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Figure 1. The IMTcenter.net Landing Page  

�

�

,�������
��
������
����
���
�������
������
��
����� �����������������������
�����������
�����
���	��!�����
������!��:�	��!���
��������������!���� !��
��
������������	���!�������



�������������	
���	�����	

�

��������	����	 ���!��	 ������	������	 "�#�	&	
�


�������
����������

2.1. How to get a site set up for your team 
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2.2. What you get with the basic setup: 
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Figure 2. Standard pages built into every site 
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2.3. How to log in 
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2.4. How to Customize Your Home Page (Coordinators Only) 
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Figure 3. Login link for team members and 
coordinators 
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Figure 4. Team home page, before customizing 
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Figure 5.  Editing the Current Assignment section
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Figure 6. Changing the team logo 
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2.5. How to use the Editor (Coordinators Only) 
<�����
��
�����!��������
�����
�:������������
��
�� �����
������!
?������
����0��1�����
��� )����* �
!��1��
��������
�
�����
���)��������!�
���������
�F ��
�
��
������'������
�������
�������(��+���
���
���
���
���������
�=
:��������
����:�������
������� �
�����������!�1����



�������������	
���	�����	

�

��������	����	 ���!��	 ������	������	 "�#�	**	
�

Figure 7. Edit links appear when logged in as Coordinator. 
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Figure 8. Using the Editor 
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Figure 9. Quick-view of the Editor functions 
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Figure 10. The "Insert Image" button 
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Figure 11. How to upload a file in the image gallery 
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Figure 12. Set the image alignment here 
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Figure 13. Previewing your editor changes 
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3.1. Assignment Status 
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Figure 14. Location of the Current Assignment section
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Figure 15. Editing the Current Assignment section 
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3.2. Document Downloads 
6�����������1����
������
���������������
��	�
����� ����
���:���������	�
��
���������!����!����
%����������
�����
���������!�������
����
���������B ��������
�:�����������
�:����
����:�
������
�
����:�J<&���!��:��
���6����������
��������� ����������
�����������!���
����������

Figure 16. Document Downloads Page 
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Figure 17. Document Downloads page with a few public items (in green) and many private items (in 
black) 
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3.3. Links  
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How to add categories and links.  [Coordinators Only] 
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Figure 18. An Add a Link to Category button is available for all document categories.
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3.4. Message Center 
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An Add a Link to Category button is available for all document categories.
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An Add a Link to Category button is available for all document categories. 
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Figure 19. Check this box to have your own email @imtcenter.net 
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Figure 20.  Enter email address and password here 
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Figure 21.  Smartermail page where you can send and receive messages from your 
imtcenter.net email. 
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Broadcasting a message.  
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Figure 22. The message center with no current messages. 
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Figure 23. Message center showing message and recipients. 
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3.5. News 
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Figure 24. A well-stocked News page 
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How to add a news article.  [Coordinators Only] 
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Figure 25.   The news article editor 
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3.6. Photo Gallery 
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Figure 26. Photo albums list page shoiwng options for each album. 
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Figure 27. Viewing thumbnails in a photo album 
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Creating a Photo Album  [Coordinators Only] 
6����!�������
�����
��
�����!!���:��������
�����
�� �
�!���
������!����
�����
����
������
����
,!������������
���������������
����������!�1���

��  #!��1�	��
�������� ����
���������!��
�����������
���������

��  -�!��
�
���������������
���	�
��
��������
�����

 �  )�
��������������
����!������


�  <������	��
�
�����!����
����������
�:��!�����!��
� 1�! �����6������!���

Adding Photos.   
����������������

����
������������
�����

�������� ����������	���
	�����
����������
����
�

���
�
�������� ��

��  7����
����!����
��	���������	��
�
������
������
��� 7����
���C,�
����D�!��
������
���
����
���������
�������:��!��1���� ������
%� ��

��  6���,���<�����������������:����
�������
	����
����� �%���������!�����������
���
���

����������
���C#�����
���!!����<���D���=����
���!� �
���������
�������������	����:�
���
���
��
�	���
�����!��
����!�������
������
��������� ���S�������!�
:����
�������
���



�������������	
���	�����	

�

��������	����	 ���!��	 ������	������	 "�#�	$*	
�

�

 �  #�����������
����������!��������

��  6����!����������!���
���
���:��!��1� ���"!�- �<��
�������!
����	����	:������
���������
��!�:�����!���
��
:������!��1������������������
��� �
��
���,���<���������:��!��1�
 ���
� ��

��  6������
���S�������!�
:��

'�( �!��1����
���S����!����
����1�������
������!�
���	� !������'%��������������
��
�!��1�C%��D�
����������
��������
����
�
������!�
�
 ������(�������
�������
�!!���
������
!�:��
����	������!��!��
�	����	��

Figure 28.  Add photo page as it appears before the applet is loaded. 
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Figure 29.  Add photo page after applet is fully loaded. 
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Editing an Album 
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Figure 30.  Edit photo album names and descriptions here. 
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3.7. Team Calendar 
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Figure 31.  Team calendar with a team meeting scheduled for the 18th. 
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To add an “on-call” or other event [Coordinators Only] 
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Figure 32. Team calendar with the team on call from the 10th to the 17th. 
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Figure 33. Team unavailability form, the first step in making an unavailability report. 
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Figure 34.   Unavailability report showing at  least one member is unavailable on certain days. 
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Figure 35. Team FTP page if logged in -- shows Private files 
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Figure 36. Team FTP if not logged in -- shows Public files only 
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3.9. Team Roster  
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Figure 37. Team Roster showing three members 
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To add a new team member to the roster:   [Coordinators Only] 
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Figure 38.  Roster edit page,  add or remove teammembers or update teammember info. 
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To change the order in which people are listed in the roster: 
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Figure 39.  Enter information on one specific team member. 
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3.10. Videos 
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Figure 40.   Instrucdtion on putting your videos on MyfireVideos. 
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Figure 41. Click here to log in and make changes to your fire videos
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3.11. Position Openings 
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Figure 42. How Position Openings works with the Team Center’s “Team Vacancies” page 
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Figure 43. Position Openings page (with 2 position openings already created) 
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4.1. Changing the Design Template 
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Figure 44.  Choose which ever template you like best. 
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To change the template, 
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Figure 45.  Click here when you settle on a template. 
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4.2. Create, Show, and Hide Pages 
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Figure 46.  Click here to access the Admin page. 
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Figure 47.   Adjust menu appearance here. 
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To create a new page:  
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Figure 48.  Upper left corner of  Page admin. 
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Figure 49. Link at he bottome of the page admine to update all menus. 
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To delete a page completely:   
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4.3. Changing the Site Passwords 
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5.1. AAR Rollup Submission
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Figure 50.  After Action Review rollup page.
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Figure 51. How the Team Vacancies work 
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