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Information

Information function releases business contacts as an article and communicates it within the organization.
By the personal settings of intra-mart Accel Collaboration function, when settings to receive e-mail and IMBox
are performed, notification mail and IMBox message can be received at the time of releasing the article.

Note

IMBox is the function of intra-mart Accel Platform. IMBox function should be installed to receive
IMBox messages. IMBox message is notified to Application Box.

Note

There is no function to register the comments of the article.

Note

Glossary

“intra-mart Accel Platform” is abbreviated as iAP.
“intra-mart Accel Collaboration” is abbreviated as iAC.

Basic version

Register an article

Article can be registered for the category to which “Register” authorization of the article is granted by
the administrator.

1. Click “Sitemap” -> “Collaboration” -> “Information” -> “Article list” and “Article list” screen is
displayed.

2. Click the “Register article” button and “Register article” screen is displayed.

Note

When there are 1 or more categories to which “Register” authorization is granted
by the user, “Register article” button is displayed.

3. Enter the required items and register the article by clicking the “Register” button.
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<Screen items>

Item Description
Input language Display language for registrant name and

affiliated organization name can be selected.
“Save article
temporarily” tab

The temporarily saved article is displayed.
The temporarily saved article can be edited and
registered.
When article is registered from the temporarily
saved articles, the temporarily saved article is
deleted.

Category Click “Edit” -> “Select” link and select the
category to register the article. It is a mandatory
item.

Title Enter the title of the article. It is a mandatory
item.

Text Enter the contents of the article. It is a mandatory
item.
Rich text or plain text can be selected.
When rich text is used, size of font and
modification etc. can be set freely.

Posting period Enter the posting period of the article. It is
registered in the time zone set by the personal
settings of iAP when time zone is not specified.
It is released immediately if the start date and
time is not specified.

“Clear” icon Clear the entered posting period.
Shared tag Select the shared tag to be attached to the

article. Click the “Select” link or it can also be
selected from the shared tag registered by the
administrator.

Attachment Upload the file to be attached to the article.
Delivery Select the delivery flag (Yes/No). When “Yes” is

selected, article is delivered at the time of
releasing it for the users having ‘Refer’
authorization for the category in which the article
is registered.

“Register” button Register the article.
“Save temporarily”
button

Save the article temporarily.

“Cancel” button Cancel the input contents, close “Register article”
screen and transit to the “Article list” screen.

Note

Procedure for file registration

1. Click the “Add file” button.
2. Select the file to be uploaded.
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3. If uploading is to be stopped midway, click “Pause”
button.

4. If the uploaded file is to be deleted, check the
checkbox of file and click the “Delete” button.

Multiple files can be uploaded at the same time.

Note

At the time of selecting the category, green checkmark is displayed in
the folder icon for the categories which can be registered.

Display article list

Display the articles registered in the information in a list. Search the articles specified in search
condition from the articles registered in “Search article”.

1. Click “Sitemap” -> “Collaboration” -> “Information” -> “Article list” and “Article list” screen is
displayed.

<Screen items>

Article list

Item Description
Title Title of the article is displayed.
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Contents Contents of the article are displayed.
Posting start date and
time

The date and time when the article is posted, is
displayed.

Shared tag The shared tag attached to the article is displayed.
Individual tag Individual tag attached to the article is displayed.
Registrant member
organization

Affiliated organization of registrant of the article is
displayed.

Registrant Registrant of the article is displayed.

Item Description

“Register article” button

Transits to the “Register article” screen. It is displayed when “Register” authorization
is granted to 1 or more categories.

“Search article” tab

Search the article specified in the search condition from the registered articles.

<Search items>

Item Description
Category Select the category of article to be searched from the

“Select” link.
“Clear” icon Clear the entered category.
Title Enter the title of the article to be searched.
Read/Unread Select whether the article to be searched is read or

unread.
Posting period Enter the posting period for the article to be searched.
“Clear” icon Clear the entered posting period.
Status Select the posting status of the article. It is a mandatory

item.
Individual tag Enter the individual tag attached to the article. Click the

“Select” icon and individual tag can be selected from the
registered individual tags.

Shared tag Enter the shared tag attached to the article. Click “Select”
icon and shared tag can be selected from the registered
shared tags.

“Search” button Search the article corresponding to the input items.
“Clear” button Clear all the input items.

“Mark as read” button

Check the checkbox of the article, click “Mark as read” and the article is marked as
read.

Note

“Mark as unread” does not exist.

Individual tag

Attach individual tag to the article. Check the checkbox of the article, select the
individual tag to be attached and click “Apply” button.

Edit an article

Only the articles before the start of posting can be edited. Only the users having “Register”
authorization for the category in which the article is registered, can edit the article.

1. Click “Sitemap” -> “Collaboration” -> “Information” -> “Article list” and “Article list” screen is
displayed.

2. Click “Search article” and search article section is displayed. Set the “Status” to “Before posting”
and click the “Search” button.
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3. The article before posting is displayed on the “Article list” screen. Click the article to be edited and
“Article details” screen is displayed.

4. Click the “Edit article” icon and “Edit article” screen is displayed.
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5. Enter the required items and click the “Save” button.

<Screen items>

Item Description

Category Click “Edit” -> “Select” link and edit the category
where article is to be added. It is a mandatory item.

Title Edit the title of the article. It is a mandatory item.

Text Enter the contents of the article. It is a mandatory
item.
Rich text or plain text can be selected.
When rich text is used, size of font and modification
etc., can be set freely.

Posting period Edit the posting period of the article. It is registered
in the time zone set by the personal settings of iAP
when time zone is not specified.
It is released immediately if the start date and time
is not specified.

“Clear” icon Clear the entered posting period.

Attachment Upload the file to be attached to the article.
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Delivery Select the delivery flag (Yes/No). When “Yes” is
selected, article is delivered at the time of releasing
it for the users having ‘Refer’ authorization for the
category in which the article is registered.

“Save” button Save the modifications of the article.

“Cancel” button Cancel the input contents, close the “Edit article”
screen and transit to the “Article details” screen.

Item Description

Note

Procedure of file registration

1. Click the “Add file” button.
2. Select file to be uploaded.
3. If uploading is to be stopped midway, click “Pause” button.
4. If the uploaded file is to be deleted, check the checkbox of file and

click the “Delete” button.

Multiple files can be uploaded at the same time.

Note

Article can be copied by clicking the “Copy article” icon from the ‘Article details’
screen.
Article registration screen is displayed when the contents of the original article are
copied.

Add postscript to an article

Add postscript to a posted article. The article for which posting start date and time has lapsed cannot
be edited. Instead, postscript can be added.

1. Click “Sitemap” -> “Collaboration” -> “Information” -> “Article list” and “Article list” screen is
displayed.

2. Click the article to which postscript is to be added and “Article details” screen is displayed.
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3. Click the “Add postscript to article” icon and “Add Postscript” screen is displayed.

4. Enter the required items and click the “Add” button.
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Item Description

Text Enter the postscript contents. It is a mandatory item. Rich
text or plain text can be selected. When rich text is used, font
size and modification etc., can be set freely.

Attached file Upload the file to be attached to the article.

Delivery Select the delivery flag (Yes/No). When ‘Yes’ is selected, the
posted article is delivered to all users who can refer the
category.

“Article” tab If this tab is clicked, the contents of article to which postscript
is to be added are displayed.

“Add” button Add the postscript.

“Cancel” button Cancel the input contents, close the “Add Postscript” screen
and transit to the “Article details” screen.

Note

Procedure for file registration

1. Click the “Add file” button.
2. Select the file to be uploaded.
3. If uploading is to be stopped midway, click “Pause” button.
4. If the uploaded file is to be deleted, check the check box of file and

click “Delete” button.

Multiple files can be uploaded at the same time.

When postscript is added, the postscript is displayed on the “Article details” screen.

Note

Postscript cannot be edited or deleted. Delete the article if the postscript is to be
deleted.

Delete an article

Delete an article registered in the information. Only the user who has “Register” authorization for the
category in which the the corresponding article is registered, can delete the article.

1. Click “Sitemap” -> “Collaboration” -> “Information” -> “Article list” and “Article list” screen is
displayed.

2. Click the article to be deleted and “Article details” screen is displayed.
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3. Click the “Delete article” icon.

4. Click “OK” button from the “Confirmation” dialog and delete the article.

Set notification

Notification can be received by e-mail or IMBox message when an article is registered in the
category which can be referred.
Settings to receive the notification and the settings of the method to receive the notification
should be performed.
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Note

Refer “Common user operation guide” - “Setting to receive the notification” of iAC for
the details of notification settings.
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