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I. Welcome to the Kx

AFMS Kx Help

Welcome to the Air Force Medical Service Knowledge Exchange Help. You can find the topics that you may
need by browsing through the Table of Contents on the left or you may use the search function to find
specific topics based on your query. The search function only searches the help files and does not search
the Kx web site. If you are unable to find the information that you need, please go to the Contact

Information page in the help for further assistance.

Contact Kx Customer Support

kx@afms.mil

DSN: 240-6209 Commercial: 866-400-2641
DSN- 240-2625 Commercial: 210-536-2625
Fax:






II. Frequently Asked Questions

1. What is the Kx?

The Knowledge Exchange (Kx) is the Air Force Surgeon General’s intranet site. The Kx is designed to
store, share, and exchange knowledge among all members of the AFMS. At the heart of the Kx is an
industrial strength document repository. You can store and retrieve documents for the entire Air Force
Medical Service.
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The Kx contains over 500 distinct sites. They are arranged in a hierarchical manner and organized by
formal organization and AFMS function. We refer to these sites as “"Knowledge Junctions” because each
site is designed to bring together documents, people, and other sources of knowledge useful to a
particular group within the AFMS. The format of these sites is a familiar website layout using standard
browser tools. In addition to being the tool to access the Kx Document Repository, Knowledge Junctions
provide many other services that are of special interest to their users - like links to external services, the
Virtual Library, specific applications, forums, and links to other important sites within and outside of the
AFMS. The Kx has nine areas and functionalities that are available for your use:

. Kx Front Page [See Section 3]

* The Site Map and Navigation Tools [See Section 3, Topic 3]
. Search Tools [See Section 3, Topic 5]

. Knowledge Junctions [See Section 7, Topic 1]

. Document Repository [See Section 8, Topic 1]

¢  Virtual Library [See Section 2, Topic 2]

* My Projects & Work Space [See Section 3, Topic 1]

. My Settings [See Section 9]

. Forums [See Section 10]
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Take time to explore each of the functionalities and incorporate them into your business routine and your

organization’s business processes.

2. What is the AFMS Virtual Library?

AFMS

Virtual Library

The AFMS Virtual Library is an on-line medical library available AFMS-wide, in garrison or deployed. It
provides full-text access to medical textbooks and journals, evidence based medicine resources, and
pharmacy resources. The library is convenient, current, comprehensive, and available to all medical staff,
thereby enhancing the quality of healthcare provided throughout the AFMS. Cost-savings are realized due
to consolidated licensing fees and the elimination of paper subscriptions. Most of the paid services do not

require a login if coming from an active duty MTF, but login is required from other locations.

3. What Can | See Without Logging In?

When you first enter the Kx web site, you are viewing the Kx Front Page at https://kx.afms.mil. The
Front Page is open to all users regardless of the way they arrived at the Kx. If you browsed to the Kx from
a Dot-Mil domain, you will be able to browse further into the Kx without being challenged for a password.
However, you will be restricted to areas and documents that have been specifically designated as “Dot-
Mil: available to any user with *.mil access.” Full access to all content pages and documents is restricted

to users who have formally logged-on to the Kx using a valid Password.

If you browsed to the Kx from a commercial Internet Service Provider (ISP), your ability to view all the
material in the Kx will be very limited. General access from non Dot-Mil networks requires valid login

credentials.

If you are a member of the AFMS community (Active Duty, Guard, Reserve, Civil Service, or Contractors),
you can Join the Kx [See Section 2, Topic 4] and obtain your password by following the steps on the Join
page. The Kx also provides for Sponsored Memberships [See Section 2, Topic 4] for individuals outside

of the AFMS community. Sponsored users have a more limited access to Knowledge

4. How Do | Join?

Click the "Join" link located in the Top Links Menu on the Kx Front Page. Choose one of two paths: Full

Membership or Sponsored Membership.



I1. Frequently Asked Questions

Joining the Kx
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Full Membership Request

If you are a member of the AFMS community (Active Duty, Guard, Reserve, Civil Servant, or Contractor),
then follow the path for "Full Membership Request". Provide the required information and submit your
request. The Kx Staff uses this information to authenticate your status as a member of the AFMS
community and assigns permissions based upon your location, duty title, and organization. You will not
have immediate access to the Kx because the Kx Customer Support team must manually authenticate
your status and activate your account. The Kx Staff normally activates your account within minutes. You
will be sent an email that welcomes you to the Kx. However, special circumstances can delay processing.
Please contact the Kx staff using the Website Feedback button [See Section 3, Topic 7], or if you are on

a non Dot-Mil network, sending an email to kx@afms.mil, if you encounter an unreasonable delay.

Please remember your User Name and Password because the Kx requires login. When logging in, you may
choose "Remember Me" to stay logged in from the current computer for four month. This means you will

be able to close and open your browser and still be logged in.

Sponsored Membership Request

If you are not a verifiable member of the AFMS community but can be sponsored by someone who is,
follow the path for "Sponsored Membership Request". Make sure that your sponsor is a designated
Content Manager for the Knowledge Junction(s) that you need to access. The Kx Staff will confirm your

eligibility with this sponsor before activating your account.
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What are the Rules for Creation and Maintenance of My Kx
Password?

The rules for creation and maintenance of your Password are consistent with AF policy, as follows:
*  All letters of the Password are case sensitive (letters in the User Name are not)
* The Password must contain a minimum of 8 characters comprised of at least one uppercase

. character, one lowercase character, one number, and one special character from the following:
'@$% " "&*()-_+=[1{}7#

* The Password must be changed a minimum of at least once every 90 days

* The Password may not be changed more than once per day

*  The user must not reuse any of the last 10 passwords

. Login will be locked out after 3 unsuccessful attempts within a 30-minute period

* If you are locked out your locked password will automatically be reset after 30 minutes

5. What if | forgot my password?

® Forgot Password

& Update Profile

If you forget your password, you can request that it be sent to the email address in your profile. Click on
the “Forgot Password” link located on the Kx left side menu under the heading User Help, and enter your

user name or the email address provided for your Kx profile.

The process for re-sending your password is automated and secure. This process takes place immediately

and will send the password to your email address-of-record only.
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Once you have received your password you may then update your password after you have logged back
in. Your user information such as your username and email address can also be reviewed or changed in
My Settings [See Section 9].
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See also Password Rules [Section 2, Topic 4].

6. How do | prevent the browser security alert when accessing the Kx?

Security Alert x|

ri‘jl [nfarmation you exchange with thiz site cannot be viewed or
changed by others. However, there is a problem with the zsite's

:J.. = o
zecurty certificate.

& The securnty cerificate wags iszued by a company you have
not chazen o trust. Yiew the certificate to determine whether
yoL wank ko brust the certifying authority.

a The securnty cerificate date iz walid.

a The securnty certificate matches the name of the page pou
are bying bo wiew.

Do you want to proceed?

Tez

A Wiew Cerlificate |

You need to instruct your browser to trust the DoD root certificates. To do that:

* Go to https://afpki.lackland.af.mil/html/trustingthedodpki.asp

* Click "Yes" on the Security Alert window if it comes up. (The Security Alert window informs you
that you are about to install a certificate from DoD and is there to ensure that you trust the

authoring site before you install the certificate)
. Click "Ok" on the client authentication window if it comes up

*  Click on the appropriate link for your browser type. The two options are "Netscape" and "Internet
Explorer". (Please note that you are to select the browser type that you will use to gain access to

the Kx, not necessarily the browser type that you are currently using)

. Carefully follow the instructions on the resulting page

7. What does KJ Reviewed mean?

Please see the KJ Review Status information [Section 4, Topic 2].

8. What is a Knowledge Junction?

Please refer to the Knowledge Junction section [Section 7, Topic 1].






lll. Kx Front Page

The Kx Front Page is the first screen you see when you go to the Kx.

I fusct W
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Top Menu - The top line of the Front Page is a menu bar that is present on all pages of the Kx. This Top
Menu provides functionality useful to your session on the Kx.

User box (if logged in) - This box provides the user with information on their logged in status and quick
access to their favorite Knowledge Junctions (KJs).

Navigation Bar - The second line of the Front Page is a Navigation Bar. This tool allows you to navigate
to over 500 important nodes on the Kx. These nodes are called Knowledge Junctions. The Navigation Bar
is present on all screens within the Kx.

Left Side Menu - The Left Side Menu provides access to a broad range of links that are useful to
members of the AFMS community in general. The Kx Staff is responsible for maintaining these links.
Please share additional links if you feel they would be of use to your fellow Airmen.

Search Box - The search box is a place for you search for both documents in the Kx Document
Repository as well as Knowledge Junction sites. The Kx uses an advanced search capability to locate
Knowledge Junctions, documents and forums posts using the information that you enter into this box.

Web Content - The main body of the Front Page is the Air Force Surgeon General’s intranet web site.
This Web Content contains timely information for you as a member of the AFMS community or as a visitor.

Feedback and Privacy links - The main body of the Front Page is the Air Force Surgeon General’s
intranet web site. This Web Content contains timely information for you as a member of the AFMS

community or as a visitor.
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1. Top Menu

The Top Menu is a standard feature and is displayed on all pages of the Kx.

. Home

e  Site Map

. My Projects
¢ Join the Kx
. Login

. Help

When you are logged in, you will see two different links instead of Join the Kx and Login:

. My Settings

* Logout

Two links that appear regardless of logged in status are:

. Printer Friendly

. Email This

Home

| HOME SITEMAP | MY PROJECTS | JOIN | LOGIN | HELP

The Home Link returns you to the Kx Front Page from anywhere in the Kx.

Site Map

10
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( HOME SITEMAP MY PROJECTS |JOIM | LOGIM | HELP

The Site Map lays out the entire list of Knowledge Junction sites contained within the Kx. It is designed to
allow you to go to those sites with a single click. The Site Map is arranged in multiple views, each
organized in a hierarchical manner. On top is the Headquarters View (how the SG Staff is aligned at the
Headquarters level), the Functional View, and finally the MAJCOM/MTF View.

My Projects

( HOME | SITEMAP MY PROJECTS JOIN | LOGIM | HELP

My Projects links you to the special My Projects Work Space within the Kx. This area contains special
"Team Rooms" and is only available to you if you are a named member of a project team. The Project
Leader is responsible for managing access to these projects. If you are interested in accessing or joining a
Project, you must contact the Project Leader. Because the Kx Security Model protects even the name of
the project, you must be a member before you are allowed to see the project name. Contact the Kx Staff

[Section 1, Topic 2] to learn more about using My Projects Work Space.

Join the Kx

( HOME | SITEMAP | MY PROJECTS JOINM LOGIM | HELP

Users who are browsing the Kx from a Dot-Mil domain are able to see the main features of a Knowledge
Junction, but will be locked out of much of the functionality of a Knowledge Junction. Specifically, they will
not see any document or any portion of the web site that is designated as access restricted. If you would

like to Join the Kx and Obtain a Password, see section 2, Topic 4 to learn how.

Login

( HOME | SITEMAP | MY PROJECTS | JOIMN LOGIM HELP

Many places within the Kx are protected with a security model that restricts access to users identified as
members of the AFMS community. Many users choose to Login immediately upon entering the Kx. The
login feature asks you to authenticate yourself with your Kx User Name and Password. If you do not login

using this button, you will be challenged for a Password the first time you attempt to enter a protected

11
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area. The Kx requires only a single login that can last on the computer for up to four months. This means
you can open and close your browser and still be logged in. To join the Kx and receive a password, click
on the "Join The Kx" link located on the Kx left side menu. of the Kx home page. See section 2, Topic 4 to

learn how to Obtain a User Name and Password.

Help

| HOME | SITEMAP | MY PROJECTS | JOIN | LOGIN HELP

The Help Link provides you with access to the Kx Help function (this manual). Some pages link directly to

relevant help content.

My Settings

( HOME | SITEMAP MY SETTINGS MY PROJECTS | LOGOUT | HELP

The My Settings link takes people to a page where they can update their profile, manage subscriptions

and view their locked documents. For more information please see section 9.

Logout

( HOME | SITEMAP | MY SETTINGS | MY PROJECTS LOGOUT HELP

The log out link terminates your user session on the Knowledge Exchange. You can still view content on
the Kx, but are limited to the non-protected content, but will not be able to view any content if you are

not on a Dot-Mil domain.

Printer Friendly and Email this

LBy PrINTER FrienDly  [] Emar THis

In addition to the Knowledge Junction links, there are two links in the header to help the end user.

Printer Friendly

12



ITI. Kx Front Page

This link opens a display of the current page you are on that will print better than the web page itself.

Email This
This link allows you to email the URL of the page you are viewing. Click the link and an email is opened up

with the URL in the body of the message.

2. User Box

Please see the User Box information [section 7, topic 2].

3. Navigation Bar

Headguatters “ies Functional “iews

The AFMS is a complicated enterprise, with a Site Map that contains over 500 existing and future web
sites called Knowledge Junctions. To facilitate navigation to these sites, a mechanism has been provided
that offers one or more paths to a given Knowledge Junction site. This is referred to as the “taxonomy” of
the AFMS.

Some Knowledge Junctions appear multiple times within the taxonomy to help with end user look-ups. We
use the taxonomy to help you find the site you are interested in rather than being formally accurate as to

the organizational structure.

Many Knowledge Junctions are organizational by nature and are located by traversing through the
Surgeon General Headquarters organizational structure. Others are functional in nature and have been
organized around a familiar medical facility structure. Some Knowledge Junctions fall into both categories

so those are reachable by following more than one path.

A third way to look for a Knowledge Junction is through the MAJCOMs & MTFs (Major Commands and

Medical Treatment Facilities) pull down menu.

Five Means of Navigation

The Kx has constructed four different ways to discover documents, directories, training, and other

important sources of information within the AFMS enterprise:

* Site Map - the button on the Top Menu that displays the entire list of Knowledge Junction sites.

You access a Knowledge Junction simply by clicking on the name of the site you wish to visit.

13
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. Navigation Bar - a tool that expands as you move your cursor over the names of each part of
the organization or node. These nodes are referred to as Knowledge Junctions. You access a
Knowledge Junction by selecting a view and by passing your cursor over the names in the
hierarchy until you find the site you are interested in. Then simply click the box that contains the

name of the Knowledge Junction.

* Search Box - an extension of the Search tool that looks for the name of the desired Knowledge
Junction or Office Designator that you type into the Search box. You do not have to be exactly
correct as the tool searches for keywords and strings of characters. It does not correct for

misspelled words. Please see Section 3, Topic 4 for more information.

* "My Knowledge Junctions" - You can save frequently visited Knowledge Junctions with your

user information. Please see Section 7, Topic 2 for more information.

. Browser Bookmark - you can bookmark Knowledge Junction sites in your Browser Favorites

window just like you do other "favorite" internet sites

Navigation Bar Functionality

Views are collections of Knowledge Junctions organized in a hierarchical manner. If a specific Knowledge
Junction contains sub-nodes lower in the hierarchy, the Navigation Bar can be expanded (notice the right
facing arrows that indicate that sub-Knowledge Junctions exist). To select a Knowledge Junction, continue
to move your cursor over the names in the hierarchy until you locate the Knowledge Junction and click.

The lower nodes will automatically expand as you move your cursor.

Headguatters Wiess

Lrgeon General

A given Knowledge Junction may appear in multiple places within the hierarchy or on more than one view.

This is to facilitate navigation and does not necessarily represent the formal organization.

Multiple distinct Views are provided:

. Headquarters View - the AF SG organization, AFMOA, AFMSA, and other entities.
. Functional View - the AFMS taxonomy built around the AFMS Product Lines and consultants

. MAJCOMs & MTFs - the command surgeons and related MTFs within each command

4. Left Side Menu

14



ITI. Kx Front Page

The Quick Links area of the left side menu provides visitors with some
helpful areas of possible interest.

AFMS Virtual Library

The AFMS Virtual Library is an on-line medical library available AFMS-wide, in
garrison or deployed. It provides full-text access to medical textbooks and
journals, evidence based medicine resources, and pharmacy resources. The
library is convenient, current, comprehensive, and available to all medical staff,
thereby enhancing the quality of healthcare provided throughout the AFMS.
Cost-savings are realized due to consolidated licensing fees and the elimination
of paper subscriptions. Login is required if you are trying to access the site from
a non-active duty military installation. Other “no-login” links are available to
make access easier from your unit desktop. Login is required in some

instances.

Kx Forums

Kx Forums allow Kx users to share ideas, opinions, and information quickly and
easily. Organized by threads in an easy-to-follow format, discussion forums are
designed so you can quickly locate information, find other knowledgeable users

and participate in conversations.
The User Help area has easy to find links for registered users.

Forgot Password
Follow this link for help in retrieving your forgotten password. See section 2, topic 5 for

more information.

Update Profile

You may update your profile by clicking on the "Update Profile" Link located on the Kx Front
Page. This process will challenge you for your User Name and Password. You will then be
allowed to edit the page you originally entered when you first requested your User Name

and Password. See Instructions to New Users [Section 2, topic 5] for more information.

5. Search Box

ADVANCED SEARCH

You can search for either Knowledge Junction names or for documents by typing keywords and phrases
into the Search Box. If you are looking for a specific Knowledge Junction, you may type the name, office
designator, or other keywords that help identify the desired site. You do not have to be exactly correct as

the tool searches for keywords and strings of characters, but the Kx does not correct for misspelled words.

15
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The Kx also searches the Document Repository for documents containing the word or phrase. Search looks
for matches in the document text and in these metadata fields associated with the document: title,
author, custom abstract, and a special keyword field that can be filled in by the author at the time the
document is submitted. See Search Results Screen [Section 4] for more information.

Advanced Search

The Concept Search™ search engine drives the Kx Advanced Search function. You can construct
complicated and precise searches using Verity. And, you can save search queries to repeat the search at a
later time. Click on the Advanced Search button to see the metadata fields available to you. See
Advanced Search Screen for more information.

6. Web Content
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The Knowledge Exchange Web Content on the home page is content that is updated on a regular basis. It
provides stories from the Air Force Medical Service SG Newswire, lists the Top Ten visited Knowledge
Junctions, as well as highlighting other information that may be pertinent within the Knowledge Exchange.

7. Website Feedback

| FEEDBACK | PRIVACY

Website Feedback link is in the bottom left corner of all Kx pages with the Privacy Policy link. You can also
send feedback to the Kx Support team and the Primary Content Manager of the particular Knowledge
Junction you are viewing at the same time by clicking on the Contact Us link located at the top right of
each Knowledge Junction page. Clicking either link opens the screen displayed below. You are encouraged
to use this feature to report problems, observations, and positive/negative feedback regarding the site.

16



ITI. Kx Front Page

Please note that if you are logged in, your feedback is not anonymous and your user name and email

address will appear in the information we receive. Also note that if you are not logged in we will only be

able to respond to you if you provide an email address.

We encourage you to provide feedback regarding the site - both positive and negative. If you are

reporting a problem, the Kx Staff will seek to remedy the situation and will report back to you as

appropriate.

Marma:
Ermnail:
Suhject:

¥ our Feadback:

(Gan) (5]

Feedback about this site is welcome, and we encourags the
partcipation of the AFMS m keeping the Enowledgs Exchange a
wall-designed, informative, snd wiar-friendy environment.

Wa somalimes gat axcellent feedhack, but cannot respond becauss
rp email address o provided. If you are not lagged in we do nat get
an emai address unless you add it. Mease include an email address
if you would like a responsa. Any comments and nfcermation you
gend ara kept confidential, and will not be used in solicitatan a=
mails, o will yaur @-mail mfcemation be sold to & secend party or
disclosed to persons for promoticnal puposes.
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IV. Search Results Screen

The search box is part of the Top Menu bar located on all Kx pages. At any time, you can enter keywords
and phrases into the Search Box. If you are looking for a Knowledge Junction, enter the Knowledge
Junction name, office designator, or other keywords and phrases that might help identify the Knowledge
Junction. If you are looking for documents, enter keywords and phrases that might be found in the
document text and/or in metadata fields that are associated with the document: title, author, and a
special keyword field that is filled out by the author at the time the document is submitted. You do not
have to be exactly correct as the tool searches for keywords and strings of characters, but the Kx does not

correct for misspelled words.

1. General Functionality

The Search Results Page looks like the screen capture displayed here.

[ HOME | SITEMAP | M¥ SETTINGS | MY PROJECTS | LOGOUT | HELP .
G DeaEis.
JAFMS]KNOWLEDG EJ[EXCHANG Ef=
«|F <M

B PRITIE PTG

You searched for: Refine this search:
Test l

Related Topics:
Additional rigk EVC EZalmonslla akdomen ok Practices

Search Results Related Enowledge Junctions (4) Forum Results (Z)

Found 304 document results matching the querny. (2506

Displaying document matches 1-25, List Navigation: 1 23456789 10 [Mext
ORI= P 100w Fitness Program AF1 01 melissa.artt  3/5/04 10:53 AM

Extract: NOTICE: This pubbcation is available digitally an the AFDPO WWW site at: hitp:ffwww.e-publishing.af.mil . COMPLIAMCE
WITH THIS PUBLICATION [S MaNDaTORY BY ORDER OF THE SECRETARY OF THE AlR FORCE

08 100% @Mgn]grgglggﬂ amy k.bachelor 4/13/06 11:20 AM
Extract: AlR FORCE WURSE CORPS AFIT/ EDUCATION SELECTION BOARD MENTOR GUIDE The Baginneris Guide to Sesking an AFIT or
Education Assignment OR How to make mysalf icompetitivel in the applicant pool!

ORI = O 100w Lectures & kathy.m.stone 7/19/06 12:13 PM
Extract: Advanced Clinical Dentistry Preceptorship Lectures and Handouts Below are briefings to provide teaching resources to
faderal dental chnics for meeting yearly mandatory training requiraments.

Ci Y] 1 e, B nes Unsith Easlatinn of Ahamicel Bheiamaes 15 fngting | maenkoe 4 /24/0% 1943 PM

You searched for:
Lists the words you used in your search.

Related Topics:

Related topics are terms found to have strong associations with your search string and current documents
returned in the result set. They are concepts that frequently appear with your search terms within the
current documents in the result set. Related topics may be used to guide you to expand and refine your
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queries. Related topics are most useful when you have insufficient background knowledge (i.e. terms) in a
particular area of interest or when multiple terms are used to describe the same area of interest.

Search Results

The tab of results lists documents that meet your criteria. They are relevance ranked from highest to
lowest with the rank expressed as a percentage. NOTE: Some documents require you to be logged in to
access. These documents will not be returned in search results if you are not logged in. Log in to see all

content matching your criteria.

If you are not finding what you are looking for, use the Advanced Search feature [See Section 5, Topic
1] to be more specific and narrow down your query.

Knowledge Junctions

C5 ParwTee

You searched for: Refine this ssarch:
air force

Related Topics:
Sypport Herma Page Medical Expaditionsry Medical Expeditionsry

Search Results Related Knowledge Junctions (13)

Yq:m query matched 13 Knowledge Junctions:

AFSPC - Air For ace Comman
arce Element

Adr Force Materiel Command Surgeon

Air Force Resere Command

Ar Fon ial Oparation

CENTAF - Central Air Force SG

Health Benafits

Information Technalogy

Medical AFl's

PACAF - Pacific &ir Forces

s

g g T

| FEEDBACK | PRIVACY

The tab of results lists possible Knowledge Junction sites that meet the criteria you entered. If you are
looking for a Knowledge Junction, click on the name of the Knowledge Junction. You will be moved
immediately to that site. Use "Advanced Search" to narrow search and reduce the number of displayed

documents.

Forum Results
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IV. Search Results Screen

The tab of results lists Discussion Forums that meet the criteria you entered. By clicking on those links,
you will be transferred to the Kx Forums into the discussion that is listed.

[ HoME | SITEMAR | MGS | MY PROJECTS | LOGOUT | HELP Loceme was: jalme.g.martn _ m

My Knowledge Junchions | ADVARCED SEARCH

(s PainTER FRiENDDT (] BB ThiS

You searched for: Refine this search:

test

Related Topics:
Corosion Additional risk FYC Ealmonella SES

Related Knowledge Junctions (4) Forum Results {3)

Your query matched 3 discussions:
Test  Jaine G Martin posted 32606 401 FM
Test Thiead Geoff.s Howsrd posted 2608 5:59 PM
Test Another Thread  Seofi s Howeard posted 9508 308 P

| FEEDEACK | PRINALCY

2. Search Results Information Fields

The search function locates a range of documents and Kx web pages that meet your search criteria. The
Kx sorts them from highly relevant to somewhat relevant with varying results depending on the
complexity of your search criteria. The actual algorithm used to select and rank documents is proprietary.

In most cases you will view the document by clicking on the title. If it has been converted to PDF you will
see the PDF icon, those not converted will reflect another icon. The PDF version usually requires less time
to download to your PC because the PDF version is usually substantially smaller in size than the native file.
You can view the document in native format by clicking on the document type icon (native file format on
the left) associated with each document.

Found 7516 document results matching the query. (save

Displaying document matches 1-25. List N.wi:gnlinu 123456780910 [Next
N S T T T
O3 0 e @ DoD Extender Code 06 1;11;2005 9:12 AM

The search results list also displays descriptive information and provides additional functions associated
with each document. Some of these other functions allow you to download, edit, and access earlier
versions. The screen capture above is an actual result for a single document. The full set of information
and functionality associated with each document are in the following topics:
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¢ Options and Descriptors
. Score

* Title

. KJ reviewed Status

. Last Submitted in By

. Release Date

Options and Descriptors

Five icons may appear under the column title labeled "Options" on the search results screen. When the
result is a document the information, document type, email and discussion icons will appear. If the

particular result is a web page, the KJ page icon and the email icon will always appear.

Information Icon

L

Clicking on the Information Icon displays the full set of metadata fields associated with this document.
With proper permissions, the Document Information Screen allows you to lock/edit/update a

document, and subscribe to the document. You are also able to see a full Revision History.

Document Type Icon

L pst N

The Document Type Icon provides access to the document in native file format. You can submit many
different kinds of documents. Above are the icons of some of the most common. Clicking on this icon
allows you to view the original document. You may read it, edit it, save it, or perform any function
available through the software that created it, provided you have that software installed. However, you
are not changing the original document in the Document Repository. You can only change the original
document by locking it, editing it, and submitting it back into the Document Repository.

Note: Clicking on the Document Type Icon actually prompts you to save or download the document to
your PC in order for you to view the document. If you are not careful when selecting your target folder,
the document may get lost on your PC. When you save the file, the file name is the actual name of that
particular file. This file name may differ from the "Title" given to it at the time of submission. Also, the
"Document Type Icon" will reflect the file type of the document and may not look like the example shown

above.

Email Icon
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IV. Search Results Screen

The Email Icon opens an email window that is pre-populated with the document title in the subject line

and two URL's in the body of the email:

®* The URL of this document in original format

*  The URL of this document in PDF format (if converted)

The recipient of this email has the option of clicking on either of the two formats. The advantage of this
feature is that you can email the URL of this document rather than shipping the document as an
attachment. This reduces the time it takes to send and receive the email and significantly reduces the

storage load in your email system.

Notice that the URLs being sent are the URLs for documents stored in the Kx Document Repository. You
may email these URLs to any address; however, the user must have the appropriate level of access to the
Kx in order to access the document. Appropriate level of access means that the user must come in via a
Dot-Mil domain or has a Kx User Name and Password, depending on the access options chosen for that
document. You should take care to ensure that all individuals in your distribution list have access to the
Kx.

Discuss This Document

You may discuss a document by clicking the balloon icon.

If you see this second icon, that means there are topics and replies already for the document. Click the
icon and you are taken to the Forums application which allows you to post topics and replies within a

Knowledge Junction or to a particular document.

Score

100%

The Kx ranks each document according to the relevance of that document to your query. Relevance is
displayed as a percentage with 100% indicating that there is a perfect match between the keywords or
phrases in your query and those same keywords or phrases in the document. The score may vary
depending upon the number of occurrences of the keywords, the usage of the keywords within the

sentence structure, etc. The ranking is a useful although imprecise method to locate documents.

Title
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You may view the document by clicking on the title. It is displayed in PDF format (if converted). The title
of the document is entered at the time the document is submitted and may differ from the original file
name of the document. The individual who submitted the original document into the Document Repository
determines the Title. Notice the small PDF Icon next to the title. This reminds you that you are viewing the
PDF version of the document. Occasionally, the PDF is not available and other formats, such as HTML

versions, might be displayed. This icon will indicate the format you are viewing.

Knowledge Junction Review Status

]

A Check Mark next to the Title of the document indicates that the document has completed a peer review
process instituted by the Content Manager or Sponsor of this Knowledge Junction. The purpose is to
certify the trust and integrity of this document above other documents submitted into this Knowledge
Junction. It is important to note that any member of the Kx may submit a document into this Knowledge
Junction, but only the Content Management Sponsor of a Knowledge Junction may certify a document with
a Check Mark. Its level of trust and integrity is high.

L

A Not Reviewed Icon next to the Title of the document indicates that the document has not completed a

peer review process by the Content Manager or Sponsor of the current Knowledge Junction.

@

A Reviewed Icon next to the Title of the document indicates that the document has completed a peer
review process of a separate Knowledge Junction. The "R" indicator is used to communicate that this
document has completed a peer review process but not by the Champion or Sponsor of the current
Knowledge Junction. Its level of trust and integrity is high. Hover over the "R" Icon to learn the name of

the certifying Knowledge Junction.

Last Submitted By

The name of the individual who submitted the document is captured and maintained by the Kx. This helps
you determine the owner and gives a measure of integrity to the document. Click on the name to view the

public profile of the individual who last submitted in the document, including their email address.

Release Date

The Kx maintains the release date of this version of the document. It helps you determine whether the
document is still current. The metadata obtained using the Information Icon will provide you with the

Release Date of previous versions if available.
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V. Advanced Search Screen
1. When You Should Use the Advanced Search

Advanced Search
: ﬂ.-.,uh_- _ Claar |
Full-Text Search

Enter words or phrases separated by Commias

Contomt B
Accewm Comtral: ~
Chackad In By:
Release Date: From B T
Expitation Date: From O T

4 Habdguiiars View
! Funétional Vi
J MO & MTF 3
] Krowdadys Evchangs Adminigiratas

Enowledge Jumction:

Diocument Type: ¥

—

Last Rewdew Date: From * To

k1

Results Options
Rewilts Pai Pags: 10 Seit By: Scone ¥ || Descending =
[ Eaarch 1] Llaar ]

Quith. Halp |

Advanced Search gives you the ability to exercise full control over how a search is conducted. You can
search for text found in the body of the document as well as text found within individual metadata fields.
Metadata fields are those fields that are captured by the Kx at the time the document is submitted. They
remain with the document as if they were part of it. Advanced Search allows you to search any
combination of these metadata fields plus text in the body of the document. Advanced Search is used

when you have a need to conduct a very precise search of metadata fields.

Some examples of when you might invoke Advanced Search are as follows:

* To narrow a search by selecting certain text found in the document plus certain metadata content
* To find a document that was submitted within a range of dates
* To find a word, string, or phrase that only occurs in a certain metadata field (i.e. Title or Author)

. To search for words, strings, or phrases that may not be found in the document itself or in the
indexed fields
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Notice that the power of the Advanced Search is the ability to use a combination of approaches. This is
especially important if the Standard Search produces a very large number of documents and you want to

narrow down the number by specifying the content of certain metadata fields.

You have the opportunity to save your Advanced Search query by specifying your search and selecting
"Save" on the Search Results page. You can locate these “saved searches” by going to your My Settings

page. This is useful when you want to repeat the search periodically.

2. Search Using the Full-Text Search box

The Full-Text Search feature of Advanced Search allows you to search for words, strings or phrases that
are found in the body of the document and several other useful fields, including the title, keywords and
metadata fields. This is identical to the Standard Search found on the Top Menu.

The search engine removes common words, such as “and”, “or”, and “not” from the list of words searched

by the search engine.

3. Search Using Metadata Fields

As you construct an Advanced Search of the metadata fields, notice that you may use any combination of
fields to create your search. Documents returned from your search only if they meet ALL of the metadata

criteria you specified.

Example: An example of how you would create an advanced search is as follows: Suppose you know that
Sgt. Jones submitted in a briefing in the first two weeks of September, 2006. But you do not know the
title of the briefing nor the Knowledge Junction. You could construct a query as follows using a

combination of four metadata fields:

Metadata Field Value

Submitted in By John.D.Jones

Document Type Presentation

Last Review Date From 9/1/2006 12:00 AM

To 9/15/2006 12:00 AM

Note: Use calendar select icon to choose dates to ensure proper formatting.

When you are ready to search, press "Search". If you make a mistake and want to start over, press

"Clear".

4. Sorting the Advanced Search Results

The standard order of the search results is by Score, sorted from highest to lowest. You can also sort by
Release Date. You also have the ability to specify whether the list is sorted in ascending order or

descending order. Make your selection for Sort Order from the drop down list.
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V. Advanced Search Screen

The Kx ranks each document according to the relevance of that document to your search. Relevance is
displayed as a percentage with 100% indicating that there is a perfect match between the keywords or
phrases in your search and those same keywords or phrases in the document. The score may vary

depending upon the number of occurrences of the keywords, the usage of the keywords within the
sentence structure, etc.
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VI. Document Information Screen

Information Icon

The purpose of the Document Information Screen is to display the full compliment of metadata and
information associated with a document. This screen is also designed to give you the tools necessary to

manage this document.

This screen appears whenever you click on the Information Icon. You will see this icon in at least two

places:

Search Results List — the Information Icon is displayed with each document listed on the Search Results

list.

Currently Checked Out List — the Information Icon is displayed for each document that is currently
checked out to you. This list is available from your "My Settings" page [More info on My Settings in
Section 9].

The Document Information Screen carries several different types of information:

. Metadata Fields
. Informational and Functional Fields
. Function Buttons

. Revision History
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Content Information

Revision: 1
Title: Search Test 19

Last Submited By: Jozeph & Jmmerlin

Enowledge Junclion
Destination Folder: Mﬂw@mﬁﬂlﬁiﬂﬂmﬂ

Original Authors:
Keywords: fesi
Custom Abstract:
Access Control:
Status: RELEASED
Formats: Apphcationkmz
Discussion: Star] o gcarscion
E-mail link: [
Get HTML Version: &) yng
Get Native File: pesworkiime (latest)

Click hare ks update thie contant. Firgt the contant vill be lacked

for aditing to pravent othar users from submitting any dhangas ]
while you work, Wou will then be able to submit 8 new version of

tha conbant

Click hare b0 updats the sontent’s metadats. Changer made here 7]

do not alter the actual contant in any way.

Click hare ta subseribe to thir conbent. @

Revision History Dalate A1

Revision | Release Date Expiration Date Status

1 ANTA006E 714 PM | 3N72007 714 PM | RELEASED -

1. Metadata Fields

The upper portion of the Document Information Screen displays the content of each metadata field
associated with this document.
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Content Information

Revision: 1
Title: Search Test 19

Lasgt Submited By: Joseph & Jmmerin

Enowledge Junclion
Destination Folder:

Original Authors:

Keywords: fesi

Custom Abstract:

BAccess Control:

Status: RELEASED
Formats: Appheationkmz

Discussion: = Stad a dscession
E-mail link: [

Get HTML Version: €] yng
Get Native File: pesworkime (latest)

VI. Document Information Screen

Engwledge and Content Management 2

Click hare ba update thie tank. Firet tha tark will ba lacked

for @diting to pravent othar users from submitting any dhangas ]
while wou work, You will then be able to submit & new version of
tha conbant
_ Click here to update the content’'s metadate. Changer made here
m do not alter the actual contant in any way. ﬂ
Click hare ta subseribe to thir conbent. @

Revision History Dalata &1

Revision | Release Date Expiration Date Status

1 ANT2006 714 PM | 3N72007 714 PM | RELEASED

Revision

In the screen capture, the document is revision 1. You will see other revisions if available, at the bottom

of the screen.
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Hnowisdgs Juscsian
Derstinaidan Faldes: =

Dulginal Auth ats:

Gl b S update S Sl Pl b oanierd vl B bkl
[ omaatn v | 1o g 5 Bthe Uil Trer ubmimneg aay Sangad o
rwm Vemg will than ba abla s pebmi 8 nav varsien of

[(irm piwtaiins | ‘b e to undute the cootest’s matedsts, Chargar mads hats gy
i el etk aftsl snntael ey vap

Chik s 8 b iren 4 W sl @

Ravision Higtory [eiss a0

Rewiston | Raless Dae | Expivaton Dans Siam

i SRENCE 714 P | An20000 704 PM | RELEASED

Title

The title is the name associated with the document while it is stored in the Document Repository. The title
is entered at document submission and can be different from the file name on your PC. This concept
sometimes causes confusion because the "original source file name" being requested is the file name on
your PC or shared drive. When the file is uploaded from the original PC or shared drive, the original folder
name and folder structure associated with the file name are no longer valid. The person submitting in a
document must give each document a Title within the Kx Document Repository. The document title in the
example is "Search Test 19".
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VI. Document Information Screen

Content Information

Tt Saaich Taal 13

Title: Search Test 19

ek hamy B0 update Sen oeAwsl, Fiegd tha cantert vill e backed
[ taim vmmmier | " S ha peaeant sthae urde frum subneme s Sanges
::-mmmﬂnmhmum-mmi

[ ibmirin | ik boea 5 s 5 i netast. @

Ruvigion Higtory [eise 20
Reetsion | Relesws Date | Expieation Dae | Stwws

1 RATLO06 T-1d P  An20000 704 P | RELEASED (o]

Submitted By

The Kx captures the name of the individual who submitted the document into the Kx. In this example,
Joseph A. Zimmerlin was that person. Note: Username is also linkable and will allow you to email the

member, if needed.

ek hamy 5o update Ses oeAwsl, Fiegd tha canterd vill e backed
[ datm e | ' Seeed 5 peseant sthae urdes frum subneme way Sanged g
::-mmm-nmhmum-mmi

Chih s 8 sk iren 4 W sl a

Ruvigion Higtory [eise 20
Reetsion | Relesws Date | Expieation Dae | Stwwes

1 RATL006 T-1 Py  An20000 704 P | RELEASED (e=me)

Destination Folder
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Each document submitted into the Kx is submitted into one or more Destination Folders. One Destination
folder is associated with each Knowledge Junction. In this example, the document was submitted into the
"Knowledge and Content Management" Destination Folder.

Knowledge Junction

Dastivation Ealdars Knowledge and Content Managerment @

Revigion Higtory [eise 20
Reetsion | Relesws Date | Expieation Date | Stwws

i SATL008 T-14 P | An2000F 704 PM | RELEASED E

Original Authors

This is an optional field on the Document Submission Screen. Entering this information helps users
ascertain the source and integrity of the document.

Content Information

Wit Saaich Taal 13

Criginal Authors:

ek bame B update s oAl Fieit tha canterd vill e bached
[ edatn e | " S ha paeant sthas undes frum submeme sy Sanged
whily s wark, Vou wll than ba sble te pebm 5 naw varsien. ol
thak GBLAAL
Cheb bats b updens e contest’s matedets, Oh [ray e
(g inins | B o it et b iy e a

[ ibririn | Gk boea 5 s 5 i netmst. @

Ruvigion Higtory Deise 20
Reetsion | Relesws Date | Expieation Dae | Stwws

1 RATE006 T-1d P  An20000 704 P | RELEASED (]
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VI. Document Information Screen

Keywords

"Keywords" is an optional field. A thoroughly created Keyword field enhances search results. The field is
designed to capture keywords and phrases that might not otherwise be located in the document itself. In
this example, the person that submitted the content designated one keyword "test". That person assumed
that this word might not be present in the document itself but it represents topical areas that a user might

use in a search query. (Use a space to separate keywords instead of commas.)

Content Information
Rawwhidan;: |
Thdle: Senrch Tesl 13
LA Submimed By: Jriaph & Jerrein
Hnosdedge Juscian

]
Davinarn Folde EnEition and Content Managemesl B

Keywonds: test

Anriwl,
@ Tor abiireg B peueath oihds uldsl Tremm Sub-mimeg auy Shanged o
whila yora werk, Yo will than ba sblae i rebmdl 2 naw version of
i canluil.
Choh baes 50 updute the mnsests matedsis. Chargen meds hes
Jotiedtn smans ] s -

i el B tha anrtmal sy e

Chik s 8 b iren 84 W sl a

Ruvigion Higtory Deise 20

Rwwislen | Raless Dwe | Expicaton Dans Siam

i RREGEE 714 P | AnT0000 704 PM | RELEASED

Custom Abstract

Custom Abstract is an optional field designed to function as the Abstract of the document. If it is blank,
the Kx provides a machine generated Abstract in the Search Results page by "grabbing" the first 255
characters in the document. (An abstract may NOT be automatically created by the Kx for documents with

no text. e.g., image files, mdb, etc.)

35



AFMS Knowledge Exchange Help Documentation

Custom Abstract:

1 RATLN06 T-14 P  An7.0000 704 P | RELEASED =)

2. Informational and Functional Fields

The Document Information Screen provides you with useful information about this document as well as

providing functionality to manage this document.
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Content Information

Revision: 1
Title: Search Test 19

Lasgt Submited By: Joseph & Jmmerin

Enowledge Junclion
Destination Folder:

Original Authors:

Keywords: fesi

Custom Abstract:

BAccess Control:

Status: RELEASED
Formats: Appheationkmz

Discussion: = Stad a dscession
E-mail link: [

Get HTML Version: €] yng
Get Native File: pesworkime (latest)

VI. Document Information Screen

Engwledge and Content Management 2

Click hare ks update thie tank Firet the tarik will ba locked
for @diting to pravent othar users from submitting any dhangas ]
while wou work, You will then be able to submit & new version of
tha conbant
_ Click here to update the content’'s metadate. Changer made here
m do not alter the actual contant in any way. ﬂ
Click hare ta subseribe to thir conbent. @

Revision History Dalata &1

Revisian

Release Date Expiration Date Status

1 ANT2006 714 PM | 3N72007 714 PM | RELEASED

Access Control

Here is were you would see if there is any special type of access necessary to view a particular document.
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Content Information

Revisian; |
Thbe: Saasch Teal ¥
Lot Subimitted By: Joiaph & Jrerein

Hnowiedgs Juscian &
Doriais by ol gy LR 000 0 Comtend hanagemeni

O lginal Suth ois:
Kaywards: bod

Access Control:

Tor acdiireg 50 Guwwant Bthis Ukl 1o submorr wvs Sanisd )

Chk baen Bin plpiren S W Al @

Ruvigion Higtory Deise 20
Releais Qe | Epiration Date [ Stase

Cheb bats b ugdens e contest’s matedets, [ray
@ i Al abae e abwal snrtmsl i sy vy i @
Fo——

1 RATL06 T-0 P  An2.0000 704 P | RELEASED (eme)

Locked By

The Kx would display the name of the responsible individual when this document is in "Locked" status.
Note that you can still view and download the current version of the document without the risk that a new
document (with new version number) will be loaded while you have it locked.

Chik beg 00 updiens e oniests matedets. Changen meds s
e e ] Yt b i sy - 2

e T Y e 7]
Rwvigion Higtory Deiste 28
Rursisl Raless Date | Expiraton Dans Siaw

1 RATL006 T-1d P  An2.0000 704 P | RELEASED (eme)

Status
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VI. Document Information Screen

The status field relates to the status of a document if it is currently in a workflow approval process. The
various status indicators are: Done, Edit, General Review, (GenWWW) Pending, Released, Expired, and
Deleted.

Content Information

Resvisian;: |
Thbe: Saadch Teal 12
Lot Sabimitted By: Joiaph & Devreein

Hnowledge Juscsian ™
Dorsais by [l gy LiERE 00 0l Comstend han agemmeni

Dulginal Auth ats:

ot PO Vembene T Status: RELEASED

Chih s 8 ok i 4 W sl a
Rwvision History [sies &0
Rwisten | Rslesss Dae | Expiration Dans Slaw

i JTL006 T-1d P | ANT000F 704 PM | RELEASED E

Format

The name of the native file format is displayed.

Content infomnaticon
Resvisan;: |
Thbe: Saadch Teal ¥
Lot Subivitted By: Joiaph & Jrerein
Hnowledge Juscsian &
Dwsinaien Faldes; EOEIRGIE 21 Coviend Managemesd
Oulginal Suth ois:

i JTL006 T-1d P | ANT0000 704 PM | RELEASED E
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Discussion

This lets you know if there is currently any discussion going on about the document you are looking at.
The discussion are done through the Kx Discussion Forums.

i JTL006 T-1d P | ANT000F 704 PM | RELEASED [E]

If a discussion has already been started for the document, then you will see this:

Discussion: 5 1 thread

See section 10 for more on forums.

Email Link

You can email the link (URL) of this document by clicking on "Send link by email". This action opens a new
email document and inserts the URL to this document. This link can be sent to any recipient; however, the

recipient must come from a "Dot-Mil" domain or be a Kx member in order to retrieve the document.
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VI. Document Information Screen
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1 STE006 71 P  AnT.000F 704 Pl | RELEASED e==n|

Get PDF Version

This field displays the URL of the PDF format version of this document. It is frequently useful to cut and

paste this URL as a link in other documents. Notice that this is the PDF version and not the native format.

[(lpire piataiins | ‘Ghch e to undute tha cootest’s matedsts, Chargar mads hats gy
i Al alae e astwal snrtmsl i sy ey

[ ibmirbn | Gk boea 50 iinirien 5 i netmst. 7]
Rwvision History {eists 40
Rustsd Raleses Dwte | Ewxpivation Dans Siaw

1 STL006 714 P  AnT.000F 704 Pl | RELEASED e

Get HTML Version
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If the document was able to be converted to an HTML viewable page on the server, then you will have a
link to the HTML version available on this page.

Content Information

Resvisian; |
Thbe: Saadch Teal 12
Lt Sabmimed By: Joiach & Deerradn
Hnowisdgs Juscsian
Derstinaidan Faldes: ™
uiginal
K

Get HTML Version: @ HTML

e
B

e papwordumg [lwid])

[ mdate vaepie | 1o e 5o pasvant sthe uise from submemeg sy Sanged )
phida e woek, Vo will than ba shin ir pebrr « nav varvion of
Chek Fepen B0 updete tha morissl’s makedats, Ch s e
[m ﬁuﬂ—:dmdwun-m i o
Chih bt 8 b iren 4 W sl @
Rwvision History [eiss 20
Rewisten | Rslesss Dwe | Expivation Dans Slaw

i FTL006 T-14 P | ANT0000F 704 PM | RELEASED

Get Native File

This link enables you to download the document in its original native file format. Clicking on this link does
the same thing as clicking on the document type icon in the search results screen. When you click this
link, the Kx presents a standard Microsoft browser screen that allows you to specify the target location on
your PC. Please take note of the target location you specify because the default location may be difficult to
find later.
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3. Function Buttons

Three function buttons are available to manage and administer this document.
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Content Information

Revision: 1
Title: Search Test 19
Last Submitted By: Joseph A Dimmerin

Enowledge Junclion

Destination Folder: Kngwl nd Content Management 2

Original Authors:
Keywords: fesi
Custom Abstract:
Access Control:
Status: RELEASED
Formats: Appheationkmz

Discussion: . stan » dscussion
E-mail link:

Get HTML Version: €] yna
Get Native File: pesworkime (latest)

Click hara ba updits thig contant. Firgk the contant will ba lackad

for aditing to pravent othar users from submitting any dhangas
while you work, Wou will then be able to submit 8 new version of E

tha conbant

Click hare to updste the content’'s metadate. Changer made hare 7]
do not alter the actual contant in any way.

Click hare ko rubscribe to thie contant. 7

Revision History Dalata &1

Revision | Release Date Expiration Date Status

1 ANT2006 714 PM | 3N72007 714 PM | RELEASED

Update Version

[ Update Verszion ]

The Update Version button enables you to take administrative control of the document. You must have
authority as a Content Manager or as the user listed as "Last Submitted By" in order to lock and edit this
document. Taking administrative control means that all other users are blocked from making changes to
this document as long as you keep the document in "Locked" Status. However, other users may view and
download the document, but they may not edit and submit it back into the Kx.

The Kx does not allow you to lock and edit a document as it sits in the Kx Document Repository. The
process you must follow is to first download it to your PC, edit it, and then submit it back in from your PC.
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If you intend to replace the document with a new file, you simply "Lock" the original document (without

downloading it) by clicking on "Update Version" and then "Submit" the new file.

NOTE: Occasionally, users lock documents and forget to submit them back. If you do not want users to be
able to lock a particular piece of content, set the Access Level to the KJ account name, and that will allow
them to download a copy but not lock it.

When you successfully "lock" a document, the Kx will display the Update Version Confirmation screen.

Update Version Confirmation

4% This confirms that you have locked the following content. Mo other user can submit any changes to
this content until you have submitted yours, A full list of documents which you have locked are
available on your "My Settings" page, under "My Checked Out Documents”.

If you did nat mean to lock this document for editing, please click the unlock button below.

[ Unlock ]

Title: Search Test 19
Content Il JOE 000324
Locked By: marc.saliba

Use the right mouse button on the link below to choose & save option. It is strongly recommended that you save the
file to & directory other than the browser's default directory.

Native File Link: joesworld.kmz

Click on the Submit buttan below when your edit is complete.

[ Subrmit |

Notice that this box gives you a second opportunity to download the document to your PC if you have not
already done so. When you are ready, you can press the Submit button to submit the new or modified file.
The Kx will present you with the standard Document Submission page so that you can select your file and
update any metadata fields if necessary. Note that the Update Version and Submit process automatically
resets the "Version Number", "Last Submitted By" and "Last Review Date" metadata fields. All other
metadata fields remain the same unless you manually change these data. Press here for more information
regarding the Document Submission Screen [See Section 8].

Unlock

[ Unlock
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Also note that when a document is in the "Locked" mode, an extra button is available: Unlock. This button

is convenient when you would like to cancel the current "locked" mode.
When you have the document in "Locked" mode, it will show up in the My Settings area under your

"Locked Documents" list. Click here for more information about the My Settings area [See Section 9 for

more info].

Submit New Version

[ Subrnit Mew Yersion ]

This button is used to submit a document currently locked back into the Document Repository. When you
click this button, you will be presented with the Document Submission Form [See Section 8]. An
important feature of the Kx is that the Document Submission Form is pre-populated with the Knowledge
Junction as the destination Knowledge Junction. You may designate other Knowledge Junctions for this
document to be associated with, but the Content Manager associated with this Knowledge Junction

becomes its primary Content Manager.

Update Metadata

[ Update Metadata ]

The Update Metadata button provides you the ability to change or modify the metadata fields attached to
this document. For example, this feature is convenient when you want to add keywords to enhance the
search function, when you want to improve the Comments (Abstract), change the title, or when you want

to make this document available to other Destination Folders or Document Types.

Subscribe

[ Subscribea ]
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The Subscribe feature allows you to receive email notification each time a change is made to this
document. The notification cycle is set at 24 hours. A list of all documents you are currently subscribed to

will show up in the My Settings area [See Section 9 for more info].

You may also subscribe to any Knowledge Junction by clicking the "Subscribe" button on the KJ page
[See Section 7, Topic 3 for more info].

Add Similar

@ You can check in a new document with similar metadata by clicking the button below.,

[ Add similiar |

Occasionally you will find yourself submitting in multiple documents with the same or similar metadata. In
other words, the author, keywords, comments, etc. are always the same. To facilitate the rapid loading of
these documents, the Add Similar button allows you to submit additional documents that carry the same

metadata fields as the original document.

4. Revision History

A Revision History is maintained for each document in the Kx Document Repository. You have two

functionalities available for your use:
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Content Information

Revision: 1
Title: Search Test 19

Lasgt Submited By: Joseph & Jmmerin
Enowledge Junclion

Destination Folder: Mﬂuﬁ.ﬂﬂ_&mﬁﬂlﬁiﬂﬂmﬂ
Original Authors:
Keywords: fesi
Custom Abstract:
Access Control:
Status: RELEASED
Formats: Appheationkmz
Discussion: Star] o gcarscion
E-mail link: [
Get HTML Version: €] yng
Get Native File: pesworkime (latest)

Click hars ts updsts thie contant. Firet the content will be locked
for aditing to pravent othar users from submitting any dhangas ]
while you work, Wou will then be able to submit 8 new version of
[_Updats Matadata |

tha conbant

Click here to update the content’'s metadate. Changer made here
m do not alter the actual contant in any way. ﬂ

Click hare ta subseribe to thir conbent. @

Revision History Dalata &1

Revision | Release Date Expiration Date Status

1 ANT2006 714 PM | 3N72007 714 PM | RELEASED -

Change Revision

Click this link to gain access to an earlier version of the document.

Delete

Click this link to delete any earlier version. Note that not all users are granted “Delete” privileges.
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VII. Using a Knowledge Junction Web Site

1. General Purpose and Function of a Knowledge Junction

The concept of a Knowledge Junction is the cornerstone design principal of the Kx. A Knowledge Junction
is a standard intranet web site combined with a special window that makes visible portions of the
Document Repository. The visible portions are those documents that have been designated as being
relevant to the users of that Knowledge Junction. The individuals who submitted in documents made this

designation.

A Knowledge Junction is located at each node on the enterprise Site Map, and currently over 500
Knowledge Junctions exist. The volume of Knowledge Junction sites reflects the true enterprise nature of
the AFMS intranet.

The top and bottom banners of each Knowledge Junction are standard and are present on all Knowledge
Junctions. The middle portion is configurable by the respective Content Managers and varies in content

and design from one Knowledge Junction to the next.

A Knowledge Junction focuses on a specific aspect of the enterprise site map and draws in all relevant
documents to that node, such as policy documents, research papers, and presentations. It also draws in
sources of tacit knowledge and know-how such as collaboration forums, expertise directories, and training
modules. The extent of the material available at a given Knowledge Junction is dependent upon the effort
put into the site by the Content Manager and the willingness of users to share their knowledge,
documents, expertise, and know-how. The amount and type of knowledge available varies widely from

one Knowledge Junction to the next.

2. Standard Top Menu Banner

WOSE | SITESAP | WY PROJICTE | MOIN | LGES | HELF

mmmmm il

| T———— T scons & WTFs

Each Knowledge Junction displays the Standard Top Menu Banner [See info in Section 3] from the Kx

Home Page for ease of navigation. All Knowledge Junction Pages also display the Navigation Bar [Section

3, Topic 3].

User box

Your User Name will appear when you log in with the user box.

" oM | SITEMAP | MY SETTINGS | MY PROJECTS | LOGOUT | HELP L ¥ as: John Dos

Mmm Working s reredt® Benenent Apancrs Seascx
Wravk

Hupchopunrars: Visw' F nCHon Vi A 00Me & MTFS Yy Pavarsn Prvimpdy (60 Fasany Tws
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My Knowledge Junctions

In addition there is a "My Knowledge Junctions" button in the user box. This is a quick and easy way to

access the Knowledge Junctions you have subscribed to:

LocGen inAs: John Doe

FylKnowledgeMunctionsH

Si5E - Executive Services

3. Knowledge Junction Links

Commwunity | Discuss | Add Document | Subscribe | Contact Us

Every Knowledge Junction provides links to important functionality needed while you are working at a
Knowledge Junction site. Note that the security model provides for several types of access. Any user
accessing the Knowledge Junction from a Dot-Mil domain is able to see the Knowledge Junction and many
of the documents in the Knowledge Junction. However, you must be logged in with an authenticated

password in order to see restricted areas and documents available on this site.

Community

The Community link displays who the Content Manager and Sponsor are for that particular Knowledge
Junction, as well as all the people subscribed to the Knowledge Junction. It also allows you to email any or

all of these people.

Discuss

The Kx discussion forums allows you to share ideas, opinions, and information quickly and easily.
Organized by threads in an easy-to-follow format, discussion forums are designed so you can quickly

locate information, find other knowledgeable users and participate in conversations.

Add Document

This link is used to submit a document into the Document Repository. When you click this link, you will be
presented with the Kx Submission Form [More info See Section 8]. An important feature of the Kx is
that the Document Submission Form is pre-populated with this Knowledge Junction as the destination
Knowledge Junction. You may designate other Knowledge Junctions for this document to be associated
with, but the Content Manager associated with this Knowledge Junction becomes its primary Content

Manager.
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Subscribe to this KJ

If you are a frequent user of this Knowledge Junction and you want to be notified if the web site is
updated or new documents are added to the KJ, you can subscribe to that KJ and you will be notified once
daily by email whenever updates are made. At the subscription confirmation page, click "Back" to return
to previous page. NOTE: You can subscribe to as many Knowledge Junctions as desired. Each KJ you are
subscribed to will appear as a shortcut in the "My Knowledge Junctions" area of the User Box [Section 7,

Topic 2]. If you are already subscribed, this link will say "Unsubscribe.”

Contact Us / Feedback

The Kx staff is very interested in your positive and negative feedback on this site. For this reason, the
Contact Us/Feedback link is available for use. Feedback automatically goes to both the Kx Customer
Support team and the Primary Content Manager of the Knowledge Junction you are viewing. See Section
3, Topic 6 to learn more about providing feedback. NOTE: Failure to provide a valid email address can
prevent receipt of a response to your feedback request or comment. If you are logged in, this information

will automatically be sent based on the information in your profile.

4. Knowledge Junction Documents tray

Every Knowledge Junction carries the standard
Document List on the left-hand side. This can be
viewed by hovering over the link "Documents” on
top of the left hand menu. This list contains
multiple Document Types that perform searches of
the Kx Document Repository and retrieve
documents designated for this Knowledge
Junction. Clicking on a Document Type brings up
the Search Results screen populated with
documents that satisfy the query (i.e. document
type as determined by the link selected and only
within the particular Knowledge Junction).
Searches within these documents can be

performed.

Documents are assigned to Document Types during the document submission process. A list of types is
among the metadata choices presented to the person submitting in the document. A document can be
assigned to more than one Document Type. Documents appear in order with the most recently submitted

in on top, and can be sorted by clicking any of the underlined headings.

See Section 4 for more information about the Search Results screen.
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See Section 8 for more information about the Document Submission form.

5. Web Content — Created for this KJ

The center portion of each Knowledge Junction Web Site is reserved for specific web content created and
maintained by the Content Manager responsible for that site. Here is a sample custom menu that was
created for a typical Knowledge Junction. The menu provides access and functionality to Web Content.

MOME | SITEMAP | MY SETTINGS | MY PROJECTS | LOGOUT | MELP

GR - Modernization

NAVIGATION

SGR Wision:
*odernize the Air Force SMedical Service to provide the "best healthcare™ to the glabal
wardighter

SGR Missinng
Frovide oversight, policy and resources to modernize the fikr Force Medical Service,
transtorming medical capability needs to world-class solutions

Modemization HO S1aff
Directions 10 SGR (pdf}
SGROCC
Front Qffice Contact info

The main portion of the Knowledge Junction page is set aside for web content as would be placed on any
typical web page. The custom menu controls the functionality and access to any additional pages of the

web content.

The Kx provides the Content Manager with the ability to design and layout a Knowledge Junction web site.
Please see the Content Manager User Guide for more information.

Both the custom menu and web content are created and maintained by the Content Manager responsible
for your site. To communicate with the Content Manager responsible for your site, you may click on the

Contact Us link in the upper right corner of the page.

6. Standard Bottom of Page Banner
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_ FEEDEACK | PRIVACY

The Standard Bottom of Page Banner is present on all Kx pages. Follow the Feedback link in the lower left
corner of the page to communicate comments or problems concerning the content of this site. You can
also view the AFMS Security Privacy Statement.
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VIIl. Document Check-In Form
1. Kx Submission - General Information

The Document Submission Form is used to submit all documents into the Kx - Word, Excel, PowerPoint,
HTML, graphics, video, etc., that will appear as content items in the Knowledge Junction Documents
tray [Section 7, Topic 4]. The form displayed here is standard for all users. A separate submission form is
available to content managers to submit web-viewable pages. [See Web Content Created for this KJ,
Section 7, Topic 5.] These additional fields control the design and maintenance of the Web Content. [See
Knowledge Junction - Add Document, Section 7, Topic 3.]

The Question Mark Icon Eis placed beside each field name to help you use that field. Hovering over it
provides a short description of the use and function of this field. Clicking the graphic links to the relevant
section of this help manual.

The Document Submission Form is split into three tabs of data:

The Standard tab is the only tab that has required fields to submit your document.

Submit New Version

Standard
A If this document must be protected behind
Access Control: @ | DotMil: availabla to any user with “ mil accass a pasgwiord (e.g. Privacy Act into) then
D0 NOT select Dot-Ml, The Dol-bil setting
* Title: @ Eearch Tast 19 swill make your document available on any
* il corriain selhout & log in.
* File to Submit: @
[0 announcements [l Briefings / Presentations [] Graphics
[ Lessons Learned [ minutes [ multirnedia
* Document Type: B ) o :
[ Mewsletters [ Palicies / Directives [] Rreference Documents
El Reports D Training E Cther Documents

Include On Public Server: @ [

* Required Fields

There are only five required fields to submit a document, of which two have default values. The fields you
will need to fill in are Title, File to Submit and Document Type. (The other two fields are owner, which you
cannot change, and the Access Control pull down, which is set to by default allow access to Kx users or

people with Dot-Mil access. The required fields have a red asterisk next to the name of the field.

See Topic 2 for more information.
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The Advanced tab has fields to add different types of metadata that describe, identify and direct the use

of this document.

Submit Mew Version

Advanced

Release Date: B |2/27/08 10:15 am &

Expiration Date: B |2/27/07 10:15 am |

Original Authors: &
255 characters remaining

Keyworids: B
255 characters remaining

Custom Abstract: @
255 characters remaining

Metadata remains attached to the document as long as it is held within the Kx Document Repository and is
available to view and modify using the Information Icon link [Section 4, Topic 2]. The Information Icon
is found on the Search Results screen [Section 4] as well as documents listed in the My Settings area

[Section 9].
Metadata is not carried with the document if it is downloaded to your PC. However, metadata is carried
over from one document version to another, so if you check out a document and submit a new version,

the Kx will automatically assign previously captured metadata to the new document by default.

See Topic 3 for more information.

The third tab is the Knowledge Junction tab.
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Standard

Advanced

VIII.

Submit New Version

I Enowledge Junctions I

Document Check-In Form

Knowledge Junction = Headquarters View
Destination Folder:

0 26 - Surgeon General

1 SGC -Med Force Development

SGE - Executive Serices

L1 =61 - Congressional and Public Affairs
[ 8GJ - Judge Advocate

L3 5GM - Medical Plans and Programs
) 8GO - Healthcare Operations

) SGR - Mademization

[ SGY - Resource Management

[ AFIA Medical Ops Directorate

0 AF Inst for Operational Health (AFIQH)
[ AFMS Contracting

L1 AFMS Engine Room

3 AFMS Panels

[ Medical AFI's

[ NOwA

L1 USAF School of Aerospace Medicine
L Other

|:—'| Functional Wiew
0 MAICOMS & MTFs

See Topic 4 for more information.

2. Standard Information Tab

The standard tab is the only tab that has required fields to submit your document.

Standard

Adwanced

Submit New Version

Enowledge Junctons

Access Control: @ | Dot-Mil: available to amy user with “ mil access

* Title: @ lFtnlch Tast 19 |

AHMMMW&MM@M
a password (e.d, Privacy Act into) then
DO NOT select Dot-Mil, The Dot-bl setting
swill make your document available on any

Include On Public Server: @ [

* Required Fields

* mill lomain without & log in.
* File to Submit: @ | [(Biowse... ]
[J Announcements [ Briefings / Presentations [ Graphics
* Document Type: B O Lessons Learned [ Minutes O muttimedia
O newslstters [ Policies / Directives [ meference Documents
(] Reports [} Training [#] other Documents
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Access Control

*Access Control: & | Daot-Mil: availahle to any user with *mil access  +

The Document Access Control metadata field is your interface to the Kx Security Model and allows you to
specify the security access level required for users to view, download, edit, delete, or otherwise administer

this document.

Users can only enter the Kx in one of two ways: by “Logging In” with a valid Kx password or by utilizing a

*.mil domain. Because the Kx is an intranet site, true public access to Kx documents is not allowed.

You are responsible for designating the type of access at the time the document is submitted. At a
minimum, you have two universal choices on your drop down list. If you are listed as a Content Manager
or a Peer Group Reviewer, your Knowledge Junction name(s) will also be listed in the drop down list.
Notice that a given document can only have a single assignment: All-AFMS, *.mil, or a single Knowledge

Junction name.

Dot-Mil: Available to any user with *.mil access

The "*.mil" option is the least restrictive of all choices and is the default selection. All users who access
the Kx will be able to view and download this document. Specifically, the "*.mil" selection means that this
document is available to all users who have entered the Kx through a "*.mil" network but have not
necessarily formally logged on with a Kx password. Users from any "*.mil" network (i.e. military service
network, DoD headquarters, etc.) can enter the Kx as a "*.mil" user. However, users that come from
outside the "*.mil" network (i.e. commercial Internet Service Provider (ISP)) must always formally log in

with a valid Kx password.

Note: Posting lists of personnel, email addresses, and duty phone numbers is permitted on the Kx, IAW
AFI 33-129.

All-AFMS (Security Access)

The "All-AFMS" selection is a more restrictive form of access. Specifically, "All-AFMS" means that this
document is available only to users who have logged in with a valid Kx password. "All-AFMS" users can
view, download, change and delete (only those with certain privileges can delete) documents in both the
"*.mil" and the "All-AFMS" categories. Use this designation for all documents that you wish to be accessed

by users who are logged into the Kx.
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Knowledge Junction Specific

Additional names may appear as Security Access options when you open the Security Access Control Drop
Down list. These are the names of Knowledge Junctions for which you are a Content Manager or a
designated Peer Group Reviewer. If you fit one of these categories, you have additional privileges that are

designed to further restrict access to documents and to add an element of trust or credibility.

When you select a Knowledge Junction name from the drop down list you are specifying that only named
Content Managers and Peer Group Reviewers for this Knowledge Junction have the ability to lock, edit,
delete and otherwise administer this document. This does not affect the ability of users to view and

download, but it does restrict their ability to lock, edit, and otherwise administer the document.

Title

*Title: &

The Title metadata field represents the title of the document as it resides within the Kx Document
Repository. This name may differ from the original file name of the document as it resides on your PC. The
Kx does not use the name of the document in your PC-based folder structure after you have submitted the
document. For example, the Title is displayed on the Search Results page. The Kx uses only the Title field

to identify the document.

File to Submit

*File to Check-in: &

The “File to Submit” field is the way you identify the target file as it resides on your PC. The Browse
button next to the “File to Submit” data entry field opens the standard browser window and allows you to
browse your PC for this file. The Kx then uploads the document from your PC when you complete this
form. Once you submit the document, the target file name as it is displayed on your PC is no longer

useful.

Document Type Field
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[l announcements [ Briefings / Presentations Ol Graphics
. [] Lessons Learned [ Minutes ] mMultimedia
Document Type: & - o
(] Mewsletters [] Palicies / Directives [] Reference Docurnents
Ol Reports Ol Training [l other Docurments

The Document Type is an important metadata field because this field designates one or more standard
Document Types that will display this document in the designated Knowledge Junction. All of these boxes
correspond directly to the Knowledge Junction Documents tray [Section 7, Topic 4]. In practice, you
are tagging the document with a search key that the Kx uses to locate all documents that fit into a certain
category within a certain Knowledge Junction. You can also use this field to enhance your searches using
the Advanced Search Function. You are encouraged to check all boxes that apply. The Kx allows multiple

choices.

3. Advanced Information Tab

This tab has fields to add different types of metadata that describe, identify and direct the use of this
document.

Submit Mew Version

Advanced

Release Date: B |2/27/08 10:15 am &

Expiration Date: B |2/27/07 10:15 am |

Original Authors: &
255 characters remaining

Keyworids: B
255 characters remaining

Custom Abstract: @
255 characters remaining

Release Date

Release Date: & |9/27/06 10:15 AM =

The Release Date is the second of three key metadata date fields that record the life cycle of this
document: Original Submitted date, Release Date, and Expiration Date. The Release Date is automatically

pre-populated with Today’s Date and indicates the time this version of the document was submitted. You
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may override this date although the Kx Business Rules discourage this practice. The Original Submitted

Date is not editable by the user and is the date the first version of this document was submitted.

To input the date, click on the calendar icon and select the date from the pop up.

SMTWTFS
T 2E 2303 1 2
3 45 67 8
10 11 12 13 1415 16
17 18 19 20 21 22 23
24 25 26[27] 28 29 30
123 4 56 7
Today

L=

Expiration Date

Expiration Date: B |9/27/07 10:15 AM =

The document expiration process is designed to ensure that content on the Knowledge Exchange is
relevant and up to date. Each item submitted to the Kx, whether it is a piece of content or something that
makes up the web content pages, has an expiration date. The default is one year from the date the item
was submitted but that can be modified at time of submittal. The Kx is programmed so the content owner
(person who submitted it) receives a content expiration notice 20 days prior to expiration. If the content is
one that makes up the web looking pages or has the KJ reviewed mark then starting 14 days prior to
expiration notices are also sent to the content manager. If no action is taken by the content manager 7

days out notices are sent to the sponsor and Kx staff.

To input the date, click on the calendar icon and select the date from the pop up.

SMTWTFS
T 2E 2303 1 2
345678 9
10 11 12 13 1415 16
17 18 19 20 21 22 23
24 25 26[27] 28 29 30
123 4 56 7
Today

NOTE: All notices continue daily except weekends, until either renewal or expiration occurs. Expired

content "disappears" from the Kx, but is retained and can be retrieved by an administrator and renewed.
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Original Authors

Original Authors: [

The Original Authors field is a free form metadata field used to list those individuals who should be
associated with this document as an author, in case the user submitting in the document into the Kx is not
the author. This aids in searching for the document by associating names that are not otherwise used in
the document itself. This optional field is limited to 255 characters, and so has a "character countdown"

feature that displays remaining character space.

Keywords

EM MISE IM~IT
Keywords: [

The Keyword field is a free form metadata field used to list all words and phrases that are not otherwise
used in the document itself, if desired. This aids in searching for the document. This optional field is
limited to 255 characters, and so has a "character countdown" feature that displays remaining character

space. (Use a space to separate keywords instead of commas.)

Custom Abstract

This document contains the instructions

Custom Abstract: [ | nesded to navigate and use the AFHS F=.
It containeg creens, freguently asked

The Custom Abstract is a free form metadata field. It is used by the Kx to display the document Abstract
on the Search Results page [Section 4]. This optional field also has a "character countdown" feature that
displays remaining character space. If it is blank, the Kx provides a machine generated Abstract in the
Search Results page by "grabbing" the first 255 characters in the document. (An abstract may NOT be

automatically created by the Kx for documents with no text. e.g., image files, mdb, etc.)
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VIII. Document Check-In Form

4. Knowledge Junction Information Tab

The Knowledge Junction tab is where you can select which Knowledge Junction "Destination Folders" you

want your document to be placed in.

Submit New Version
Knowledge Junctions

Knowledge Junction = Headguarters View
Destination Folder: & 53 56 - Surgeon General
— SGC -Med Force Development
[¥] SGE - Executive Serices
— SGI - Congressional and Public Affairs
L] SGJ - Judge Advocate
L1 SGM - Medical Plans and Programs
=l SG0 - Healthcare Operations
I SGR - Modermnization
[] SGY - Resource Management
[] AFIA Medical Ops Directorate
— AF Inst for Operational Health (AFICH)
[] AFMS Contracting
— AFMS Engine Room
— AFMSE Panels
[ Medical AFl's
[ MOwA
I USAF School of Aerospace Medicine
— Other
LI Functional Wiew
H MAICOMs & MTFs

The Destination Folder metadata field provides you with the tool to designate one or more Knowledge
Junction for this document. Although the Kx actually stores a single copy of this document, you can cause

it to virtually appear under many Knowledge Junctions.

The Destination Folder Selector tool utilizes the identical navigation mechanism as is used throughout the
Kx on the Navigation Bar [Section 3, Topic 3]. A top-level view of the Knowledge Junction Taxonomy
structure is shown here with the Headquarters View expanded. The Knowledge Junction where you clicked

Add Document [Section 7, Topic 3] is selected by default.

The functionality of the Destination Folder Selector is simple. Views are organized in a hierarchical

manner. If a specific Knowledge Junction contains additional nodes lower in the hierarchy, the Folder

Selector can expand to include these lower nodes. This is accomplished by clicking on a * L1~ Folder icon.

The folder icon indicates that sub-Knowledge Junctions exist.

To select a Knowledge Junction, click the folder names in the hierarchy until you locate your Knowledge
Junction and then check the adjoining box. A given Knowledge Junction may appear in multiple places
within the hierarchy or on more than one view. This is to facilitate navigation and does not necessarily

represent the formal organization.
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You may check as many Knowledge Junctions as are appropriate for this document.

When you enter the Document Submission form, see Add Document [Section 7, Topic 3], the Kx
automatically expands the hierarchy and checks the appropriate Knowledge Junction. You may add

additional Knowledge Junctions as appropriate.

5. Fields Reserved for use by Content Managers

If you are a Content Manager, your Document Submission Form will display additional metadata fields.

These are used to manage documents involved with a Knowledge Junction web site.

6. Document Submission Function Buttons

[ Submit ] [ Reget]

After you have completed all metadata fields, you upload your document and formally enter it into the Kx
by clicking the Submit Button located on the lower portion of the Document Submission Form.

Other function buttons are as follows:

*  Submit - Confirms the Submit request

d Reset - Clears all metadata fields
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IX. My Settings Screen

The My Settings screen is the place you go to modify system behavior and adjust your personal
information. Five primary functionalities are located on the initial My Settings Screen. Clicking on each of

these functionalities initiates a secondary screen.

User Profile For marc.saliba

Hamie: Marc. Saliba Contractor SGRE
Email: mar hi wolvent. com
Ciganization: HO AFMEA
Office Symbol: SGRS
Title: Wieh Developer
Grade: Contractor
Phene: [703) 399-2302
Base: MA
Corps: Other

2 Edit My Profile
Upidabe ugar profie information such a8 password, smal sddress | emald formal praference, s,
ffh My Locked Documents
Lists all documents curmentty locked for eciting by you. Other users cannot el this content Lntil you
either submit your nensr revision after edting, or wntil you urdock the document by Selecting “Uniock®

& My Subscriptions

Wiew your document and Knowlsdge Junclion subscrptions shd ursubecribe it desined,

1. Edit Profile
&

The “Edit Profile” screen lets you edit your Kx profile information or change your password.
You are notified immediately via a pop-up dialog box to validate your email address in your profile. You

are taken to the edit profile page where you can edit your basic user information and change your

password, if desired. Click save when done to save your new information.
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Edit Prafile

[ ] Firad Mammg LT [ bk bt o s b2
H pour arpamssibion ik rof i B Lik balos, el *Ofar m B b6, and aoier B rama o pour crgasarsion o B Gt Boo in e nght of B ket

A anesaleen il *

[m_ Correal LUTALE mirhfuem e jampaben AO-S0RF  Changt 0TI Wirdfine S5 bican e [ Bponers Task Lisn dbirns
s Symisal o

Dty Titde: g Lomoper

DEN Phsas: b-+FC oL

AT emenrriinl #f ma )

Bty Dimail fiest i i it sl Farwm sty =

Wi bl Al arder & garieted F giu sl bk D5 OhMARE §oor ST pRidsond. B 1 hidad i5 CRARGS 150r Ourrant fadsaard, pladss snier &
paanenrd Fraom 80 L8 dharboinrg o bergth mth wppas ol kembr Cace MHBnL], taomban]i] wad 4 Wi oo Aptoal obie scsir thesan frgem thet Lot § @
Isek [}-_+suf}PE,

Fanymerd:

faadim Faivuord:

Grade: Cordr et -

Bane: & [agired of Pamtwglon. W
Ly T

Larpia ] w

A r————
B Hor Bigki ¥ it g T

W pir DRFLE e 8 Tarad o Sl o Bb bt brkiem, SEbRO "CRar™ o5 thon if, Bl 45000 pisgr dieBs o5 T 1ot ke B0 B g of e bt
AP e =
{Reywired dor by i

LS S Py — -
Al gwired dor Divilisny )

2. My Locked Documents

My Locked Documents

The "My Locked Documents” button lists those documents you currently have locked out into your
personal workspace. This screen gives you the opportunity to see all documents for which you are
currently responsible. No other user can lock or modify the Kx version of these documents as long as you
maintain them in the “Locked” status. This screen allows you to perform three actions with this document:

Locked Content For marc.saliba

Info Document Locked By |Actions
e Search Test 19 marc. saliba @ A

lcon Legend:

[E2 Submit New Version: Display the document submit farm
allowing you to submit your updated version of this
docurnent.

2] Unlock Content: Unlock this document for other users
edits. Any changes you have made to the file will be
reverted.

66




IX. My Settings Screen

. Press the Information Icon to see the standard Document Information Screen [See Section 6
for more info]. This button screen allows you to review the metadata fields, see previous

revisions of the document and remove (Un-Do) the Locked status.

*  Submit this document back into the Kx by bringing up the standard Document Submission

Form.

. Unlock content

3. Subscriptions

Document Subscription

/

€ Col Wolak T-lex MNova Brief  Unsubscribe
(3 SGE - Executive Services  Unsubscribe

\

The Document Subscribe feature allows you to receive email notification once daily if a change is made to

KJ Subscription

a document. This implies that some user within the Kx locked the document, modified it, and submitted it

back into the Kx.

You can also subscribe to a Knowledge Junction. If you subscribe to a Knowledge Junction you are sent
email notifications if any of the documents associated with that KJ are updated as well as being informed

when any of the web pages that in that KJ are updated.

The forums feature has a separate subscription setting that allows you to set a subscription preference for

how often you want to receive the notice.

When you click on Subscriptions, you will see a box containing all of the documents or KJs you are

currently subscribed to. You are able to do the following for each document or KJ:

. Unsubscribe to (turn off) the subscription notification for this document or KJ.

. For a document, Obtain Content Item Information provided on the Document Information

Screen [Section 6] by clicking on the Document Info icon.
. For a Knowledge Junction, navigate to the home page of that Knowledge Junction by clicking on

the KJ icon.

4. Saved Searches
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A useful feature of the Kx search engine is the ability to save a search for reuse at a later time. This is
particularly useful when using the Advanced Search feature [See Section 5 for more info] that may
require extra time to carefully design a customized search.

To save a search, create your search using the Search Box [Section 3, Topic 5] or the Advanced Search
page [Section 5], and then submit the search. On the Search Results page [Section 4], the first tab

"Search Results" lists the documents found. Right above the first document, it lists how many documents
were found, and a link labeled "Save".

Search Results Related Knowledge Junctions {4} E

Found 423 document results matching the query. (save)

If you click the "Save" link, you will get a dialogue box asking what would you like to label the search.

Please enter a description for this search:

Save Cancel

After typing in a label, click save.

The My Settings screen lists those searches that you have saved and provides you with the ability to reuse
these searches. To execute a search, simply click on the desired choice. The standard Search Results
Screen [See Section 4 for more info] will appear with the results of your search.
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IX

User Profile For jaime.g.martin

Name: Jaime. G Marlin Contractor SGRK
Emall: jaime madingpeniagon sl mil
Organization: AFMEA
Office Symbel: SGRK
Title: ‘Web Developer
Grade: Coniracior
Phone: 703658186511
Base: AF District of Washingtan
Corps: Other

& Edit My Profile
Lipciale uses profie informabion such as password, eenad addrecs amad Tormsl praferencs, oo,

M My Checked Out Documents
Lists ol documents cerentty checked out (ocked for editing) by you, Cther users carmot e this
Content Lntil you ether Check in your ness revisaon afber eciling, or until you “uniock™ Bhe document by
sejectirg “Undo Checkou®

& My Subscriptions

i your cdocurment and Knowlsdos Junction subscriptions and unsubscrioe ! desined.

:ﬁsuvad searches |
Test Search Delate

Saved Searches

. My Settings Screen
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X. Kx Forums

1. Forums Overview

Knowledge Exchange Forums allow Kx users to share ideas, opinions, and information quickly and easily.

Organized by threads in an easy-to-follow format, discussion forums are designed so you can quickly

locate information, find other knowledgeable users and participate in conversations.

Forum content is structured as follows:

. Forum-Categories - there are three categories of forums in Kx Forums:

1. Knowledge Junctions (discussions specific to a Knowledge Junction)

2. Document Discussions (discussions related to a specific Kx document)

3. General Discussions (discussions outside the context of a Knowledge Junction)

. Forums - are the areas where individual discussions take place as a listing of threads.

* Threads - are the discussions that consist of one or more messages displayed as a list, or in a
tree structure of messages and their replies.

. Messages - are the individual discussion posts made by members.

. Replies - posts in response to other messages; organized in a flat or threaded mode.

1. Forums Overview

Knowledge Exchange Forums allow Kx users to share ideas, opinions, and information quickly and easily.

Organized by threads in an easy-to-follow format, discussion forums are designed so you can quickly

locate information, find other knowledgeable users and participate in conversations.
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Forum content is structured as follows:

. Forum-Categories - there are three categories of forums in Kx Forums:

1. Knowledge Junctions (discussions specific to a Knowledge Junction)

2. Document Discussions (discussions related to a specific Kx document)

3. General Discussions (discussions outside the context of a Knowledge Junction)

. Forums - are the areas where individual discussions take place as a listing of threads.

* Threads - are the discussions that consist of one or more messages displayed as a list, or in a

tree structure of messages and their replies.

. Messages - are the individual discussion posts made by members.

. Replies - posts in response to other messages; organized in a flat or threaded mode.

2. Register for Kx Forums

Your Kx login credentials get you full access to the forums. You can view forums without logging in but will
not be able to post a topic or reply until logged in. To apply for Kx membership go to
https://kx.afms.mil, click "Join Now" in the left column, select the appropriate membership form, fill it

in and press save.

3. Logging In

Logging in to the Kx also logs you into Kx Forums (and vice versa). Just click the Login link in the middle
of the top navigation bar on the Kx. (Note that if you use the "remember my login" feature on the login,
you no longer have to input your Kx username and password each time you browse to the Kx, assuming
you are using the same PC). Once you are logged in, you can enter Kx Forums by either clicking the "Kx
Forums" link on the left nav of the Kx home page, OR clicking the "Discuss" link on the top right of any

Knowledge Junction.

( HOME | SITEMAP | MY PROJECTS | JOIMN LOGIM HELP
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X. Kx Forums

Login link is in the top bar of any Kx page.

Commwunity | Discuss | Add Document | Subscribe | Contact Us

To access forums from a Knowledge Junction, click on the Discuss link in the Knowledge Junction links
[See Section 7, Topic 3].

4. How do | use Forums?

If you are not logged in you can view forums from a dot-mil domain, but cannot post a topic/reply until
you are logged in.

Upon entering the forums for a particular KJ you are taken to the screen below, which gives you access to
all the functions you can perform for the particular KJ Forum you have entered. In the case below there
are already two message threads started as well as a poll.

BFME Mg Evchargs Frrumy % Wrdwiogs Janctions # Msdos Bris Waloeme, Jalme.G Moy @
4] inr Cordio Panel
Forum: Medical Ethics @

B Tou are subscribed to this farum, To remove this subscription, click “Unsubscribe Forum® belom. Subecrtion Options
5 potorw Thonng 0 St Arccordement ol CresinPol % Unmgmerbe Ponm 49 BacktoFonmii o Backin rawisds unction

Massagaes: 36 - Theaads: 4

Theread Author Views Replles Lazk Fost Search Forum
| gy d cars vs hi i Ronakl.) Moral 58 5 .Lul @, 200 a:zi M [— =
¥ Wl Fioned L x g
. Jul 9, 2006 B:2%5 PM
2 [Whith comis Srel? WAL Frrnall . PP
i T by v wiendd . Latest Farum Pall
i il Jum 21, 2006 9111 PR Which camas Firsk? 1
* Introductions Wl W, Firwall Gag 9 by vl x & consider mysell a5 a...
Yobes: 2F
i Mar 29, 2006 B:00 AH
a Dobarh R bacy 164 i by VEWErnel s oy military officer first,
= 7y heslthcare provider first,
B Mew conbent pass your [t vt Mo pells

@ Updated content e o last vt Full Besus - Bl » Pt Hovay

Forum Path

AFMS Knowledne Exchange Forums »» Knowwledoe Junctionz » Medical Ethics

The Path allows you to see how you navigated to the forum and allows you to go back to any location in
that path by merely clicking one of the links on the path.

Profile

73



AFMS Knowledge Exchange Help Documentation

Welcome, Jaime. G.Martin

The Profile takes you to your profile screen to view information in your profile. See Topic 5a for more
details.

Help

7]

Allows you access to the help screens and to print a copy of this guide. It is located to the right of your
user name.

Control Panel

wour Control Panel

Your control panel allows you to view profile information, and set general and subscription preferences.
See Topic 5b for more details.

Post a New Thread

Click the "Post New Thread" link to retrieve the screen pictured below, which allows you to post an entirely
new thread. A description of each field is provided below the diagram.

AFME Winowdedne B Forums # Wngradedae hunctions: » Murgse Corps Force Management Welcome, Jalme G Martin

%] Wour Condrod Panel
Post Message: Mew Thread @

Type vour message using the form below. When inished, you can oplionally praview yvour past by clicking on the
“Preview” button. Otherwise, click the "Fost Message® button fo submit your messane immediately.

Subject:

hessage: B U EiE Tyo @Iﬁi

[ Frewview || Aftach Files || Fost Message | ]Cunoel |
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*  Subject - Enter the subject of your new post

i Message - Enter the body of your post. Note that you can add hyperlinks to your post by simply
pasting (or typing) a valid URL into the text of your message. Using the icons at the top of the
message box you can customize your content to do the following:

B - bold your text

I - italicize your text
u - underline your text
+;§ - decrease indent

increase indent

change font color

NI

remove formatting

- insert web link
) - add emoticons
g - spell check

i Preview — use to preview your entry before finalizing

i Post Message - posts your topic to the forum and automatically subscribes you to that posting.

d Cancel - allows you to cancel out of creating a post

Post Announcement

"4 Pozt Announcement

An announcement allows you to submit an entry which can be set for a specified period of time. By default
an announcement becomes active immediately unless you specify otherwise. Click the icon or the wording
to retrieve a screen which allows you to post an entirely new announcement in the forums area for the
particular KJ forum you have entered. The screen below allows you to post your thread and a description
of each field is provided below the diagram.
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AFMES Knowiedae Exchange Forums » Knowiledoe Junctiong »» Murse Corpe Force Managemend Waelcome, .]' # (‘z H.]"i“ w0
& Your Control P
Post Announcement

Uze the form below 1o post a new announcement, Use the date fields to specify when the announcement will
become aclve and expire. By default an announcement will become active immediately

Create in Forum: Myrse Corps Force Managenment

Subject
Body:

Active Datel (& Make announcement aciive now
2 Make announcement active on a specific day E’ﬂ (MMAdddyyyy )

Expires (= Announcemeant never expires or will be expired later

) Expire in & specific number of days after becoming active

{3 Expire the announcemen! on a specific day: E (MMfdd Sy yyy)

l Fost Announcement ” Cancel |

* Create in - provides a link back to the main forms page for the KJ you are in
*  Subject - enter the subject of your new announcement

. Body - enter the body of your announcement. NOTE: You do not have the same formatting
features as you do when posting a new thread.

Activate Date - default is for the announcement to take effect immediately. You can enter a later
date for it to take effect by entering the information in the block indicated or by clicking the

calendar icon (@) and selecting a date. NOTE: Be sure to enter the date in the block using the
(MM/DD/YYYY) format as indicated on the screen.

Expires — you have three choices for expiration: 1) never expires or will be expired later, 2)
expires in a certain number of days after becoming active, and 3) expire the announcement on a

specific date. Be sure to enter the appropriate information in the blocks indicated for the option
you select.

. Post Announcement - posts the announcement to the forum and will be available according to
the rules you established when creating it
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* Cancel - allows you to cancel out of creating an announcement

Create Poll

i Creste Pall

A poll should only be used for informal use. AFMS staff with a valid need for "real" survey data should use
AFMS Survey Web and comply with the Air Force Personnel Survey Program (AFI 36-2601).

Click the icon or wording to retrieve a screen which allows you to post a poll in the particular KJ forum you

have entered. The screen below allows you to post your poll and a description of each field is provided
below the diagram.

AFMS Kngvwidon Exchange Foums » Knowisdge Jnctions: » Murse Come Forcs hanagsmand Welcame, Jaime. G Maitin @
[E] our Control Parel
Create New Poll

Usze the form below to create a new poll

Nete: Kx Forums polis shouks only be used informally. AFMS stalf with a valid need for “real” survey date should use AFMS
Survey Wab and comply with the Air Force Personnel Survey Prograrm (AFT 26-2601

Create in Forum; Murse Comps Force Management
Paolls

Poll Description;

Actve Date: ® Make poll actve now
(0 Make poll active on a specific day (MMSddiyyyy)
Expires & Poll never expires or will be expired later

(2 Expire in a specific number of days after becoming active:

(2 Expire the poll on a specific day: (MM dd yyyy)
Pall Options:
|&dd Option)

2
| Create Poll || Cancel |

* Create in - provides a link back to the main forms page for the KJ you are in

. Polls - enter title of the poll you are creating

. Poll Description — enter a description of the poll
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Activate Date - default is for poll to become active immediately. You can enter a later date for it
to become active by entering the information in the block indicated or by clicking the calendar

icon () and selecting a date. NOTE: Be sure to enter the date in the block using the
(MM/DD/YYYY) format as indicated on the screen.

Expires — you have three choices for expiration: 1) never expires or will be expired later, 2)
expires in a certain number of days after becoming active, and 3) expire the announcement on a
specific date. Be sure to enter the appropriate information in the blocks indicated for the option
you select.

Poll Options - by default you get two fields to enter for answers that users would choose from. If
you click "Add Option" it will enter a new blank block for you to enter information in. NOTE: You
can delete any extra options you entered but cannot delete options 1 and 2 by clicking the
"Delete" link to the right of the option.

Create Poll - click this to post your poll on the KJ

Cancel - allows you to cancel out of creating a poll

Once your poll is created it will be reflected on the front of your KJ Forums page in the lower right corner
as indicated on the screen below.

A5 Krgwiedgs Dochangs Forumes + Knowiedaes hanclions # Kadicl Dfrce Walcame, Kathy B, Stane @
Forum: Medical Ethics
¥ Pogl Meew Tressd 0 Post Ancooncenant gl Crests Pol "% Subccrbedo Fones % Mk A8 Thresds sz Rand 49 sck o Fonn Lig Piack: {0 Krirwviscins Jrction

Meszages: 3 - Threads: 2

Maw canlant dince pour lask vidl

Updated content snce your last visit PDLL

Thread Author Wiews Heplies Last Post Semarch Farum
Wehich comes fisf? Yl W Finnell § El| 1] :’:b EJ“EE'EE'_._‘:;? ':.M - ﬂ
rogyclans Wl W Finnell { 74 1 Fab 7, 2006 402 FM

te st Farum Poll

4 Which comes first? 1
consider mysslf as a...
Wates: 1

= military officar first.

by: val W Firal | =

i heslthoere provider first

From this poll you have options to view the results, edit this poll if you are the originator, or post a new

poll.

Subscribe to Forum

¥ Subscribe Forum
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If you are subscribed to a Knowledge Junction, then your subscription is imported into the corresponding
Knowledge Junction Forum. In addition, if you post a new thread or reply to a thread, you are

automatically subscribed to that thread. If you are already subscribed, you will see the following:

tou are subscribed to this forum, To remove this subscription, click *Unsubscribe Forum®
below. Subscripfion Cobions

Post Mew Thread %) Post Annguncement o CrestePol % Unsubecrbe Fomgn 40 Backio Foman Uist 8 Biack bo Knowledge Junction

To Unsubscribe merely click the "Unsubscribe Forum" link.

"Subscription Options" allows you to manage your subscriptions for forums. See Topic 6 for more details.

Mark all threads as read

%" Mark &l Threads as Read

Click this to mark all threads in a forum as read. When you initially enter a forum indicators reflect
whether it is a new post or one that has been updated since your last visit. Marking all of them as read
negates these notices for those already on file. Additionally, the link to mark all threads as read

disappears once you click the link and will reappear when there are new postings.

@ New content since your last visit

@ |pdated content since your last visit

Back to Forum List

‘3 Back to Forum List

Click this link to return to a list of all KJs that have forums as shown below. An explanation of each area

on the page is provided below.
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AFME Hnostedoe Becre Fonmn

Welcorne to the Air Force Medical Serdce Knowdedge Exchangs Forumes!

Serch A1l Forume: | G

Welcome, Kathy M, 510 d

(3] Wiour Conirgl Paned

Online Users: 0 quest{s], 1 user(s). Woreinr s

Fariins f Categiey Views Thicads [ Messages Last Post Anfduncements

Knowlailge Junctlans
Discussions specific to & Knowkedge Junction.

@ Hpowledge and Content Managemen

45

1.4

Pl ires

Feb 21, 20086 2:17 FM Papular Forums

e TERNE T R R ——

@ AF Training fecord (AFTH ag, 141 Fab 9, 2004 1:31 PM Messsges 1

bry: Jarens Donbdlos . = Last massage posted st
o g Mar 3, 2006 200 PR
+ Wedical Ethics ar 2s3 Feb 9, 2006 4,18 P Rt @

w1 WAl Frred [ s

@ Opromedry Fab 13, 2006 Z:50 PH

: L 116 143 b:: .-:I'l-:fll [ Lin >

@ hfermation Technelogy Services 10 141 E‘Iar =z, Z00E 2:00 PM
w1 Todd e Hoggal . 3

Document Bacussions

Discussions related to K doosments.

@ Wem conbent sinces pour last visit
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. Search - there are two methods of searching. You can search All Forums by putting a

phrase/keyword in the search block and click "Go" or you can do an advanced search to narrow
down your options by clicking the "Search" link to the left of the search block. See Topic 4m for

more details on Search functions.

On-line users - this lets you know how many people are accessing the forum as a guest (Dot-Mil
browsing) or user (logged in Kx member). Click "More info..." to get specific information on the Kx

users who are currently browsing forums.

Forum Information - the tables provide you information in two categories: 1) Discussions specific
to a KJ and 2) Discussions specific to a document checked in to the Kx. Click the KJ title to access
the forms for that particular KJ. This section provides you information on how many times the
forum has been viewed, how may threads/messages are posted, notes information on the most

recent post, and provides a link to it.

Announcements - identifies any Kx wide announcements that have been posted and allows you

to post an announcement, if necessary.

Popular Forums - identifies forums that get a lot of posts in a given period, relative to the other
forums on the site.

RSS (Really Simple Syndication) — a publishing mechanism which exposes forums content in a
format which can be consumed by an RSS-aware tool, and displayed in some other context (not

displayed through the usual web application). Below is a screen shot of the expected result you

will receive when you click the RSS icon (E). NOTE: RSS is an add on feature for power users
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and can be ignored in most cases.

<?xml version="1.0" encoding="IS0-885%-1" ?=

<rss version="2.0" xmins:jf="htp: f fwww, jivesoftw are.com/xmins fjiveforums f rss" =
< channel=

<title *AFMS Knowledge Exchange Forums: Forum Announcements - Knowledge and
Content Management=title >

<link=https:f florums.afms.mil fjived < /link =

<description = List of announcements = /description =

<language=en<=/lanquage=

<generator=Jive Forums Enterprise 4.2.1 {www.jive software.com)</generator=
<pubDate =Fri, 03 Mar 2006 11:40:07 -0600</publ ate =

=</ channe|=

< frss =

Back to Knowledge Junction

4 Back to Knowledge Junction

Click this link to return to the Knowledge Junction for the forum you are in.

Message/Threads

This provides detailed information for the forum itself. It tells you how many messages there are, how
many threads there are, who the author is for each thread, how many have viewed it, the number of
replies, and information on the person who posted it, and a link to the last posting for each.

Messages: 3. Threads: 2

Thread Author ¥iews Replies Last Past
I Comes firE? WAl Finpell (| 42 a L;I:l g, 2006 4:10 P
' Inlroductions "al ¥ Finnall{. a ] E:_h _‘!f. ZIIIJE-I:I::_E‘ 14
i YN Neneld,

Click a thread link and you are taken to a screen that details the thread. Specifics about each area are
detailed below

e B ot + Hisimbtetes i Moo Bt Wialianimsa, Bt M, 5o
2 oie Condeol e

Thread: Which comas first?
% Bapiviohe Tvesd 9 GowchPom % Jubootssdo Twesd 40 QetioMvewilet # Dechiobnesdsdos drcion

T pmphnc: d - Fagea: & Threaecdi: [ Fraeicis | feod ]
SELACE s o Whileh cames Misn? & Pere
(LESAF] Py Pasesd: Feb . 2000 4-13 PS
Baa:y ThE (ppsn will kick of (he Medaal Elbics K Bam

Peiistary hecstincare germenned aoe urigus, arad unkbe 1her crelne covnierparie, can be plaed ivia ol gl oree whacs Thee dubee B pefenie
A e milary misscn may confct

I5 Tai iy a1 e e poavediat @ prosdin Vsl and & ool ol secan & Wi & et by, when s i@ a corkel batwais thi bast
ieEass Al i gal Nl aad dha e cis OF s ol iy Svssian, whech nliresl mesl s iiletarg BaR b pros €61 Sana

AT A YT NS AN EREETRNGES TN TN kSR Ada, be Um0 faket th anangrecds poll wlaled {5 S dapk on he K bm
walsie

Pages: L # Back b Thragd et Threads: [ Provious |
m

@ s cordurk inca yasr bt ek

# edunad contad Srce poir L RE
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Thread Title - reflects title of thread.

Reply to this thread - click this link to post a reply to the thread you selected. A screen appears
which allows you to post your reply and the functionality is similar to that described in the Post a

new Thread topic [Section 10, Topic 4e].

Search Forum - there are two methods of searching. You can search All Forums by putting a
phrase/keyword in the search block and click "Go" or you can do an advanced search to narrow
down your options by clicking the "Search" link to the left of the search block. See the Search

Forums Topic [Topic 4m] for more details on Search functions.

Subscribe to this thread - if you are subscribed to the KJ for the forum you accessed, then you
are automatically subscribed to the forum also. If you post a topic or reply you are also
automatically subscribed. Alternately, click this link to subscribe to just this thread (not the whole
forum). Once you subscribe the screen changes slightly - it will show a link to Unsubscribe and

also a link to access your subscription options.

Back to Threads List - click this link to return to a list of all the threads for the particular forum

you have entered.

Back to Knowledge Junction - click this link to return to the Knowledge Junction for the forum you

are in.

Replies - identifies how many replies and pages there are to the posting.

Username of Author - click this link to view profile information on the user that posted this

thread See Topic 5a for more info.

Body of Thread - provides a view of the body of the initial thread.

Reply - click this link to post a reply to the thread you selected. A screen appears which allows
you to post your reply and the functionality is similar to that described in the Post a new

Thread topic [Section 10, Topic 4e].

Back to Thread List — takes you back one level to view all threads for this KJ forum.

Next/Previous - view all threads/replies one at a time by clicking "Previous or Next."

Search Forums
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|
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Allows you to search for content within the particular forum you are in. Enter a keyword or phrase and you

get the screen below which provides a way to do an advanced search to refine your search and perhaps

expand it to another forum area. A description of each field is provided below.

AL Hnowiedgs Eochangs Forurg Welcoma, Koibpe M Slens @

< ——
Forum Search -

Lt dorm bakow 32 ssasc b e Feoom cantint. Waw can choase 1o geech all contast e malnet i 2 cinas Bums or ditas A,
Fou can BRes (ha seeuis by 2 usemaree o user D

Swarch Tarma [traze Soarch ]| magech Tan
Calegary or Param: | Medesl Bt =l
Cinte Rarge: Lawt 91 Cars - 12720 =]

ikername ar User 1 {Lanve gk Bk to search ol wers)
Ammts Fur Paga: FOo

Search Resalts = Messages 2 - Search Terms) cthas

B o degsisgs
Baztad oni Feb 9, 2006 2100 M, by ipen YRV EOORIEEATIMN -~ Frelevancs) 9% - Shon plnsals wEnd BRs s

My rame ks Maj Val W Finnall ' ke nrw Wilitary Coresaam ta the Sugeon General for Wedical Efhees. Tm cumently stationed sl The Amad Farces e of
Pal by wwhwaca | wm a wtaf ol halogit

2. Which cones Gisl?
Pasted on: Feb W, 2006 &:18 PH, by uier: Yolw Areel (FSAF Mg« Belavancs: 5% iy b

Thin 12pic will kick of tha Medicsd Eibic K fenam MRy bealba parisonal i unigus, and onliks it cslin o cilepinls, tan

*  Search Forum Content - refine your search, as necessary

* Search terms - enter new search keywords/phrases or click Search Tips to get help on

how to enter your terms

*  Category or Forum - select a new forum to search in. NOTE: You can search a new KJ

forum or search the General Discussions area.

. Date Range - select from the pick list to narrow down the dates for your search

* Username or User ID - if you know the username/User ID of the person who entered the

topic/reply, enter it here. Leave blank to search all users.

. Results per page - select a desired number to search results to show on one page

*  Search Results - lists all those items meeting your search criteria.

* Sort by - you can sort by Relevance or Date
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. Results list — a list of items meeting your search criteria will be displayed and sorted by
your criteria. NOTE: Wording used in your search is highlighted in yellow and font is

bolded making it easier to see what actually met your criteria.

NOTE: Don't forget that instead of searching just Forum content, you can always search the entire Kx by
entering your search term at the top right of your browser. A Kx search will return relevant documents

and Knowledge Junctions in addition to Forums discussions

Latest Forum Poll

Provides access to the latest forum poll for the forum area you are in. You can select an entry and click
"Vote" or click "More polls" to see all polls available in this forum area. You can also view the full current

results, edit the poll if you are the creator, and post a new poll.

Latest Forum Poll

i Which comes first? I
consider myself as a...
Votes: 29

O rmilitary officer first,

O healthcare provider first,

[‘v’n:ute! ] [ hore polls

Full Resuliz - Edit - Post hew

How do | view my or another user's profile

You can view your profile by clicking on your username on the top right of every forums page. You can

view another user's profile by clicking on their name from a thread or message [Topic 4l].

BEWE Htoreiesoe £ Do oy © Hatbe b S Saob ol EOET, Walcome, Fatly W Siees @
2] Yiae Gongeol Pang
Ligar Profile; Hathy M S8ena 2| ier L i boer

Bl etvousetres B iooee vouProly o fubicProtte Y fonn Sispowors €9 KX Snroleng
Ui Faths M Elore
K Kathg M. Gores Contracion SERR,
Ermait lathy. xlons clsSbreoks. al ol
Chgiarizatias AFKHEA
Oefce Sypmbol EERT
Tle Sr Comarl Manager
Cradm Comizacion
Fheni: 2428
Barte e
Cops Chier
Total Periti 1
Rl Wieis e & Tag Thiegs
Lk * K mard Corgend Maracanarg, Feb LY, 300§ X1i FA

<peTist Theaad <sinong ooy <p tropekaly Soni<as

Available links when viewing YOUR profile:

Edit Your Settings - takes you to the Control Panel to change your settings. See Topic 5b for more details.
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i Edit Your Profile — allows you to edit your Kx profile

*  Your Public Profile — takes you back to this page. Note that this is not truly a "public" profile - a

"dot-mil accessible" profile would be more accurate

i Forum Subscriptions — allows you to manage or delete your subscriptions. Subscriptions allow
you to receive email about updated categories, forums, threads or users. See Topic 6 for more

details.

i Kx Subscriptions - takes you to a listing of the Knowledge Junctions (KJs) you are subscribed to
and provides the option to unsubscribe. Note that subscribing to a Knowledge Junction provides a
default subscription to that Knowledge Junction's Forum. However, if you wanted to, you could

subscribe to a Knowledge Junction and unsubscribe to its Forum.

Available link when viewing another user's profile:

*  Watch this user - subscribe to all posts by this user

How do | edit my settings?

To change your settings click "Control Panel" at the top right of every Forums page. You will see the

Control Panel screen shown below. Each item is described in detail below the figure.
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= Welcome, Jaime. 5. Martin @
Your Control Panel (] our Control Panel

Use the form below to edit your profile and settings.

[E) et vou Settings T Updste vour Profie BT Your Pubkc Profie % Forum Subscriphions €5 KX Substritions

Usemame: Jaime. G Martin

Mame: Jaime, G Martin Contractor SGRK
Email: Jaime, martingpentagon. af mil
Organization: AFMSA

Office Symbol: SGRK

Title: Wab Developer

Grade: Contractor

Phone: 703-681-6511

Base: AF Distnct of Washington

Caorps: Cthar

General Settings

Threads per Forum Page: :1'5 |
Messages per Thread Page: 15 V_'

Time Zone: (GMT-4.00) Eastern Time (IUS & Canada) |

Subscription Preferences

Abways subscribe to threads | create: @ Yes O No
Abways subscrbe to threads | reply to: O Yes @ No

Send subscription emails: :Om::e per day v (jaime. manin@pentagon. af mil)

. Edit Your Settings - takes you back to this page
* Update Your Profile — allows you to edit your Kx profile
. Your Public Profile - same as Profile link [Topic 4b]

. Forum Subscriptions - allows you to manage or delete your subscriptions. Subscriptions allow
you to receive email about updated categories, forums, threads or users. For your convenience,
subscriptions on content that hasn't been updated for more than 90 days will be automatically
removed from your list. See Topic 6 for more details.

. Kx Subscriptions - takes you to a listing of the Knowledge Junctions (KJs) you are subscribed to
and provides the option to unsubscribe. Note that subscribing to a Knowledge Junction provides a
default subscription to that Knowledge Junction's Forum. However, if you wanted to, you could
subscribe to a Knowledge Junction and unsubscribe to its Forum.

. Profile — allows you to view the profile information on file in your Kx profile
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General Settings

Threads per Forum page - you can set how many threads you want to appear on a
forum page (10, 15, 25, or 50)

Messages per Thread page - you can set how many messages you want to view on a
thread page (10, 15, 25, or 50)

Time Zone - select the time zone you are currently in

Subscription Preferences

Always subscribe to threads I create - allows you to turn off the feature to always be
subscribed to threads you create

Always subscribe to threads I reply to - allows you to turn off the feature to always be
subscribed to threads you reply to

Send subscription emails - set how often you receive a forums subscription email notice
(immediately, once per day, every other day, or once per week). NOTE: These
subscriptions are not the same as the KJ subscription which goes out once daily when
there is a change.

Save - click to save any edits you made to your forums settings

6. Subscriptions

Subscriptions allow you to receive an automatic email notice whenever something new is posted to a

forum you are subscribed to. There are two areas of subscriptions forums discussed here and KJ
subscriptions.

Any link to Forums Subscriptions will allow you to modify several settings. Forum subscriptions are, by

default, deleted after 90 days of inactivity on the subscribed forum/thread. This helps prevent users from

accumulating thousands of subscriptions to threads which have long since died out, thereby cluttering the

database and slowing down processing of subscriptions being sent out.

The figure below shows the forums subscription screen and detailed information about each item on the
screen is provided below.
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AFS Mnotatedns Exchisnoge FOrames Welceme, Katly W, Stone
Your Forum Subscriptions () ¥ouw docivol Prew

Manage or delete your subscripbons below. Subserptions allom you to receive email bout wpdated mgnrits. forumns, theeads o
wsers, For your convenignce, subsoiptions on content that hasnt been updated For moes than 90 days will be austomatecslly removed
frarm vour kst To prevent any subscription fram being sutormstically deleted, simply toggle the "save subsoription® opton.

() Eot viour Somires P Uiite v Prot B ious Pubbc Peolle W Forun Subseigiions €59 X Submeribors:

[0 AN sub=cnption updates wil be amailad to your emsil address: kol stone.ciig@bresks, afmil.

Subscribed Categories: 0

Mo categongs subscribed to

Last Post Threads Messages Save Delete
Feb 27, 2006 4:25 FM ] a = r
Feb 15, 2008 10:38 am - 0 a F a
Subscribed Threads: 1
Thread Last updated Replies  Save  Delete
1. % Tos Theead Feb 21, 2006 3:1F FM 3 r r

Mo users subgcribed to,

. Edit Your Settings - allows you to edit your Forums settings [Topic 5b]

. Edit Your Profile — allows you to edit your Kx profile

. Your Public Profile - same as Profile link [Topic 4b]

. Forum Subscriptions - returns you to this page

. Kx Subscriptions - takes you to a listing of the Knowledge Junctions (KJs) you are subscribed to
and provides the option to unsubscribe. Note that subscribing to a Knowledge Junction provides a
default subscription to that Knowledge Junction's Forum. However, if you wanted to, you could
subscribe to a Knowledge Junction and unsubscribe to its Forum.

*  Your email address - provides a display of the address on file for you which is where all
subscriptions email notices will be sent to you. To change this email address, click on Edit Your
Profile

*  Subscribed Categories — disregard this entry

*  Subscribed Forums - shows the forums you are subscribed to
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d Subscribed Threads - shows the threads you are subscribed to, or threads that you created or

posted a reply to.

*  Subscribed Users - shows individual users you have subscribed to. To subscribe to a user, just
click the author's username on any thread to view the user's profile. From their profile screen,

click "Watch This User" at the top of the screen to subscribe to all of their posts.
For each forum or thread, you have the option to "Save or Delete". The "Save" checkbox prevents

subscription threads from being deleted automatically after the 90 day point of inactivity. The "Delete"

check box removes a subscription from the system manually.

89



	I. 
	AFMS Kx Help 
	Contact Kx Customer Support 

	II. 
	1. 
	2. 
	3. 
	4. 
	Full Membership Request 
	Sponsored Membership Request 
	What are the Rules for Creation and Maintenance of My Kx Password? 

	5. 
	6. 
	7. 
	8. 

	III. 
	1. 
	2. 
	3. 
	Five Means of Navigation 
	Navigation Bar Functionality 
	4. 
	5. 
	Advanced Search  
	6. 
	7. 

	IV. 
	1. 
	2. 
	Options and Descriptors 
	Information Icon  
	Document Type Icon 
	Email Icon 
	Discuss This Document 

	Score 
	Title 
	Knowledge Junction Review Status 
	Last Submitted By 
	Release Date 

	V. 
	1. 
	2. 
	3. 
	4. 

	VI. 
	Information Icon 
	1. 
	Revision 
	Title 
	Submitted By 
	Destination Folder 
	Original Authors 
	Keywords 
	Custom Abstract 
	2. 
	Access Control 
	Locked By 
	Status 
	Format 
	Discussion 
	Email Link 
	Get PDF Version 
	Get HTML Version 
	Get Native File 
	3. 
	Update Version 
	Unlock 
	Submit New Version 
	Update Metadata 
	Subscribe 
	Add Similar 

	4. 

	VII. 
	1. 
	2. 
	3. 
	4. 
	5. 
	6. 

	VIII. 
	1. 
	2. 
	File to Submit 
	Document Type Field 
	3. 
	Release Date 
	Expiration Date 
	Original Authors 
	Keywords 
	Custom Abstract 
	4. 
	5. 
	6. 

	IX. 
	1. 
	2. 
	3. 
	4. 

	X. 
	1. 
	3. 
	4. 
	Forum Path 
	Profile 
	Help 
	Control Panel 
	Post a New Thread 
	Post Announcement 
	Create Poll 
	Subscribe to Forum 
	Mark all threads as read 
	Back to Forum List 
	Back to Knowledge Junction 
	Message/Threads 
	Search Forums 
	Latest Forum Poll 
	How do I view my or another user's profile 
	How do I edit my settings? 
	6. 


