name of the user who you want to make a group
administrator.

4 Click Admin.
To make a group administrator aregular group member:

1 Navigate to the group where you want to change a group administrator to aregular group
member.

2 Click the People tab to display al members of the group.

3 Click the drop-down arrow next to the name of the group administrator you want to make a
regular group member.

4 Click Member.

4.6 Removing Users from a Group

1 Navigate to the group where you want to remove a user.

2 Click the People tab to display al members of the group.

3 Click the drop-down arrow next to the name of the user you want to remove from the group.
4 Click Remove.

4.7 Sending a Message to a Group

You can send a message to a group feed, as described in Section 2.1.4, “ Sending a Message to a
Group,” on page 19.

4.8 Following a Group

For information on how to follow agroup in Vibe, see Section 1.5, “Following Users and Groups,”
on page 13.

4.9 Inviting Another User to Be a Follower of
Your Group

If you are a group administrator and you want a specific user to follow your group and have the
group’s activity displayed in hisor her BigList, you can invite that user to be afollower of the group.

Managing Groups
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Only after agroup is aready created can you invite users to follow the group.

1 Navigate to the group’s home page by clicking the group name in the Navigation panel.
2 Click the People tab.

Marketing | 1 folowers 0 posts

=Sy

1-20f2

O (3 Adam Marsden L

Pending % Adam Marsden is Vice President of Marketing at Acme

& Corp. Before joining Acme Corp., Mr... full profile...
8 folowers 6 osts
acme Inc Rashelle Bradley (§ ~
b Rashelle Bradley serves as a Marketing Manager for
Sort By: ) Acme Corp. Before her time with Acme.__ full profile
First Name [+] 5 followers 11 posts
[l 1-20f2

3 Click Invite Followers.

4 Inthelnvite Followersto Group field, begin typing the name of the user you want to follow the
group, then click the name in the drop-down list.

5 Repeat Step 4 to invite additional users.
6 Click Done.

4.10 Accepting Invitations to Follow Groups

You can accept invitations to follow a group from within an e-mail notification or from within the
Vibeinterface.

+ Section 4.10.1, “ Accepting Invitations from an E-Mail Notification,” on page 42
+ Section 4.10.2, “ Accepting Invitations from the Vibe Interface,” on page 42

4.10.1 Accepting Invitations from an E-Mail Notification

When you are invited to follow agroup in Vibe, you receive an e-mail invitation. Simply follow the
instructionsin the e-mail invitation to become afollower of the group.

If you have disabled e-mail natifications for group invitations as described in Section 8.3,
“Modifying Notification Settings for Following,” on page 62, you can accept an invitation directly
from the Vibe interface, as described in Section 4.10.2, “ Accepting Invitations from the Vibe
Interface,” on page 42.

4.10.2 Accepting Invitations from the Vibe Interface

You can accept invitations to follow groups directly from Vibe:

1 Click Home to navigate to your personal home page.

2 Inthe upper right corner of the page, click To Da’s, then click group invitations.
3 Locate the group invitation.
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Marketing €5

full profile. .. You have been invited to join Marketing.

4 Click Accept if you want to follow the group.

4.11 Displaying All of the Groups You Are
Following

1 Click Home in the Navigation panel to navigate to your personal home page.
2 Click the People tab.
3 Inthe Following section on the left side of the page, click Groups.

All of the groups that you are currently following are displayed.

% Adam Marsden | 22 folowing 8 followers 6 posts m
Search Q New Group + 1-50f5
All Adam's new group [
Following @ .
Peonle full profile...
P 4 followers 5 posts
Pending Everybody € Following
Invited full profile...
‘l 23 followers 9 posts
Followers
Pending Getting Started & R
he place to come to
Sort By: learn how to get started
First Name [=] with Vibe. full profile...
9 followers 0 posts
M e
G " Marketing € i
full profile...
‘I. 1 followers O posts
Following

Marketing Team
a Organizational marketing

technigues discussed ful

profile...

7 followers § posts

New Group + 1-50f5

4.12 Viewing All Messages Posted by All Groups
You Are Following

You can quickly see the latest activity in the groups that you are following. Thisis helpful if you
want to filter out messages that have been posted by the people you are following. For more

information, see Section 6.4.2, “Displaying All Messages from All Groups You Are Following,” on
page 52.
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4.13 Viewing All Messages Posted to a Particular
Group

* Section 4.13.1, “Viewing All Messages Posted to a Group You Are Following,” on page 44
* Section 4.13.2, “Viewing All Messages to a Group You Are Not Following,” on page 44

4.13.1 Viewing All Messages Posted to a Group You Are
Following

1 Click the name of the group in your Who | Follow list.
2 Click the BigList tab.

The group’s home page is displayed, and all of the messages that have been posted to the group
are displayed.

4.13.2 Viewing All Messages to a Group You Are Not Following

Your ability to view messages that have been posted to a group that you are not following depends
upon the permissions that have been defined for the group. For more information about setting
permissions for a group, see Section 9.4, “Limiting Access to Groups,” on page 68.

1 Inthe Navigation panel, click Find People and Groups, then locate the group in the list of
existing groups.

2 Click the name of the group, then click the BigList tab.
The group’s home page is displayed, and all of the group’s messages are displayed.

4.14 Controlling Notifications You Receive From
the Groups You Are Following

E-mail notifications are a good way to stay informed about activity in the groups that you are
interested in. You can receive more e-mail notifications, or fewer notifications, depending on your
personal preference.

For information about how to change your notification settings for groups, see Section 8.5,
“Modifying Notification Settings for Groups,” on page 63.
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Working Together in Real Time

+ Section 5.1, “Viewing Presence Information,” on page 45
+ Section 5.2, “Changing Your Presence Status,” on page 45
+ Section 5.3, “Co-Editing Messages in Real Time,” on page 45

5.1 Viewing Presence Information

Novell Vibe Cloud enables you to see when other users are online, when they are away, and when
they are offline. Knowing when users are available makes real-time collaboration more efficient.

Presence information is represented by a colored triangle in the lower right corner of auser’s profile
picture. The color of the triangle represents the user’s presence status, as shown in the following
table.

Status Icon

Online "_, Green triangle
Inactive ‘ Orange triangle
Away ')‘ Red triangle
Offline ‘ No triangle

5.2 Changing Your Presence Status

You can update your presence status to appear as Online, Away, or Invisible.

1 Fromany pagein Vibe, click your name in the upper right corner of the page.
2 Click Online, Away, or Invisible.

5.3 Co-Editing Messages in Real Time

Vibe enables multiple users to simultaneously edit the same message.

1 Navigate to a message that you want to edit.
2 Inthe upper right corner of the message, click Visit.
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frner Sombrs 152 (i ] b vistors ]

i v
l_u tags | make uneditable | hide recipients (3}

E Amber Sanders = ﬂ Barbara Fuller = i Keith Jenkins »

Visitors
k,_" Amber Sanders
Team Meeting:

Hi Team,

Just a reminder about the team meeting today. Come prepared to share your latest accomplishments regarding your current
projects.

-Amber

= & == H Theme

Slyle~ Font- Size B I U 5 A %

discard

Now that you are visiting the message, you can edit it.

To seewho else is currently visiting the message, look in the Visitors section.
3 Click Edit in the upper right corner of the page.
4 Begin editing the message.

All userswho are currently visiting the message can edit the same message simultaneously.
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Organizing Vibe Data

Novell Vibe Cloud provides various ways that you can organize your data.
* Section 6.1, “Using Tags,” on page 47
+ Section 6.2, “ Starring Messages,” on page 49
+ Section 6.3, “Linking to Messages by Using a Table of Contents,” on page 50
+ Section 6.4, “Displaying Different Types of Messages,” on page 52

6.1 Using Tags

Tags are keywords that categorize a message. Tagging functionality in Vibe enables you to create
virtual containers for messages. Like using foldersin your e-mail, you can categorize information,
and then come back to it at alater time.

You apply tags to messages, then on any given page you can search for all messages that contain a
particular tag. If there are no messages on a page that contain a particular tag, the tag is not

displayed.
+ Section 6.1.1, “Tagging aMessage,” on page 47
+ Section 6.1.2, “Viewing Tagged Messages,” on page 48

6.1.1 Tagging a Message

You can tag messages with global or personal tags. You can create new tags to apply to messages, or
you can apply existing tags to messages.

When one or more tags have already been applied to a particular message, the tags are displayed in
the Tag dialog box, in the Entry Tags column.

To apply a new tag to amessage and to view the tags that have already been applied to the message:

1 Mouse over the message that you want to tag.
2 Inthe upper right corner of the message, click the Tagicon < .
The Tag dialog box is displayed.
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Tag Market Research

@ Personal Tag ' Global Tag

Entry Tags

3 Select either Personal Tag or Global Tag, depending on the type of tag that you want to apply
to the message.

Personal tags are invisible to all other users but you. Use personal tags to organize information
in away that makes sense to you.

Global tags are visible to all Vibe users who have rights to see a Vibe message where the tag
has been applied. If auser does not have rights to view a message where the tag has been
applied, the user isnot ableto seethetag inthelist of global tags. Create global tagsonly if you
want other users to see and use them. Name the tag something that makes sense to other users.

4 Begin typing the name of the tag into the provided field.

5 If atag aready exists with the desired name, select it from the drop-down list to apply the
existing tag to the message.

or

If the name does not appear in the drop-down lit, finish typing the name of the tag, then click
the Plusicon @ to apply the new tag to the message.

6 Click Save.

6.1.2 Viewing Tagged Messages

Tags are displayed in alphabetical order in the Refine section, in the upper left corner of the BigList.
Tags are displayed only on pages that contain messages that have been tagged with that particular
tag.
For example, if you know that various messages have been tagged with the global tag “Marketing,”
the “Marketing” tag is displayed only on pages where messages that have been tagged with the
“Marketing” tag are displayed.

+ “Viewing All Messages That Have Personal Tags’ on page 49

+ “Viewing Messages That Have a Specific Personal Tag” on page 49

+ “Viewing All Messages That Have Global Tags’ on page 49

+ “Viewing All Messages That Have a Specific Global Tag” on page 49
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Viewing All Messages That Have Personal Tags

1 Click Home to navigate to your Home view.
2 Inthe Refine section, in the upper left corner of the BigList, click All My Tags.
Vibe displays all messages on this page that you have tagged with any of your personal tags.

Viewing Messages That Have a Specific Personal Tag

1 Click Home to navigate to your Home view.

2 Inthe Refine section, in the upper left corner of the BigList, click the specific personal tag for
messages that you want to view.

For example, suppose that you are a member of a sales team and you are working on alarge
salesdedl. You have marked messages about this deal with a personal tag called Important. You
click the Important tag.

Vibe displays all messages that you have tagged with this specific personal tag. For example,
all messagesthat are about the large sales deal and that have been tagged with the Important tag
are displayed.

Viewing All Messages That Have Global Tags

1 Click Home to navigate to your Home view.
2 Inthe Refine section, in the upper left corner of the BigList, click All Global Tags.
3 Vibedisplays all messages on this page that you have tagged with any global tag.

Viewing All Messages That Have a Specific Global Tag

1 Click Home to navigate to your Home view.

2 Inthe Refine section, in the upper left corner of the BigList, click the specific global tag for
messages that you want to view.

For example, suppose that your organization has tagged all messages about corporate news
with atag called News. To quickly view all corporate news memos, you click News in the
Global Tags section.

Vibe displays all messages that are tagged with this specific global tag. For example, all
messages about corporate news and that have the News tag are displayed.

6.2 Starring Messages

You can mark important messages with a star. You can then filter the BigList to display only
messages that have been marked with a star, as described in Section 6.4.6, “ Displaying All Starred

Messages,” on page 53.
1 Navigate to the message that you want to mark with a star.

2 Mouse over the message, then click the Sar icon |,
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6.3 Linking to Messages by Using a Table of
Contents

Tables of contents enable you to create links to messages in the Vibe site. You can create tables of
contents on your personal profile page or on agroup profile page.

+ Section 6.3.1, “Creating Links,” on page 50

+ Section 6.3.2, “Changing the Order of Linksin the Table of Contents List,” on page 51

6.3.1 Creating Links

You can link to messages in Vibe that contain information that is relevant to you or to the group that
you are modifying. You can link to messages by searching for them, or by pasting in the URL of the

message.
+ “Creating aLink by Searching for aMessage” on page 50
+ “Creating aLink by Pasting the URL of a Message” on page 51

Creating a Link by Searching for a Message

1 Modify your personal profile, as described in Section 1.7, “Updating Your Profile,” on page 14.
or

Create or modify agroup, as described in Section 4.1, “ Creating a Group,” on page 37 and
Section 4.3, “Modifying an Existing Group,” on page 39.

2 Inthe Table of Contents section, click the plusicon @ to create anew link.

Select Message

Search Enter URL

Enter Search Text:

Cancel m

3 Onthe Search tab, in the Enter Search Text field, specify all or part of the message that you
want to search for, then click Search.

4 Inthelist of search results, select the message that you want to link to, then click Done.
5 Click Save to save your changes.
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Creating a Link by Pasting the URL of a Message

1 Obtain the URL for the message that you want to link to:

la To obtain this URL, navigate to the entry and click Visit in the upper right corner of the
entry.

1b Copy the URL from the browser.

2 Modify your personal profile, asdescribed in Section 1.7, “Updating Your Profile,” on page 14.

or

Create or modify agroup, as described in Section 4.1, “ Creating a Group,” on page 37 and
Section 4.3, “Modifying an Existing Group,” on page 39.

3 Inthe Table of Contents section, click the plusicon @ to create anew link.

Select Message

Search Enter URL

Enter Search Text:

Cancel m

4 Click the Enter URL tab.

5 Inthe Enter Vibe Message URL or ID field, paste the URL of aVibe entry that you obtained in
Step 1, then click Done.

6 Click Saveto save your changes.

6.3.2 Changing the Order of Links in the Table of Contents List

You can easily change the order of existing links in the table of contents list by dragging alink and
dropping it in the desired location.

1 Modify your personal profile, as described in Section 1.7, “Updating Your Profile,” on page 14.

or

Create or modify agroup, as described in Section 4.1, “ Creating a Group,” on page 37 and
Section 4.3, “Modifying an Existing Group,” on page 39.

2 Inthe Table of Contents section, drag the link that you want to move and drop it in the desired
location.

3 Click Save to save your changes.
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6.4 Displaying Different Types of Messages

* Section 6.4.1, “Displaying All Messages from All Users and Groups You Are Following,” on
page 52
* Section 6.4.2, “Displaying All Messages from All Groups You Are Following,” on page 52

* Section 6.4.3, “Displaying All of Your Private Messages,” on page 52

+ Section 6.4.4, “Displaying All Messages That Contain Attachments,” on page 52
+ Section 6.4.5, “Displaying All Unread Messages,” on page 53

+ Section 6.4.6, “Displaying All Starred Messages,” on page 53

+ Section 6.4.7, “Displaying and Restoring Your Deleted Messages,” on page 53

6.4.1 Displaying All Messages from All Users and Groups You
Are Following

Vibe enables you to immediately get up to speed on conversations by seeing the latest activity
among the people and groups you are following.

1 Click the Home button in the Navigation panel.

All messages that have been posted to user or group feeds by the users and groups you are
following are displayed. The messages that you have sent to your personal feed are also

displayed.

6.4.2 Displaying All Messages from All Groups You Are
Following

You can quickly see the latest activity in the groups that you are following. Thisis helpful if you
want to filter out messages that have been posted by the people you are following.

1 Click My Groupsin the Navigation panel.
All messages that have been posted to group feeds for groups you are following are displayed.

6.4.3 Displaying All of Your Private Messages

Like apersonal Inbox and Outbox, Vibe stores all of your private messages in one convenient
location.

To access all private messages that you have both sent and received:

1 Click the Direct button in the Navigation panel.

6.4.4 Displaying All Messages That Contain Attachments

If you are looking for a specific document that you know has been attached to a messagein Vibe,
you can quickly display all messages that contain attachments.

1 Click the Home button in the Navigation panel.
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2 Inthe Refine section in the upper left corner of the BigList, select Has Attachments.
All messages containing attachments are displayed.

6.4.5 Displaying All Unread Messages

You can quickly display al unread messages.

1 Click the Home button in the Navigation panel.
2 Inthe Refine section in the upper left corner of the BigList, select Unread.
All unread messages are displayed.

6.4.6 Displaying All Starred Messages

You can quickly display all messages that have been marked with a star. For information about how
to mark a message with a star, see Section 6.2, “ Starring Messages,” on page 49.

1 Click the Home button in the Navigation panel.
2 Inthe Refine section in the upper left corner of the BigList, select Sarred.
All messages that have been marked with a star are displayed.

6.4.7 Displaying and Restoring Your Deleted Messages

When you delete a message in Vibe, it is hidden from your view, but other users are still able to see
it. You can view a message that you have deleted, or you can restore the message to its previous
location.

+ “Viewing a Deleted Message”’ on page 53
+ “Restoring a Deleted Message” on page 53

Viewing a Deleted Message

1 Click Deleted in the Navigation panel.

Restoring a Deleted Message

1 Mouse over the message that you want to restore, then click the Restore icon

Organizing Vibe Data
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Managing Files

Novell Vibe Cloud enables you to upload, share, and manage your persona and group files.

All files that are added to the Filestab in your Home view are visible only to you. You cannot view
another user’sfiles.

+ Section 7.1, “Displaying Files,” on page 55

* Section 7.2, “Creating Sub-Folders for Files,” on page 55

+ Section 7.3, “Viewing a PDF Version of aFile,” on page 56

+ Section 7.4, “Uploading aFile,” on page 56

+ Section 7.5, “Downloading aFile,” on page 56

+ Section 7.6, “Deleting aFile,” on page 56

+ Section 7.7, “Tagging aFile,” on page 56

+ Section 7.8, “Locking aFile,” on page 57

+ Section 7.9, “Sorting Files,” on page 57

+ Section 7.10, “ Synchronizing Files between Vibe and Your Local Directory (Coming Soon),”
on page 57

7.1 Displaying Files

You can quickly display al filesin your Home view or in any group where you are a member. Files
in your Home view are personal files that other users cannot see. Filesin agroup are visible to al
group members.

1 Click Hometo navigate to your Home view, or navigate to the group home page as described in
Section 4.13, “Viewing All Messages Posted to a Particular Group,” on page 44.
2 Click theFilestab.

All filesin the Filestab are displayed. To see only filesthat are located within a specific sub-
folder, click the sub-folder.

7.2 Creating Sub-Folders for Files

You can organize files by creating sub-folders for filesin your Home view or in any group where
you are a member.

1 Click Hometo navigate to your Home view, or navigate to the group home page as described in
Section 4.13, “Viewing All Messages Posted to a Particular Group,” on page 44.

2 Click the Filestab.

3 Click New Folder.

4 Inthe Folder name field, specify a name for the folder, then click Create Folder.

Managing Files
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7.3 Viewing a PDF Version of a File

You can view the following file types as a PDF:

+ Microsoft Office
+ OpenOffice

Toview afileasaPDF:

1 Navigate to your home view or to the group where you want to upload the file.
2 Click theFilestab.

3 Mouse over thefile that you want to view as a PDF, then click the drop-down arrow in the
upper right corner of thefile.

4 Click View as PDF.

7.4 Uploading a File

1 Navigate to your home view or to the group where you want to upload the file.
2 Click theFilestab.
3 Drag afileand drop it into the Drag-and-Drop area.
or
Click Add Filesin the upper right corner of the page, browse to the file, then click Add File.

7.5 Downloading a File
You can download files that are posted to the Vibe site to your persona workstation.

1 Navigate to your home view or to the group from where you want to download thefile.
2 Click theFilestab.

3 Click the filename of the file that you want to download.

4 Savethefileto your persona workstation.

7.6 Deleting a File

1 Navigate to your home view or to the group where you want to delete the file.
2 Click theFilestab.

3 Mouse over thefile that you want to delete, then click the drop-down arrow in the upper right
corner of thefile.

4 Click Delete.

7.7 Tagging a File

1 Navigate to your home view or to the group where you want to tag thefile.
2 Click theFilestab.

3 Mouse over the file that you want to tag, then click the drop-down arrow in the upper right
corner of thefile.
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4 Click Tag.
5 Create apersonal tag or global tag, as described in Section 6.1.1, “ Tagging a Message,” on
page 47.

For more information about using tags, see Section 6.1, “Using Tags,” on page 47.

7.8 Locking a File

Locking afile prohibits other users from deleting the file or uploading afile with the same name and
replacing the existing file.

1 Navigate to your home view or to the group where you want to lock the file.

2 Click the Filestab.

3 Mouse over thefile that you want to lock, then click the drop-down arrow in the upper right
corner of thefile.

4 Click Lock.

7.9 Sorting Files

You can sort filesin the Files tab al phabetically or by most recently uploaded. This can be helpful in
locating a specific file.

1 Navigate to your home view or to the group where you want to sort files.

2 Click theFilestab.

3 Click Alpha to sort the files alphabetically, or click Recent to sort the files by most recently
uploaded.

7.10 Synchronizing Files between Vibe and Your
Local Directory (Coming Soon)

When you install the Vibe application on your workstation, folders are automatically created in your
personal file system for each group where you are a member. When you add files to one of these
folders, the file is automatically synchronized to the Filestab for the corresponding group in Vibe.
Conversely, when you add files to a group within Vibe, the files are synchronized to the
corresponding folders on your workstation.

For information on how to add files to a group in Vibe, see Section 7.4, “Uploading aFile,” on
page 56.

+ Section 7.10.1, “Installing Vibe on Your Workstation,” on page 58

+ Section 7.10.2, *Managing Vibe Files From Your Personal Workstation,” on page 58

+ Section 7.10.3, * Specifying the Local Directory Where You Want to Synchronize Vibe Files,”
on page 59

+ Section 7.10.4, “ Features That Are Coming Soon,” on page 59
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7.10.1 Installing Vibe on Your Workstation

To synchronize files between Vibe and your local directory, you must first install the Vibe
application on your workstation.

1 Download and run the Novellvibe-version.msi file.

1] Novell Vibe Setup L= i

Welcome to the Novell Vibe Setup Wizard

The Setup Wizard will install Novell Vibe on your computer,
Click Mext to continue or Cancel to exit the Setup Wizard.

Back MNext ] [ Cancel

2 Click Next.

3 Ensurethat | accept the termsin the License Agreement is selected, then click Next to accept
the license agreement.

4 Click Next to accept the default installation location.

or
Click Change, navigate to the desired installation location, click OK, then click Next.

5 Click Install to install the Novell Vibe application.
6 Click Finish to complete the installation.
The Vibeicon ® isadded to your notification area.

7.10.2 Managing Vibe Files From Your Personal Workstation

+ “Viewing Vibe Folders on Your Workstation” on page 58
+ “Adding, Deleting, and Moving Vibe Files on Your Workstation” on page 59

Viewing Vibe Folders on Your Workstation
To access Vibe folders on your personal workstation:

1 Inthe notification area on your personal workstation, double-click the Vibe icon &

The Vibe directory islaunched, which contains folders that represent each group for which you
areamember in Vibe.
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Adding, Deleting, and Moving Vibe Files on Your Workstation

You can manage Vibe files from your personal workstation in the same way that you manage any
other filesin your personal file system. You can add files, delete files, move files, and more.
1 Inthe notification area on your personal workstation, double-click the Vibe icon & .

The Vibe directory islaunched, which contains folders that represent each group for which you
are amember in Vibe. Open afolder to view the files that are associated with the group.

2 Add, delete, and move files as you would any files on your personal file system. Changes that
you make are reflected on the Vibe site.

7.10.3 Specifying the Local Directory Where You Want to
Synchronize Vibe Files

You can change the location of where Vibe files are displayed on your local directory if you are not
satisfied with the default location, if you are running low on disk space, and so forth.

Before you change the location of Vibe files on your workstation, be aware of the following:

+ You cannot change the location while async isin process.
+ |t can take a few minutes for the folders to be moved to a new location.
+ |f filesarelocked, the move fails.

To change the location of Vibe files on your workstation:

1 Inthe notification area on your personal workstation, right-click the Vibe icon &
2 Click Preferences.
The Novell Vibe Preferences dialog box is displayed.
3 Inthe File Synchronization Directory section, click Change.
4 Specify the new location, then click OK.

7.10.4 Features That Are Coming Soon

The following features will soon be available in the Novell Vibe desktop application:

+ Subfolder support

+ Auto-update

+ The ability to choose the folders you want to synchronize
+ Mac and Linux support

Managing Files
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Modifying Your Notification
Settings

E-mail notifications are a good way to stay informed about activity in the Novell Vibe Cloud site.
This section outlines the default notification settings, and describes how you can modify these
settings to suit your personal needs.

*

Section 8.1, “Understanding the Default Notification Settings,” on page 61
Section 8.2, “Moadifying Pop-Up Notification Settings,” on page 61
Section 8.3, “Modifying Notification Settings for Following,” on page 62
Section 8.4, “Modifying Notification Settings for Messages,” on page 62

+ Section 8.5, “Modifying Notification Settings for Groups,” on page 63

*

*

*

8.1 Understanding the Default Notification
Settings

By default, you are notified viae-mail of the following activities:

+ A user follows you or requests to follow you

+ A group requests you to be afollower of the group

+ A user requeststo join agroup for which you are an administrator

+ A user sends you a direct message, or you receive areply to a direct message

For more information on direct messages, see Section 2.1.2, “ Sending a Direct Message to
Another Vibe User,” on page 18.

+ A user posts a message to a group that you follow

8.2 Modifying Pop-Up Notification Settings

By default, a pop-up is displayed in your browser each time someone sends you a direct message.
(For more information on direct messages, see Section 2.1.2, “ Sending a Direct Message to Another
Vibe User,” on page 18.)

To modify the default pop-up notification settings:

1 Onany pagein Vibe, click Settingsin the upper right corner of the page.
2 Click Notices.
3 Inthe Pop-up Notifications section, select the notification options that you want.

Enable Pop-up Notifications. Select thisoption if you want to be notified with a pop-up when
auser sends you a direct message.

...in my browser: Select this option if you want the pop-up notification to be displayed in your
browser. If you select this option, you see the pop-up only when the Vibe siteis displayed on
your screen.

Modifying Your Notification Settings
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...on my desktop: Select this option if you want the pop-up notification to be displayed on
your desktop. If you select this option, you see the pop-up anytime the Vibe site is running,
even when the browser is minimized.

This option is available only with the following browsers:
+ Google Chrome
+ Internet Explorer with the Chrome Frame plug-in
4 Click Save.

8.3 Modifying Notification Settings for Following

E-mail naotifications are a good way to stay informed about who is following you, what groups
someone has assigned you to follow, and requests that users have made to follow a group for which
you are the administrator.

If you want to further customize the default notification settings that are described in Section 8.1,
“Understanding the Default Notification Settings,” on page 61, you can modify them to suit your
personal preferences.
1 Onany pagein Vibe, click Settingsin the upper right corner of the page.
2 Click Notices.
3 Inthe Notify me by Email when section, select the notification options that you want.
You receive e-mail notifications for each of the options that are selected.

A user followsmeor requeststo follow me: You receive an e-mail notification each timea
user follows you or requests to follow you.

A group adds me as a follower or requeststo add me: You receive an e-mail notification
each time a group adds you or requests to add you as a follower of the group.

A user requeststojoin agroup that | am an admin of: You receive an e-mail notification
each time a user requests to join agroup for which you are the administrator.

4 Click Save.

8.4 Modifying Notification Settings for Messages

E-mail naotifications are a good way to stay informed about messages that you receive in Vibe.

If you want to further customize the default notification settings that are described in Section 8.1,
“Understanding the Default Notification Settings,” on page 61, you can modify them to suit your
personal preference.
1 Onany pagein Vibe, click Settingsin the upper right corner of the page.
2 Click Notices.
3 Inthe Send a Copy to my Email for section, select the notification options that you want.
You receive e-mail notifications for each of the options that are selected.

Direct Messagesto me: You receive an e-mail notification each time a user sends you adirect
message.

...and replies: You receive an e-mail notification each time a user replies to a direct message
thread that you are participating in.
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For more information on direct messages, see Section 2.1.2, “ Sending a Direct Message to
Another Vibe User,” on page 18.

New Poststo My Feed: You receive an e-mail notification each time a user posts a message to
your personal feed.

Repliesto My Feed: You receive an e-mail notification each time a user replies to a message
that you posted to your personal feed.

...from only those | follow: You receive an e-mail notification each time auser that you follow
replies to a message that you posted to your personal feed. When a user you are not currently
following replies to a message that you posted to your personal feed, you do not receive a
notification.

4 Click Save.

8.5 Modifying Notification Settings for Groups

E-mail notifications are a good way to stay informed about activity in the groups that you are
interested in.

If you want to further customize the default notification settings that are described in Section 8.1,
“Understanding the Default Notification Settings,” on page 61, you can modify them to suit your
personal preference.

1 Onany pagein Vibe, click Settingsin the upper right corner of the page.

2 Click Notices.

3 Inthe Group Feeds section, select the group for which you want to control the notification
settings.

4 Inthe Send a Copy to my Email for section, select the notification options that you want.
You receive e-mail notifications for each of the options that are selected.

New Poststo this Group’s Feed: You receive an e-mail notification each time anew post is
made to the group’s feed.

...and replies: You receive an e-mail notification each time a user repliesto a message that is
posted to the group’s feed.

..for only postswhich | have contributed: You receive an e-mail notification for new posts
to the group’s feed and any repliesto the post only when you have contributed to the post.

...from only those | follow: You receive an e-mail notification for new posts to the group’s
feed and any replies to the post only when the user who posts is someone you are following.

5 Repeat Step 3 through Step 4 for each group for which you want to change the notification
settings.

6 Click Save.
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Limiting Access to Messages and
Groups

If you find that the default access rightsin Novell Vibe Cloud are too open, you can limit access
rights to messages and groups.

+ Section 9.1, “Understanding Default Access Rightsto Messages,” on page 65

+ Section 9.2, “Understanding Default Access Rightsto Files,” on page 66

+ Section 9.3, “Limiting Access to Messages,” on page 67

+ Section 9.4, “Limiting Access to Groups,” on page 68

+ Section 9.5, “Limiting Users from Following You without Your Permission,” on page 69

+ Section 9.6, “Limiting Users' Ability to Send Messages Directly to You,” on page 69

+ Section 9.7, “Limiting Users' Ability to E-Mail Messages Directly to You,” on page 70

+ Section 9.8, “Limiting Users’ Ability to Reply to E-Mail Notifications from Your Personal
Feed,” on page 70

9.1 Understanding Default Access Rights to
Messages

+ Section 9.1.1, “Viewing Messages,” on page 65

+ Section 9.1.2, “Editing Messages,” on page 66

+ Section 9.1.3, “Sending Messages,” on page 66

+ Section 9.1.4, “Replying to Messages,” on page 66

9.1.1 Viewing Messages

+ “Viewing Messages on Personal Feeds’ on page 65
+ “Viewing Messages on Group Feeds’ on page 65

Viewing Messages on Personal Feeds

All messages that are posted to your personal feed are visibleto al users who are currently
following you. For information on how to restrict users from following you, see Section 9.5,
“Limiting Users from Following You without Your Permission,” on page 609.

Viewing Messages on Group Feeds

You can view all messages for groups that you are currently following. For information on how to
follow a group, see Section 4.8, “Following a Group,” on page 41. If you are agroup administrator,
you can monitor which users follow your group, as described in Section 9.4, “Limiting Access to
Groups,” on page 68.

Limiting Access to Messages and Groups
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9.1.2 Editing Messages

By default, users can edit any message they have rights to view.

Furthermore, users can edit your messages if they are direct recipients of the message. Direct
recipients include:

+ Userswho are members of agroup that you send the message to. See Section 2.1.4, “ Sending a
Message to a Group,” on page 19.

+ Usersyou send the message to directly.

This does not include users who are currently following you and receive the message because
you post it to your personal feed.

See Section 2.1.2, “ Sending a Direct Message to Another Vibe User,” on page 18, and
Section 2.1.3, “Simultaneously Sending a Message to Your Personal Feed and to Other Vibe
Users,” on page 18.

You can make your messages more private and secure, as described in Section 9.3, “Limiting Access
to Messages,” on page 67.

9.1.3 Sending Messages
+ “Sending Messages to Groups’ on page 66
+ “Sending Messages to Users’ on page 66
Sending Messages to Groups

By default, you can send messages to any group feed where you are a member.

Sending Messages to Users

By default, you can send messages to any user, regardless of whether you are following them.

9.1.4 Replying to Messages

By default, you can reply to all messages on your personal feed, aswell asto all messages on any
group feed where you are a member. Group owners can create restrictions, as described in
Section 9.4, “Limiting Access to Groups,” on page 68.

You can reply to al messages that have been sent directly to you. Thisincludes cases when the
message is sent directly to you and it is also sent:

+ To agroup that you are not a member of.

+ To agroup that you are not an administrator of, but only administrators are allowed to reply to
messages on the group feed.

9.2 Understanding Default Access Rights to
Files

By default, all filesthat are added to the Files tab in your Home view are visible only to you. You
cannot view another user’sfiles.
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9.3 Limiting Access to Messages

You can limit access to messages that you create, in the following ways:

+ Section 9.3.1, “Limiting Messages to Your Organization,” on page 67
+ Section 9.3.2, “Sending a Private Message,” on page 67
+ Section 9.3.3, “Preventing Users from Editing Your Message,” on page 67

9.3.1 Limiting Messages to Your Organization

By default, you can send messages outside your organization. However, your Vibe administrator can
restrict users from sending messages to users and groups that belong to other organizations.

If you are sending a message that is visible to users outside your organization, you see the following
message: This message is viewable by people outside of your organization. The Global icon ¥ also
indicates that the message is visible outside your organization and is displayed when you are
composing the message. Thisicon is also displayed next to the message on the BigList after the
message is posted.

When you are composing amessage and you see that the message is visible outside the organi zation,
you can limit message visibility to your organization by removing some recipients or groups.

1 Remove recipients from the message who are not members of your organization, or remove
groups that are visible outside your organization.

For information on how to remove recipients or groups from a message, see Section 2.11,
“Removing Recipients from aMessage,” on page 24.

9.3.2 Sending a Private Message

You can send a private message to one or more Vibe users. When you send a private message, only
those users you specifically send the message to are able to read it.

For information on how to send a private message, see Section 2.1.2, “ Sending a Direct Message to
Another Vibe User,” on page 18.

9.3.3 Preventing Users from Editing Your Message

If you do not want other users to modify or delete certain messages, you can make the message
uneditable. Only the message creator is able to edit the message.

You can make a message uneditable while you are creating the message, or after it isaready created.

+ “Making a Message Uneditable While You Are Creating It” on page 68
+ “Making an Existing Message Uneditable” on page 68

Limiting Access to Messages and Groups
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Making a Message Uneditable While You Are Creating It

1 When you are composing a message, click make uneditable bel ow the message body.

"3" Adam Marsden

Style- Font- Size- B 7 U & A~ o @& = M Theme

Team meeting today at 1p.m.

discard save tags make uneditable

You can make the message editable again before you send it.
1 When you are composing the message, click make editable below the message body.

Making an Existing Message Uneditable
You can make a message uneditable after the message is already sent.

1 Locate the message that you want to make uneditable, then click Visit in the upper right corner
of the message.

'3 Adam Marsden

%4 tags | make uneditsble | hide recipients {1)

'3‘ Adam Marsden

Team meeting today at 1p.m.

2 Click make uneditable in the upper left corner.
You can make the message editable again.
1 Visit the message, then click make editable in the upper left corner.

9.4 Limiting Access to Groups

When you create or edit a group, you can restrict access to the group by setting up the group
permissions. You can restrict who can see the group, who can follow the group, who can contribute
to the group, and so forth.

You can limit access to a new group when you are creating it, or you can limit access to existing
groups.

¢ Section 9.4.1, “Limiting Access to a Group When You Are Creating the Group,” on page 69
+ Section 9.4.2, “Limiting Access to an Existing Group,” on page 69
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9.4.1 Limiting Access to a Group When You Are Creating the
Group

1 Begin creating the group, as described in Section 4.1, “ Creating a Group,” on page 37.

2 When you set up the group profile, set your desired group permissionsin the Permissions
section.

For information about the available options in the Permissions section, see “Permissions’ in
Section 4.1, “ Creating a Group,” on page 37.

9.4.2 Limiting Access to an Existing Group

1 Maodify an existing group, as described in Section 4.3, “Modifying an Existing Group,” on
page 39.
2 Set your desired group permissions in the Permissions section.

For information about the available options in the Permissions section, see “Permissions’ in
Section 4.1, “ Creating a Group,” on page 37.

9.5 Limiting Users from Following You without
Your Permission

By default, anyone in your organization or anyone you are currently following can follow you. You
can change this setting to require users to get your permission before they can follow you.

1 From any pagein Vibe, click Settingsin the upper right corner of the Vibe interface.
2 Click Permissions.

3 Inthe Following section, select No one can follow you without your approval.
4 Click Save.

9.6 Limiting Users’ Ability to Send Messages
Directly to You
By default, anyone in your organization can send messages directly to you. Direct messages are

private messages that only the sender and recipients can view. (For more information about direct
messages, see Section 2.1.2, “ Sending a Direct Message to Another Vibe User,” on page 18.)

If you do not want everyone to be able to send you a direct message, you can change this setting.

1 From any pagein Vibe, click Settings in the upper right corner of the Vibe interface.
2 Click Permissions.

3 Inthe Direct Messaging section, select the option that best represents the way that you want to
alow users to send messages directly to you.

4 Click Save.

Limiting Access to Messages and Groups
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9.7 Limiting Users’ Ability to E-Mail Messages
Directly to You
By default, anyone in your organization can send messages directly to you on the Vibe site through

e-mail. They can also reply to adirect message through e-mail. For more information on sending
messages to the Vibe site through e-mail, see Section 2.2, “E-Mailing Messages into Vibe,” on

page 20.

Direct messages are private messages that only the sender and recipients can view. (For more
information about direct messages, see Section 2.1.2, “ Sending a Direct Message to Another Vibe
User,” on page 18.)

If you want to restrict users from sending you direct messagesin Vibe from an e-mail client, you can
change this setting.

1 From any pagein Vibe, click Settingsin the upper right corner of the Vibe interface.

2 Click Permissions.

3 Inthe Email Direct Messaging section, select No one can email you a direct message.

4 Click Save.

9.8 Limiting Users’ Ability to Reply to E-Mail
Notifications from Your Personal Feed

By default, you can post to your personal feed through e-mail. Also, users can reply through e-mail
to e-mail notifications they receive for your personal feed.

If you want to restrict your ability to post to your personal feed through e-mail, and also restrict
users from replying to e-mail notifications they receive for your personal feed, you can change this
setting.

1 From any pagein Vibe, click Settingsin the upper right corner of the Vibe interface.

2 Click Permissions.

3 Inthe Feed Email section, select No emails can be imported into your feed.

4 Click Save.
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Novell Vibe Cloud Frequently
Asked Questions (FAQ)

This Novell Vibe Cloud Frequently Asked Questions (FAQ) isintended to help Vibe users who are
unable to log in to the Vibe site. If you are able to log in to the Vibe site, see the Tips and Tricks
group (https://vibe.novell.com/tips_and_tricks) within Vibe to answer other questions regarding
Vibe.

+ When will | get accessto Novell Vibe? How do | know when I’ ve been granted access?

*

How do | change my password?

*

| forgot my password. What can | do?

*

| forgot my username and my password. What can | do?

*

How do | delete my account?

When will I get access to Novell Vibe? How do | know when I've been granted
access?

You receive an e-mail notification at the e-mail address you used when you registered. This e-mail
notifies you of your Novell Vibe account and gives you instructions for accessing Novell Vibe.

If you have mail folders set up to receive junk mail, you might want to monitor them, because your
e-mail product might not recognize @vibe.novell.com as adomain from which it normally receives

messages.

If there is high demand for Novell Vibe, your account creation might be delayed. Continue checking
your e-mail for the notification.

How do | change my password?

You can change your password before or after you log in. For more information, see Section 1.3,
“Changing Your Password,” on page 12.

| forgot my password. What can | do?

If you don’'t remember your password, you can reset it. For more information, see Section 1.3.2,
“Changing Your Password When You Can’'t Log In,” on page 12.

| forgot my username and my password. What can | do?

If you don’t remember your username, you can use your e-mail address when logging in or resetting
your password. The e-mail address must be the address that is set in your Vibe profile. If you have
never changed the addressin your Vibe profile, it is the same e-mail address that you used when you
registered for Novell Vibe.

How do | delete my account?

You cannot delete a Novell Vibe account.

Novell Vibe Cloud Frequently Asked Questions (FAQ)
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