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Change Log

The following table lists all major changes made to this document. Entries give the date the document was
updated, the initials of the person updating the document, and a brief description of the change.
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Introduction

Transitioning
To
SharePoint

Overview

This document provides an overview of the MerLin intranet portal which has been ported
to Microsoft’s SharePoint 2013 platform.

MerlLin has historically existed as a custom-built intranet portal and was created in 2004
for the general use by Merchant Link staff members. The initial goal of this system was to
centralize information and to make it more accessible to the general Merchant Link
community.

Over time this system has grown to include a number of tools and systems to include a
Learning Management System, a Document Management System, several request forms
and tools as well as a communications platform.

With changing times has come increased need for a more scalable and standards-based
system that can integrate more richly with the various tools we use on a daily basis.
Microsoft SharePoint has been a early runner in offering a next-generation solution to our
growing needs and opens our ability to develop and deploy solutions for our community.

Changing to the SharePoint platform requires that we maintain MerLin’s current
functionality and features until better solutions are deployed to replace those tools and
features.

Modules built in MerLin such as the Learning Management System (LMS or Passport to
Learning) are integrated through IFrame-based pages and other solutions. These tools are
tailored to adopt the look and feel of the new SharePoint environment but still access the
data stores and resources that have been built over the last 11 years. With few
exceptions, all tools and features in the customized version of MerLin are available in
MerLin SharePoint. This guide will provide details on any changes to those tools.

Merchant Link, LLC. | SharePoint 2013 Overview
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SharePoint 2013 Overview

What is SharePoint is a web application platform in the Microsoft Office server suite that combines
SharePoint? various functions which are traditionally separate applications:

® Intranet

e  Extranet

®  Content Management

® Document Management

®  Personal Cloud

®  Enterprise Social Networking
e  Enterprise Search

e Business Intelligence

*  Workflow Management

e  Web Content Management
®  Enterprise Application Store
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SharePoint
Structure Structural Terms

These terms refer to the structural components of SharePoint.

Site The site collection is an administrative boundary that groups a number

Collection | of sites into a single, managed unit. All sites in a site collection can share
permissions, navigation and branding. In addition, all sites in a site
collection will begin with the same URL, which is the URL for both the
site collection and the top-level site.

Site A site is a primary unit of administration. It is a container for lists and
libraries, and provides the basic unit of administration for collaboration
and communication. A site is identified as either a top-level site or a
subsite, depending on its relative position within the site collection

hierarchy.

Top Level This is the top most site within a site collection. There can be only one

Site top-level site in each site collection as the top-level site shares its URL
with the site collection. All other sites in the site collection are subsites.

Subsite A subsite is a child site within a site collection.

List A list is a container for content and consists of items. Items are also
known as column data.

Library A library is a special type of list where each item is a file with additional
column data.

Page A page is the main unit of presentation of information. A site can use

different customized pages to present information to the users.

Web Part A web part is a placeholder for content on a page. A web part may bring
in data from a number of different sources, based on how the web part
is built and configured.

Column A column is additional information about a piece of data (i.e. date or
author) in a list or library, also known as a SharePoint field or metadata.

Metadata  Metadata is additional information or “data about data” beyond the
default properties configured in a list or library, also known as a
SharePoint field or column.

Content Content type is a reusable collection of metadata (columns), workflow,

Type behavior and other settings for a category of items or documents in a
SharePoint list or document library.

Navigating There are a number of navigational elements in SharePoint you should be familiar with.

SharePoint  yging these names consistently will help you develop a working vocabulary for support calls

or other assistance provided. The following screenshot highlights them:

[
BROWSE PAGE %m@
Merchant C Link ) T BB A @ 0 % ot | i

Relax. We got i,
Add 2 page

Departments | Enterprise Search

Add an app
L&D Home

Leamning Management __
System

Training Schedules

== Site contents

Change the look

Site settings
Training Tools and

Materials “The secret of getting ahead
Performance morovement s gotting started.” K8 Serine seried
‘ Figure 1 - SharePoint Window Elements
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1 - Global Also known as the top link bar, global navigation extends across the

Navigation top of the window. This element can be made available throughout
the entire site collection, thereby providing a consistent experience
for the user regardless of which subsite they may be working in.

2 -SiteLogo  Nestled in the top left corner between global navigation and current
navigation, the site logo will return a user to the home page of the
current site when someone clicks on it.

3 — Current Also known as the quick launch, current navigation extends down the

Navigation left side of the window. The links in current navigation can be
customized and are particular to the current site by default.

4 - Settings Located in the top right corner of the window, the Settings menu

menu / Gear  provides a way to add apps and pages as well as to customize the

Wheel settings for the site.

5 - Site Available from current navigation and the Settings menu, Site

Content Link | Contents will display all the apps that are on a site. Although the
default behavior of an app is to add a link of itself to current
navigation, site administrators may choose to de-clutter current
navigation. If so, all the apps can still be accessed from the Site
Contents link.

Interacting with the Ribbon

The ribbon is a context-sensitive control across the top of the page, which adapts to the
current activity of the user. Different options appear in the ribbon for the user depending on
the current focus in the browser. For example, when looking at a Calendar list, the ribbon
will present two options: Event and Calendar. However, when looking at a Library, those
options will be replaced with Document and Library. The following table outlines some of the
different ribbon tabs that users may encounter:

1- Browse The Browse tab hides the ribbon tools to reveal the global
navigation (i.e. top link bar).

2 - Page The Page tab provides tools for managing the pages on a site.

3 - Format The Format Text tab is available while editing a page; it provides the

Text basic formatting and page layout tools.

4 - Insert The Insert tab allows objects to be inserted on the page currently
being edited.

5-Web Part | The Web Part tab is available when a web part is selected on a page;
it gives access to settings for the web part.

ePoint Newsfeed  SkyDri
RO >
\ [l Page History - o
, i =4 H ) 08 1
7 N 7 &7 Page Permissions s ﬁl »
Edit Check Out Egit Rename E-mail a Make Incoming brary View Al Tags &
- - Properties » Page Delete Page Link Homepage Links Settings Pages Notes

anage Share & Track Page Actions Page Libra ags and Notes

Figure 2 - Ribbon — Page Tab
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MERLIN ON SHAREPOINT 2013

SharePoini 3

BROWSE PA
2 (@

FORMAT TEXT INSERIF ||~ WEB PART
Body | 13px ~ == T
B I Uakxx, x° aasbceodt | A 3B
Paste =E=== i
<A % E=== Paragraph Heading 1 ||,
Clipboard Font Paragraph Styles

Figure 3 - Ribbon — Page Editing Tabs

Ribbon Tab Description

6 - Files Similar to the Items tab, the Files tab provides additional tools for
interacting with documents.

7 - Library Similar to the List tab, the Library tab is used for managing the
library.

8 - Iltems The Items tab provides tools for managing the items on a list.

9 - List The List tab provides tools for managing the list itself.

10 - Events Virtually identical to the Items ribbon, the Events tab reflects the
emphasis on the calendar.

11 - Calendar Similar to the List tab, the Calendar tab provides tools for managing
the calendar.

SharePoint Newsfeed SkyDrivj
BROWSE  PAGE | FORMATTEXT  INSER FILES | LIBRARY WEE PART € SHARE
T f 1Y Check Out Version History
u o Check in Shared With
New Upload New Edit View Eait Share Foliow Downioad a
Document . Document Foider Document Discard Check Out  Properties Properties Delete Document Copy
New Open & Check Out Manage Share & Track Copies

Figure 4 - Ribbon - Library Tabs

New MNew
Item Folder

MNew

View
Item

Version History
Shared With
Edit Attach  Workflows Approve/Reject Tags &
[tem Delete Item File Notes
Manage Actions Worlkflows Tags and Notes

BROWSE EVENTS

Figure 5 - Ribbon — List Tabs

CALENDAR

i)

New View
Event » Event

New

Edit Attach  Workflows Approve/Reject Tags &
Event Delete Event File Motes
Manage Actions Workflows Tags and Notes

Version History

Event Permissions

Figure 6 - Ribbon — Calendar Tabs
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Creating a New Document from SharePoint

Loading content into SharePoint does require an extra step to upload the file. An alternative
option is to create new documents within SharePoint. This approach offers several benefits
including the automatic association of the file to the document library upon saving and
association of content type columns also known as metadata.

Every list and library has an associated content type. If multiple content types are associated
with a particular library, a drop-down menu with multiple options will be available.

1. Navigate to the desired library. Click Files > New Document > New Document.

BROWSE FILES LIBRARY
New Upload  MNew Edit
Document » Document Folder Document

1 New Document A
m Create a new document in this library.

2. Edit the document and click File > Save As to save the document back into the
originating document library.

Note
SharePoint offers the ability to define document templates based on strictly defined
Content Types. Document templates can then be associated with the defined content

type.

For instance, if the Business Development Group has a standard contract template, that
template can be defined and placed into SharePoint as a new document type. This
feature provides the ability to offer a common starting point and better uniformity in
the documentation produced by the staff.

Editing a Document from SharePoint
Once files are stored in SharePoint, any changes made to a file opened within SharePoint are
saved automatically to the file stored in SharePoint.

Navigate to the file to be edited.

Click the Open Menu icon to open the document properties window.

Click Open to launch the file in the native client application.

Author the changes within Microsoft Office and save the file to write the changes
back to SharePoint.

el A

OR

1. Navigate to the file to be edited.
Click the file name to open the document in the native client application.

3. Author the changes within Microsoft Office and save the file to write the changes
back to SharePoint.

Viewing or Editing Document Properties
Once files are stored in SharePoint, the document properties may need to be added or

Merchant Link, LLC. | SharePoint 2013 Overview 15
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adjusted.
1. Navigate to the file to be edited.

2. Click the Open Menu icon to open the document properties window.
3. Click the next Open Menu icon to expand a secondary menu.
4. Click Edit Properties to see additional information about this file.
5. Click the Save button to update and close the document properties page.
Documents
(® new document or drag files here  RiverBend Team Charter.docx *
|All Documents e Find a file Changed by you on 2/11/2013 8:29 PM
v O name | Only shared with you
@5 RiverBend Team Charter 3¢ |« P hared3%201

EDIT  SHARE  FOLLOW,

W View properties
Edit Properties
Check Out

Open Menu
Compliance Details

Workflows

Download a Copy

Shared With

Delete

6. Users select the View Properties option from the open menu to view the additional
information.

Another way to view or edit document properties is by using the Microsoft ribbon.
1. Navigate to the desired library.
2. Click the checkmark icon next to the file name.
3. Click Files > Edit Properties to launch the same properties window for the selected

file.
BROWSE FILES LIBRARY
ﬂ ‘E_I \ [E, Check Out =] Version History e ) Fam] T [
£ Check In # A% Shared With W (x )
New Uplcad  New Edil Vie Edit Share  Popularity Down
Document~ Document Folder Document Discard Check Out ~ Properties Properties 7oelete Document Trends [
New Open & Check Out Manage Share & Track q
Home ® new document or drag files here
Documents All Documents === Find a file il
Site Contents
v D Name Modified Modified By

# EDIT LINKS @5 RiverBend Team Charter 3 «« About a minute ago Jerome Clark

Users can only view the properties of one document at a time.
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SharePoint
Roles

Role

Portal / Farm
Administrator

Site Collection
Administrator

Site Owner

Reader

Site Owners

Responsibilities and Tasks

Responsible for global portal and WSS configuration, shared services,
policies, procedures, and portal vision.
e  Configuration of SharePoint

Site Collection Administrators (SCA) have a moderate understanding of
how SharePoint works and largely rely on understanding how Site, Lists
and Libraries work and be able to manage the content for users.

Site Collections are supported by a SCA and issues are routed to them
first. SCAs are the first in line of support, user education and
administration. This role requires the understanding of the core purpose
of the site collection and where to grow it.

Responsible for site collection and provisioning of subsites. Responsible
for administering and maintaining site

e  Enforce site standards (layouts, security processes, etc.)

e  Local contact for local employees

e  Configuration of SharePoint

e Site provisioning

e Manage security/permissions for all sub-sites

Site Owners are responsible for one part of a Site Collection only, and
cannot change anything on Site Collection level. They have full control
on one or more subsites, and can, create lists and subsites, and activate
certain site-level features.

®  Primary and secondary site owner.

®  Manage the site layout, structure, and content within the
collection guidelines and rules

®  Content creation.

Readers are the most generalized group. They have little to no editing
permissions over content and structure of the Site Collection or
subsites. They generally have “read-only” access. In the Site Collection,
these users will default to their department-based permissions.

Department Staff Member — Site Owner Role
Business Development Emanuel Barnes
Enterprise Security Jay Konar

Finance and Accounting
Financial Resolutions

Human Resources / L&D Clark Case

Merchant Link, LLC. | SharePoint 2013 Overview
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Department Staff Member — Site Owner Role

Implementation Mesfein Lulseged

Information Technology

Installation Mesfein Lulseged
Marketing Amy Bobitka
Network Operations Mike Franks
Product Group

Software Development

Technical Support Don Nettleman

QA Testing Members
The following staff members are designated quality assurance testers taking on the role of a
standard, non-privileged user.

Department Staff Member — Reader / Member Role

Business Development

Enterprise Security Misael Henriquez
Finance and Accounting

Financial Resolutions

Human Resources / L&D David Whipp
Implementation Oneka Henry
Information Technology

Installation Ryan Allen
Marketing

Network Operations

Product Group
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Department taff Member — Reader / Member Role

Software Development

Technical Support
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Creating and
Editing Basic
Content

The foundation of SharePoint is the ability to organize, store and share all types of content
including documents, images and videos. The process of moving that content into SharePoint
2013 varies. This lesson covers moving and creating new content within SharePoint 2013.

Adding Content to MerLin on SharePoint

There are many ways to add content to a SharePoint 2013 document library. Some of the
most common ways include editing or creating new site pages or by uploading documents
and files from a local computer or network share browser.

Creating a New Page

Creating new pages for your department site takes a few basic steps:
* Navigate to your department site.
®  Press the Site Settings / Gear Wheel button on the SharePoint bar.
e  Select Add a Page from the menu.

Shared with.

k% @ M A @ [0 % [secntiste  ghrpage

Adda page [
Addanzpp

Site contents

Iwant to...

Change the look

Site settings

1ead
Getting started

L&D Projects

*  Enter a new page name in the dialog box.
®  Press Create to create a new page.

Add a page

Give it 2 name

[ New Pagd x

Find it at hitps/lesmingsharepoint2013.share - scell/pages/new-page.aspx

Creste Cance|

* Anew page displays in Edit mode

Copyig 504 14 st ik L A8 R s

®*  When you are done making your edits, select the Page tab and press the Save
button.
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Editing a Page

The home page, created as part of a Team Site, is based upon Wiki pages. This gives site
administrators the ability to customize the home pages for various team sites. Multiple
pages can be created for a site, and stored in the Site Pages library. This allows for the
creation of different landing pages for a site. Also, if a site or site collection administrator

wants to develop a new home page, the old home page can remain in place until the new
one is finished.

To edit an existing page, navigate to the desired page and:
1. Select the Page tab on the Ribbon
2. Click Edit in the global toolbar.

BROWSE PAGE °
- EE] page History . % @ :

. = - =5 E m
D B =7 &% Page Permissions = et Q & 1Q
Edit i O Edit ename E-maia Alet Popularity  Make Incoming Library View Al Tags &
- M Properties»  Page Delete Page Link  Me- Trends Homepage LUnks  Settings Pages Notes

s vrage Srare & Track Pageactars | pageloy  Tags and Notes

2N N
Merchant C Link T DA [ % [ )

Relax. We ot it

Departments | Enterprise Search

IT Home

Iwantto...
Telecom Scripts and Vector

Queues

3. Notice the ribbon has two additional tabs, one for text formatting and the other for

o e

7 ut . o e : B ABC  EE <D, G
2 (B oo | - : EN Lsncoat |AGBD laaebce aamoce | D

L 7 [y selecte
Sae CneckOut  Paste B I Uacx  /-A- % paragraph | | HeadingT | | Heading2 | | Heacing 3 Speling  Tet  Edt _
M M - LML regres eedng eeding 2 eeding? ||+ - Layout~ Source 2, Convert to XHTML

Styles Speling  Layout Markup

Undo

Edit Clipboard Font

Changing the Layout of the Page

The default layout consists of a header content placeholder with two columns directly
below. This layout may work for many sites. However, site owners may determine that this
layout does not support the amount of content desired on the home page. The Text Layout
feature creates different areas on the page to be filled out.

1. Navigate to the desired site.

2. Click the Edit button in the global toolbar.
3. Click the Format Text tab. ™~~~ *"- - " ~--=-* "ytton under the Layout section.
<> G N
[y select +

Laym.ﬁé Source 57, Convert to XHTML

'One column

One column with sidebar

Two columns

Two columns with header

Two columns with header and footer
Three columns

Three columns with header

Three columns with header and footer

4. Select an alternate layout from the drop-down menu.
5. Notice the page layout updates to include additional columns or rows.
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6. Click Format Text > Save from the Edit group.

22
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Hiding the SharePoint Quick Links Navigation Panel

The current template in place for MerLin on SharePoint provides files and cascading styles
that can further customize a SharePoint page. In some instances, your page design may
require that the Quick Links panel be hidden from view:

& Network Operations - Home % ‘\g, MerLin Home
} € i merlin2.mllocal/noc/SitePages/Home aspx

BROWSE  PAGE

Merchant C Link

Relax. We got i

Home | Departments | Enterprise Search

Network Operations Home
Dally Task Checklist
NOC Escalations. '\let\NOrk

CCR Ticketing Center
NOC Ticketing

0 IIL ' :,

# EDIT LINKS

e Navigate to the desired page.

mode.

BROWSE  PAGE

= o @

- - Audio -

Tables Media

the list of Parts.

Upload a Web Part -

D ’__—‘ [H Page History
= E=a) &% page Permissions =

BROWSE PAGE FORMAT TEXT

Table Picture Video and Link

< Merlin 50 - oncall x \\\& Merlin Home.

€ i merlin2.mllocal/SitePages/oncall.aspx

BROWSE  PAGE

Merchant  Link
Relax. We got if.

. UM  Departments Enterprise Search
Agent On Call
Managers
Last Name First Name Extension
Apoderado Val 480-994-7654
Carcillo Scott 301-562-5133
Haynes Ramon 301-562-5126
Henriquez Misael 301-562-5074

To suppress the Quick Links panel on any give page, perform the following steps:

® Select the Page tab from the Ribbon. Press the Edit button. The page enters edit

w8 x mla @

Check Out Edit  Rename E-maila Alert Popularity  Make Incoming Library View All Tags &
M Froperties - Page X Delete Page Link Me~ Trends Homepage Links  Settings Pages Notes
Edit Manage Share & Track Fage Adtions Fage library  Tags and Notes

e Place the insertion cursor at the bottom of the page under any content or webparts.
® Select the Insert tab from the ribbon and then press the Web Part button.

INSERT

] DIZI <[>

Upload App Web Embed
File Part Part Code

Links Parts Embed

® Select Media and Content from the Categories list and then Content Editor from

Categories Parts
3 Community “ | EiContent Editor
3 Content Rollup [ElGet started with your site

[ Default Web Part[ | | @image Viewer
3 Document Sets |- | [Hlmedia web Part

Eg Forms [@Page Viewer

3 Media and Conte—  [Hpicture Library Slideshow Web Par
(3 Search T | [Elscript Editor

4 1 |

®  Once the web partis in place press the dropdown arrow from the far right and
select Edit Web Part from the context menu that appears.
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e [P

Minimize

X Delete

=3 Edit%eb Part

Export...

® Under the Content Link section enter the following URL:
/Style Library/XSL Style Sheets/ml_hideLeftNav.txt.
Click on the Test Link hyperlink. If the link was correctly typed in, a text file will open

in Notepad with some code.

4 DO NOT REMOVE - hideLeftnav x

Content Editor

Content Link

To link to a text file, type a URL.
/Style Library/XSL Style Sheets
Test Link

Appearance

El Expand category: Appearance

Advanced

QK Cancel Apply

e  Expand the Appearance section and change the Title to something descriptive like
“DO NOT REMOVE - hideLeftnav”. This will label the web part’s title to clearly
identify it.

* To prevent the title and web part from showing on the page, scroll to the bottom of
the Appearance section and change the Chrome Type selection to None.

®  Press the OK button. The Quick Links navigation panel should now be hidden.

e Select the Page tab from the Ribbon and then press the Save button to commit the
changes.

Adding Files to SharePoint

The types of files that can be stored in SharePoint 2013 include, but are not limited to:
e  Office documents

e Multimedia files, including images, video and audio

e PDF

e XML

Uploading a Document
1. Navigate to the desired document library. Click File on the ribbon.

2. Click on the Upload button.
|

BROWSE FILES RY
ﬁ Check Out Version History
CheckIn Shared With
New Upload Edit View Edif
Document - Document ler  Document Discard Check Qut ~ Properties Properties Delete Document
New Open & Check Qut Manage
S5
Merchant  Link
Relax. We got it.
. Home Departments Enterprise Search
L&D Home
All Documents ==+ Find a file e
LMS Home
About L&D v O Name Modified  Modified By
Training Schedules @ TestDocument ws January 16 Clark Case PRV

3. Inthe dialog window, click the Browse button and select the desired document,
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then click OK.

Add a document

Choose a file
Browse...

Upload files using Windows Explorer instead

[ Overwrite existing files

oK Cancel
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Creating
Subsites

SharePoint provides the ability to create subsites with a variety of features. Subsites can be
team focused, workflow driven for a more “published” feel and function, or centered on a
project with standard project related tools for task tracking and documentation control.
These are but a few of the types that are available.

To create a new Subsite follow these steps:

1. Click on Site Settings / Gear Wheel and select Site Contents from the menu the Site
Contents page appears.

2. Click on the New Subsite link under the Subsites section.

3. Enter values for the Title, Description, and Web Site Address (URL), select a
Template, and adjust the Permissions and Navigation Inheritance.

4. Click Create when done. You will be redirected to the Site Contents Page and the
Subsite will be listed towards the end (under Subsites)

Create a Project Site

SharePoint provides a Project Site template that contains a set of webparts and pages to
help Project Managers and Team members work on projects more efficiently. With Project
Sites, users can capture tasks and assign them to people in their organization, store and
manage project-related documentation, track project team events on a common calendar,
view the project’s status on a timeline and more.

Each project site has these project functionalities activated by default. These featured add a
task list with a visual timeline, a calendar, and the Project Summary web part to the project
site.

To create a new Project Site, follow these steps:

1. Click on Site Settings / Gear Wheel and select Site Contents from the menu the

Click on the New Subsite link under the Subsites section.

3. Enter values for the Title, Description, and Web Site Address (URL), select the
Project Site entry under the Template section, and adjust the Permissions and
Navigation Inheritance.

4. Click Create when done. You will be redirected to the Project page

N

The new project site will contain Project Summary webpart, a Getting Start with your Site
(or Tiles) webpart, news feed webpart, and a default Task list with a timeline. These new
webparts and lists can help teams in tracking and managing projects, assigning tasks and
collaborating with content related to projects in a more productive way.

Team Site VS Project Site

Project Sites
*  Project Sites have project functionality and site features activated by default.
e  AProject Summary WebPart is added to the main page by default.
®  Project Sites have task lists added by default.

Team Sites
® Team sites have wiki page or home page site feature activate by default.
®  Project functionalities are not active by default.
®  Project webparts are added manually as they are not added by default.
e Team sites have team tasks listed rather than project tasks.
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TimeLine & Project Summary WebParts
TimeLine & Project Summary are new WebParts that are added to each site created using
Project Site Template.

TimeLine WebPart

Similar to Microsoft Project Server the timeline webpart provides an overview of the tasks
that are added to a task list on a SharePoint site. Every task list by default displays a timeline
webpart. With the timeline webpart, users have ability to add, remove, display, Indent,
move, and delete tasks and subtasks. Additionally users can also change the font face, size,
format, and color for the text used on the timeline. A typical task list timeline is shown in
Figure below.

SIT s
Merchant  Link E B B A & [ T [socnmssic o)
Relox. We got it.
. BESTM Departments | Enterprise Search
' Merlin App Migration (Frame
L&D Home stop-Gap)
MerLin SharePoint Project 2180
Home
February 2015 March 2015 April 2015 May 2015 June 2015
Documents
On Call Calendar Qu. Commeent.. PCRTool Managed Documentation
Tasks 2/16-330 46 413-4/24 5/4 -5/15 518 -6/30
Calendar NOC Daily Task Checklist s Passport to Learning LMS Merlin Change...
31-3/30 %% 5/11-6/15 6/15 -6/30
# EDIT LINKS e
All Tasks ~ Calendar Completed  «== Find an item Fol
v Task Name Start Date Due Date Assigned To % Complete Task Status
4 MerLin App Migration (IFrame Stop-Gap) o Februaryl June30 92%  In Progress
Commeanter e April13 April 24 ClarkCase PRV~ 100%  Completed
Eacilities Work Raguast Form e April6 April 10 ClarkCase PRV~ 100%  Completed
5 . Batch Merge Tool - April13 June 30 Clark Case PRV~ 100%  Completed
Managed Documentation « May 18 June 30 Clark Case PRV 100 %  Completed
L Emph dbook Togl we  March 25 March 30 Clark Case PRV 100 %  Completed
MNOC Daily Task Chacklist v March 1 March 30 Clark Case PRV 100%  Completed

The Timeline above displays tasks and subtasks which are added to the corresponding task
list below. These tasks are first created in the task list and then added to the timeline.

Project Summary WebPart
The project summary webpart provides a timeline with a high-level view of the events and
tasks in a project this webpart is added by default to the project site’s main page.

A typical Project Summary WebPart connected to a tasks list is shown in the figure below.

MerLin SharePoint

+ ADD TASK # EDIT LIST

. MerLin App Migration (Frame
MerLin Stop-Gap)
Change D
Request February 2015 March 2015 April 2015 May 2015 Junc 2015
due On Call Calendar ot Comm... PCR Tool Managed Documentation
2/16 -3/30 an 4413 -4/ 5/4 -5A1¢ 5/18 -6/30
36 days ago NOC Daily Task Checklist Fa Passpart to Learning LMS MerLin Ch...
31 -3530 an 5/11-6/15 6/15 - 6/30
MNOC Esca...
3/16 -3/30
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MERLIN ON SHAREPOINT 2013

Overview

MerLin on

An Overview and User Guide

SharePoint

MerLin on SharePoint 2013 represents the 5" major version of Merchant Link’s intranet

portal. Under SharePoint, MerLin should be regarded as an informational hub and set of
basic tools for various departments. MerLin is a specific identity while SharePoint can refer
to other site collections and tools that exist outside of MerLin.

Site
Structural
and Style

Rules

This section discusses the basic layout and style guidelines that must be followed using the
site design created for MerLin on SharePoint.

These rules cover both the look and feel as well as information organization and site

scalability. Any deviations from these standards should be brought to the governance
board for approval.

Page Banner Graphics

BROWSE

Merchant C Link

Relax. We go it

PAGE.

Home

Departments

Clark Case PRV~

G A ¢ D T oowe P

Enterprise Search

Technical Support Home
Documents

policies & Procedures
Schedules

Forms

Tech Tools

Holiday Hero

# EDIT LINKS

Y

o

Tech Support

Iwant to....

Welcome to Technical Support!

Banner Graphics in this pane should be sized to no more than 620px in width. When inserting a picture,
ensure you tum off the padding by:

1. Clicking on the image to select it

2. Click on the Image tab on the Ribbon

3. Change the Horizantal Space and the Vertical Space settings to Opx.
4. 5ave the page.

Contrary to popular belief, Lorem Ipsum is not simply random text, It has roots in a piece of dlassical Latin
literature from 45 BC, making it over 2000 years old. Richard McClintock, a Latin professor at Hampden-
Sydney College in Virginia, looked up one of the more obscure Latin words, consectetur, from a Lorem
Ipsum passage, and going through the cites of the word in dlassical literature, discovered the
P S S

S A 5D Af A Binibesr Bamri o

Banner graphics on department home pages are no more than 620px in width. Using
banners of a larger size will affect the layout of the page.

When inserting a picture, ensure you turn off the padding by:
1. Clicking on the image to select it.
2. Click on the Image tab on the Ribbon.
3. Change the Horizontal Space and the Vertical Space settings to Opx.

BROWSE  PAGE | FORMATTEXT  INSERT | IMAGE

’?\ %Address: Aechsupport/SiteAssets/Sit D E Horizontal Size: | 520 px s EIHEI Horizontal Space: | g px *
= ¥ - . N
C)E li= AR et department_banner_tectsu - &[] vertical Size: | 244 px 1| 3 vertical Space: | ppx :
Change Image  Position
Picture Styles - - [¥] Lock Aspect Ratio
Select Properties Styles | Arrange Size Spacing

4. Save the page.

Merchant Link, LLC. | SharePoint 2013 Overview

Version 0.0.15.0709

% ?




Universal Site Structural Elements
Every department site must include the following links in the quick links navigational panel
that appears on the left of the page:

e  Site Home (i.e. Learning and Development Home)
* Documentation
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An Overview and User Guide

Adding News
and Event
Items

MerLin on SharePoint continues the tradition of providing a means to post
announcements on news items of interest as well as events that are coming up. The
homepage for MerLin contains a custom What’s New web part that aggregates news
items from all subsites in the site collection:

ClarkCase PRV~ £ 2

BROWSE  PAGE

Merchcnf’c Link T DA @ O T [cemn o\ &
Relox Wa gt .
. Home M R e
[ ——_
& ConVergence >y o <« ‘: ‘5": Quick Links
v " > » » AR B o oo seating chart
Learning Portal <P §‘ <P
§’ »‘ "..“ ADP Portal E
- < | X [ 2 9B - adseifsenice Plus Password Management Utilty

ma“ - Event CRM / PCR tool

Givea WOW

July 16th, 2015: Our New Phone System Goes Live Today!
Posted on: Monday, July 20, 2015 407 PM

T Ticket System

B Labor Day
o7
JRAPM
Learn more about our new Cisco IP Phone system with the Thanksgiving
documents and training CBT below: [ Day
Cisco IP Phone 8800 Series CBT Christmas Day
Cisco 8851 User's Guide

Cisco Finesse Agent QRG Horizontal

Merchant Link Employee Handbook
Microsoft Dynamics Login

ML CCR and Asset System

Netsuite

Personnel Milestones

UPDATED 6/11/2015 With New Pictures! New Tempe Facilities New Project Requests

Posted on: Tuesday, July 7, 2015 10:54 AM

Mg

Birthdays Today Qikview
As part of the Merchant Link Separation Plan, we areinthe o™
[Anniversaries Today
75 proces of buiing ot 2 new Tempe ofice i of our Tech oo s (1
7 Support and NOC teams. Check out where we are and ook [llana Franks (1yr)
8 (o more pictures/detai to come. New pictures have been  [|Matthew Russell (L yr)
1 added of the progress on the faciities on 06/11/2015!

My Project Tasks

MerLin SharePoint

™ Fetene Kebede (18 yr)

Nigue Lamontagne (7 yr) PCRTool 15 May 2015
Click here to see more Eric London (1 yr)
Peter Cooner (1 yr) Merlin Change Request Form 30 June 2015

Your Tempe Project Management Team

News items created at the root level or on any department subsite will appear here. This

section will show the last 5 posted news items.

Creating a News Entry
*  From your department homepage, press the Site Settings / Gear button.
® Select Site Contents from the drop down menu.

IC\arkCasePRVv S 2

Shared with...

Edit page

. Add a page

Add an app

Site contents

E Change the lock

m

Site settings

Getting started

e  Select the [Department] New list. (Wherein Department is replaced by your
department name or abbreviation.)

Enterprise Security News

1item
Medified 13 minutes ago

¢  The department News List displays.

Merchant Link, LLC. | SharePoint 2013 Overview

Version 0.0.15.0709



Merchant C Link DA @ O % (ommme 5

Relox. We got i

. Home Departments ‘ Enterprise Search

Enterprise Security Home
Allitems e+ Find an item rad
Documents
Site Contents v e
Converge «+ 14 minutesago Converge Learning Portal is an information portal dedicated to support employee learing for all areas of the
# EDITLNKS Learning Portal ConVerge program. ConVerge will be used to manage the technolagies working together to create
= Merchant Link's new EMV solution.

Copyright 2004 - 2014 Merchan Link LLC. Al ights Reserved

conFENTIAL

e Select the List tab from the ribbon.
®  Pressthe New Item button.

e Enter a Title for the news item.

®  Enter a Summary for the news item

Note
The Summary field is what displays on MerLin’s homepage. This filed should be
brief and images should be small. (no more than 120px. X 120px.)

You can use the Image tab to properly wrap text around an image by pressing the
Position button and selecting Left while the image is selected.

jorizontal Size:| 110 px HiN s
5_ ertical Size: | 92 px : Iz

Position
= Lock Aspect Ratio

Size

Float

Left
Right

nterprise Search Inline

Title * 01@: Our New Phone System Goes Live

Summary Learn more about our new Cis

system with the documents an

e Enter the Body of the announcement. This will show on the announcement detail
page. The summary will not show on that page.

Note

If you use images or table formatting to control the layout, you must not create
content with a width greater than 900 pixels in width or the content will flow
outside of the template content area.

*  You can enter a desired Expire Date but that data is not being used to control the
display of the announcements at this time.

Creating an Event Item
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Calendar Events are currently being maintained by the Site Collection Administrator.
Contact the SCA for assistance.
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NOC The NOC contains a list of categorized links in a collapsible accordion list. Link categories
Homepage are managed through a standard SharePoint list. Links are displayed using a customized

Accordion Content Query Web Par*
List

Customers ~
Bing
Google

Systems v

Adding a Category
e  From the NOC Homepage, press the Site Settings / Gear button.

e  Select Site Contents from *-~ ~=== =i mmmeee
I Clark Case PRV~ £X | 2

Shared with...
Edit page

Add a page

m

Add an app

Site contents

Change the look

E Site settings

Getting started

e  Select the NOCAccordion list.

ClarkCase PRV~ £% 2

Merchant C Link & DA & O % [eommne o)

Relax. We got i,

. (RS  Departments | Enterprise Search

NehercOpertonsRions Lists, Libraries, and other Apps @ SITE WORKFLOWS £} SETTINGS (&) RECYCLE BIN (3)
Daily Task Checkist

NOC Escalations

CCRTicketing
add an app
NOC Ticketing ‘

Recent

NOCAccordion
# EDITUNKS

Subsites

@ new subsite

This site does not have any subsites
Site Contents

Copyright 2004 - 2014 Merchant Lk, LLC. All ighs Reserved

CONFIDENTIAL

e  Click on the List tab on the Ribbon.
® (Click on the List Settings button.

BROWSE ITEMS st
i Modity View - Curent View: C\ ~ F 5 Open vith Access [} Form Web Parts
B Ml . &) i}

reate Column | Al tems Open with Project [ Edit List

x

View  Quick  Creste Tegs  Emala Mem  RSS  Comnectto Exportto Lt gnared Workfiow
Bt View " NavigateUp Curent Page Notes Lk Me. Feed Oufiook Bxcel 3 NewQuick Step | Settings With  Settings -
View Format Manage Views Tags and Notes Share & Track Connect & Export Customize List tings

e Select the Category field under the Columns section.
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Merchant C Link P DA & D= =
Relax. We got i

. [CUSM Departments | Enterprise Search

Network Operations Home Lt Information

Daily Task Checklist Name: NOCAccordion

Web Address: liocal/noc/Lists/NOC.
NOC Escalations ot

Description:

CCR Ticketing

NOC Ticketing General Settings Permissions and Management Communications

Recent
o [i4 Rame. de:

ipfion and naviaation & Delete this list a RSS settings

& Versioning settings 8 Save list as template

# EDIT LINKS

5 Advanced settings

a Permissions for this list

& Validation settings  Workflow Settings

= Audience targeting settings @ Generate file plan report

& Rating settings

Metadata and Keywords Settings

8 Information management policy settings

Columns

A columy formation about each item in the lst. The following columns are current

Colu Type
Title Single line of text v
URL Hyperlink or Picture

[(a«egm Choice v ]
URL Target ‘Choice 2

Calculated (calculation based on other
columns)

Date and Time

Date and Time

Person or Group

e  Scroll to the bottom of the list of available options. Enter a new line in in the
order desired under the section entitled Additional Column Settings:

Clark Case PRV~ £¥ 2

Merchant C Link T DA ¢ 0¥ ]

Relox. We got i :

. (S Departments | Enterprise Search

Network Operations Home Name and Type

Daily Task Checklist Type a name for tis column.
NOC Escalations

CCR Ticketing

NOC Ticketing

Recent

# EDITUINKS

Addtional Column Settings

or the type of
informati

Column name:
Category

The type of information in this column is:
© single line of text
© Multiple lines of text
@ Choice (menu to choose from)
© Number (1, 1.0, 100)
© currency 5, %, 6
© Date and Time

Description:

Require that this column contains information:
@ves O no

Enforce unique values

O Yes @ No

i

Type each choice on 2 separate line:
Systems
Procedures
Data/Operation Centers
Training

P

Display choices using:
© Drop-Down Menu

© Radio Buttons

e Scroll to the bottom and press Save.

Adding a Link

*  From the NOC Homepage, press the Site Settings / Gear button.
e Select Site Contents from the drop down menu.
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Ic\srkCassDva £ 2

Shared with...

Edit page 1
Add a page H
Add an app
Site contents
Change the lock

E Site settings
Getting started

® Select the NOCAccordion list.

Clark Case PRV~ ¥ 2
|Merchant C Link G DA @ O % (oo 2|
| Relax. We go it I
. R Dcoirtments | Enterprise Search

Network Operations Home Lists, Libraries, and other Apps @ STEWORKFLOWS  £X SETTINGS ] RECYCLE BIN (3)
Daily Task Checkiist
NOC Escalations Documents MicroFeed
CCR Ticketing Ouemsie 1
add an app ed 2 months ago
NOC Ticketing
Recent
NOCAccordion Site Assets. Site Pages
# EDITUNKS

3items items 4items
Modified 2 months ago i ied 2 months ago ﬁ Modif

Subsites

@ new subsite

This site does not have any subsites
Site Contents

‘Copyright 2004 - 2014 Merchant Link LLC.Allights Reserved
CONFIDENTIAL uc
possession,

e  Select the Items tab from the Ribbon.
®  Pressthe New Item button.

Togs&  Workflows Approve/Reject
Notes

c_Tags and Notes Workdions.

New Item @ @ B A é\ D [ searchthissite Fe)

Add a new item to this st
I . Enterprise Search

Network Operations Home

Allftems ~ ++ Find an item L
Daily Task Checklist
NOC Escalations v Tre Category OperinNewWindo
CCR Ticketing Google wwgooglecom Customers Openinanewwindow _blank
NOC Ticketing Yahoo wiyshoocom  Systems  Open in the same window _self
Recent Bing e Bing.com Customers Openinanewwindow _blank
7 EDITUNKS

Copyrighe 2004 - 2014 Merchans Link LLC_ Al Rights Reserved

CONFIDENTIAL. "
viswing, i
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Title =
URL Type the Web address: (Click here to test)

http:/f
Type the description:

Category Customers [+]

URL Target - (Open in 2 new window &

Save Cancel

NOCAccordion

®  Enter the Title of the link.

e Enter the full URL for the link. Optionally enter a description for the link.
e Select the link Category.

e Select how the link will open under the URL_Target.

®  Press the Save button.

Updating a Link

*  From the NOC Homepage, press the Site Settings / Gear button.
e Select Site Contents from the drop down menu.

® Select the NOCAccordion list.

e Select the desired link from the list. The detailed page displays.
®  Onthe View tab, press the Edit Item button.

®  Edit the desired fields

®  Press the Save button.

BROWSE  VIEW

Aert Me

& Wordfows

Merchant C Link

Relax. We got i
. Home

Network Operations Home

O DA O T [omnmn P

Title vahoo
URL hittp://www.yahoo.com
Category Systems

URL Target Open in the same window

# EDITUNKS

Deleting a Link
*  From the NOC Homepage, press the Site Settings / Gear button.
e  Select Site Contents from the drop down menu.
® Select the NOCAccordion list.
e  Press the ellipsis button (...) next to the desired item and select Delete Item from
the context menu.
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Merchant  Link T BRA & 0

Relax. We got it

. Home Departments Enterprise Search

Network Operations Home

i All lems === Find an item 2
Daily Task Checklist
NOC Escalations v Tite URL Category URL Target OpeninNewWindow
CCR Ticketing Google ‘,ﬂ:p‘//\w.\\'ganIe.tom Customers Open in a new window _blank
NOC Ticketing Yahoo nidsanuushancom  Systems  Open in the same window  _self
View Item
Recent Bing 4 Customers Open ina newwindow _blank
Edit Item
# EDIT LINKS

Compliance Details

Workflows
Alert me right 2004 - 2014 Merchant Link. LLC_ All Rights Reserved
[ tained cn this site is confidential and propristary infarmation of Merchant Link, LLC.
Any w ing, copying andfor distribution of the i i ined hersin is prohil
Shared With

Delete tem « 2

®  Press OK to commit the deletion of the link.

Message from webpage ﬂ

S~
|0 Are you sure you want te send the itern(s) to the site Recycle Bin?
L * 4

i 0K ] [ Cancel
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Introduction

Commcenter

MERLIN ON SHAREPOINT 2013

MerLin Applications

The following MerLin applications and tools have been updated to be accessed from within
SharePoint 2013. Changes to the functionalities and user interfaces are discussed further in
this section

e CommCenter

®  Daily Task Checklist

®  Facilities Work Request Form

e Learning Management System (LMS)
e Managed Documentation (DMS)

e ML Employee Handbook Acknowledgement tool
®  NOC Escalations Lookup

e  Office Access Card Request Form

* On Call Calendar

®  Passport to Learning

* PCRTool

*  Project Request Tool

¢ Tech Support Case Exceptions Tool

Merchant Link Commcenter provides a form based template for generating department or
company-wide communications. This form helps to ensure a standardized look and format to
official announcements.

Merchant  Link T E A & O % (s
Relax. We got it.

. GEWTSN Departments | Enterprise Search

Commcenter

Commcenter Messages
D [=]

Record(s) 1 to 10 showing. (Out of 1286 total)

Filter List Create a new message

Nexth Lasth

D Composer Create Date Netice Type Subject

1317 Amy Bobitka 7/9/2015 12 All Hands Presentation on Merlin View

1316 David Whipp 7/8/2015 10 Give a WOW- First Time Access View

1215 David Whipp 7/1/2015 26 Superior Service Winners- June 2015 View

1314 David Whipp 6/21/2015 10 Give a WOW! June Points Expire Soon!! View

1313 David Whipp 6/8/2015 2 Superior Service Winners- May 2015 View

1312 Tessa Dalton 6/4/2015 23 RSVP Deadline is Today! View

1311 Tessa Dalton 6/3/2015 29 Tomorrow is the Deadline! View

1310 Tessa Dalton 6/1/2015 28 RSVP for the Summer Event! View

1309 Tessa Dalton 5/28/2015 29 Merchant Link Summer Event View

1308 David Whipp 5/27/2015 10 Give a WOW- First Time Access View

The new interface provides a sortable list of past Commcenter announcements with a search
bar. Results are displayed in a paged format.

Creating a New Message

e  Press the Create a new message button at the upper right of the page. The create
dialog window appears:
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= = - = e
C hitp Llocal/MerLin%204.0 /sp_modules/ z 2a=add s 0 1436799635
Sena Cance Message Details =
Subject:
Type of Notice: [=]
Impact: | Low [=]

Date of Impact: 7/132015

Impacted Departments: || Bankcard Support [gilling Development [l Business Development [CJpevelopment [CJemployee Resources

[Centerprise Security [Climplementation [linformation Technology [ Install [C]Leamning and Development
[ Managers - All [EIMerchant Link - All [T Network Operations [ product Elsales
[ supenvisors [ETechnical Support

Message: | [ souce | [ (3 & |
By mxx|a

4 B @
= |

< Siyles ~| Fomat

0]

o

Merchant C Link

Relax. We got .

Subject: {{Subje
Impact Date: {{mpactDate}} {{Notice Type}}

Impact Level: {{Impactl evel}}

Attachments Select your files by pressing the "Browse” button and selecting the file from the resulfing dialog vindow. The file will be uploaded automatically. If you have a
large file, you must wait for the pload progress indicator to tum green before attempting to send the message.

Important:
Please limit the total size of all combined files to 4MB. Sending larger amounts of data will cause the message to fail. Uploaded files will be attached to the -

e  Enter the Subject of the message.

e Select a Type of Notice from the drop down selector.

e Select an Impact level.

® Enter a value for the Date of Impact.

e Check all Impacted Departments from the checkbox list. Notifications are sent to
these recipients.

e A preformatted message appears in the editor. Placeholders for message
mandatory items appear in brackets (i.e. {{NoticeType}} ). These placeholders must
remain in the message unedited. Replace the content area with your message.

e  Attach any relevant files to the message. There is an upper limit of 4mb total. You
can send any number of attachments as along as the total size remains under this
limitation.

e  Press SEND at the top of the form when you are ready to send the message. Allow
the form to complete before closing the dialog window.
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NOC Daily Task|
Checklist Merchant . Link G A& 0 % [eonme

Relax. We got it

. Al Departments | Enterprise Search

NOC Tasks Checklist

View Logs Manage Checklist Projects

Event(s) Type Escalation Instructions Due Action
MARVACC: marprod_bar-cfrst-epraw (critical/financial)

Report From: MarHost->Nike->Mar box->Nike->MarHost General Escalstonifo | 133p | Acknowledge

Report To/Description: [6-Inbex] o eeneE
AMEX CAPN Settlement Confirmation File (critical/financial)
Report From: AcsConfrileparser.py@merchantlink com General o | 15:00 rTe
Report To/Description: [3-NOC Reports] Jim Reese / S$P-Dev Ops Support
TV2G Batch Reports (2 Reports)
Report From: NXT Reports

Escalation [nfo Acknowledge
Report To/Description: [Inbox] SSP-NOC-Staff General 1600 ¢
MAR/ACC: marprod_mec-corp-card-in (critical/financial)
Repart From; [Inbaic-6] Escalation time: 11:30PM General EscalstonIie | 16:00 Acknowledge
Report To/Description: Mar Host->Nike->Mar Box->Nike-> Mar Host [6 of 6]
BBY: BAMS-Visa-MC2 (criticalffinancial)
Report From: Best Buy General Escalation Info 17:40 Acknowledge

Report To/Description: [5-Inbox/Dash] BBY > >stamnike> >stambbgw1> >watcher> >BAMS

BBY: Discover Recon CB

Managing the Checklist
Designated NOC team members are added to MerLin’s NCL-Admin user group. (This requires
a MerLin admin member to add this group to the user’s profile in MerLin).

When the user is added to the group, they will see a new icon on the NOC Checklist page
titled Manage Checklist:

NOC Tasks Checklist

View Logs Manage Checklist

Event(s)

MARVAC T marnrad har-rfreb-anraw leritical financiall

Pressing this button displays the Manage NOC Checklist Entries dialog. This dialog displays
all currently active checklist items ordered by their JobID index number:
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(& NOC Checklist - Mark Item - Windows Internet Explorer E‘Eﬂ
|(_, http://merlinapps.ml.local/MerLin%:204.0/modules/sp_modules/NOClobs/msgboxaspla=adminlist ‘
Add Mew

ID Type Subject Status Actions \:|

i Event [1 of 3] NPC Offsite Capture File Status (CaptureFilescooooooxxxx) Pre- 0 =
{critical/financial) Active

b Event [2 of 3] FTPClient FILE CaptureFilescecoooceoon SENT TO HOST Pre- Edit
{critical/financial) Active

3 Event [3 of 3] Avado BCLSDOA.QFFST29 File Sent (critical/financial) z\r;“,e Edit

A Event {1 of 3} NPC Offsite Capture File Status (CaptureFilesccocoooomxxx) Pre- -
(critical/financial) Active
{2 of 3} FTPClient FILE CaptureFile.041003120011 SENT TO HOST Pre- Ry

5 Event . . . . Edit
{critical/financial) Active

6 Event BCL.SDOA.OFFS331 File Received Expired Edit

7 Event Daily PTI Report results for xgng/xxus Expired Edit

t Event MLwoowx File Received Expired Edit

9 Event MLwoowx File Received Expired Edit

10  Event FTPClient FILE Mbuoooot SENT TO HOST Expired Edit

11  Event iDine Presenter File Status (MLoooo) Expired Edit

12 Event SsimHermes Backup Results Expired Edit

The Add New button at the top of the dialog opens a new item to be added to the list.
Selecting the Edit button next to an entry displays the form populated with the item’s
information. With new additions you will see an empty version of the form:

-
(2 NOC Checklist - Mark Item - Windows Internet Explorer l =|E ﬂ
‘(_, http://merlinapps.ml.local/MerLin%204.0/modules/sp_modules/NOClobs/msgbox.asp?a=adminitem&JoblD=1 |

ob ID 1 ol
Report Subject [1 of 3] NPC Offsite Capture File Status (CaptureFile.xoooooomxx
Status Pre-Active [+]

List Type General [=]
Hob Type Event |z|
Report To/Description [NOC Reports] S5P-System Admin (Urgent)
Report From NXT Reports
Report Category NPC Off-Site Settlement Batcl[ ¥ | 1
Frequency Daily
Sun to Sat Sunday 01[x][01[]
Enter time in military format: Menday o |Z| ot |Z|
15:00 {for 3:00 pm) Tuesday 01[-][01[~]
Wednesday 01[~][01[~]
Thursday 01[=][01]~]
Friday 01[=][01]~]
Saturday 01 E 01 E
Escalation Instructions URL hitp://stamrose. tampa.paymentech.com/twiki/pub/NOC/NPCOffsite ||
Commit S

Simply alter the data as desired. The dialog will update the fields when you toggle between
daily events or monthly events:
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@ MNOC Checklist - Mark Item - Windows Internet Explorer l = | = éj

|(_, http://merlinapps.ml.local/MerlLin%204.0/modules/sp_modules/NOClobs/msgbox.asp’a=adminitem&JoblD=1 |

ob ID
Report Subject
Status
List Type
Hob Type
Report To/Description
Report From
Report Category
Frequency
Day of Month

Escalation Instructions URL

1

[1 of 3] NPC Offsite Capture File Status (CaptureFile xooooooooomx

Pre-Active [~]
General [~]
Event [~]

[NOC Reports] SSP-System Admin (Urgent)
NXT Reports
NPC Off-Site Settlement Batcl~ |
Monthly |E%
Time: |01 [=]|01[~]

http:/Istamrose tampa.paymentech.comfwiki/pub/NOC/NPC Offsite

Commit

®  Press the Commit button once your changes are done.

Adding a checklist item
Press the Manage Checklist icon on the NCL homepage. The Manage NOC Checklist Entries
dialog appears.

® Pressthe Add icon. The dialog update to show an empty form.
® Complete all fields on the form.
®  Pressthe Commit button.

Editing a checklist item
®  Press the Manage Checklist icon on the NCL homepage. The Manage NOC Checklist
Entries dialog appears.
e Press the Edit icon. The dialog update to show the populated form.
e Alter all desired fields on the form.
®  Press the Commit button.

Deleting a checklist item
e  Press the Manage Checklist icon on the NCL homepage. The Manage NOC Checklist
Entries dialog appears.
e Press the Edit icon for the checklist item you wish to delete.
e Change the Status selector from Active to Expired.
®  Press the Commit button.

Points to remember
e Changing the Report Subject field on an existing checklist item will effect historical

reporting. Reports pull the title from the JoblID so if you change the name all past
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data will use the new entry.

e All fields must be completed. When entering the Day of Month field on a monthly
entry, you must also assign a time.

e All time is entered in Military format (i.e. 15:00 for 3:00 pm)

e You will have to put in a MerLin Change Request (MCR) if you need changes to the
Report Category dropdown selector.

The Escalation Instruction URL must be populated correctly to work. If you are entering an
URL to a document on any shared network drive the address must be preceded with file:///
to work correctly.

When copying the address from your explorer window you do not need to worry about
correcting the forward/back slashes. The code will fix that automatically. (i.e. M:\SSP-
Public\filename.ext would otherwise need to be changed to file:///M:/SSP-
Public/filename.ext)

Be careful of spaces in the address. For example, when combining the path with the file
name it is common to see that a space is introduced after the last slash and before the file
name. If this occurs the link will not work.
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Facilities Work The Facilities Work Request Form has migrated with almost no change other than in look and
Request Form feel. This tool provides the user with the ability to notify responsible staff members about
%m issues within the Merchant Link facilities that need repair or attention.

Once the form is filled out an email is generated to the appropriate contacts for resolution.
The tool bar button pictured to the left is accessible on every MerLin on SharePoint page at
the top of the page.

@ Mosilla Firefox [E=REER

% merlinapps.mllocal/MerLin 4.0/medules/sp_modules/facilitiesrequest/default.asp [l
Commit Cancel Facilities Request Form
Name: Clark Case
Priority: noderate -
Type: Repairs -
Description: iB I |iE = = |3 &
Learning Formerly known as Passport to Learning, the learning management system provides tools to
Management track staff member’s learning experiences and to facilitate computer based training and
System compliance efforts. There have been a number of changed to this tool to simplify its use by

both students and instructors.

e To access the LMS portal, select Learning and Development from the Departments
entry on the main toolbar.

e  (Click on the LMS Home entry in the Quick Links navigational panel at the left. The
Learning Management System’s welcome page displays:

Merchant C Link S A 0 T @ fomme o

Relax. We got it.

. LR Depariments

L&D Home . v
Learning Management System

LMS Home

Course Explorer Merchant Link has experienced lots of change over the last year. From the office renovations, to an

Wy profile influx of new products and service offerings, we are moving faster than we ever have in the past. The ' 0
i adrenaline rushes and the excitement builds as we ready ourselves for new customers and new l L
Administration technelogy the industry is craving for. Yet, in the midst of all of this excitement, are we really growing? ‘li
Are we really advandng and meeting business objectives? Or are we, while in the middle of fast-moving A

progress, losing focus on who we REALLY are and what we value as a company?
# EDIT LINKS
Merchant Link’s Learning and Develepment department invites you to a learning experience that will
change your everyday work life and make you a valuable asset to the organization. Many companies
look to new tools and products to grow their business. This year, as Merchant Link focuses on —
generating more revenue and building our VAR channels, we will support the organization’s initiative for
aggressive growth through premier leaming solutions.

Growth increases the opportunity to not only serve our clients, but to exceed in everything we do. We
push boundaries by opening up new epportunities to educate ourselves and our dients. As 3
technology company we thrive when we grow our understanding of the industry and particularly our
dientele’s needs. These educational opportunities exist internally as well as externally.

L&D's VISION

To position Merchant Link as a learning organization that believes in the dedicated investment of
learning for all employees resulting in enhanced performance.
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Searching for and Enrolling in Courses

The Course Explorer provide you with tools to search for information on available courses
that are provided by Merchant Link or an approved Third-Party vendor. The course listing
provides tools to search for a course, to page through a list of courses, and to view the
details of a course.

Merchant  Link S A @ 0 % Q [soms 0

Relax. We got it

. LUEM  Departments | Enterprise Search

L&D Home Course Manager °
LMS Home Course Name B EMY Filter List

Curriculum Manager

New Course

Record(s) 1 to 3 showing. (Out of 3 total)
Course Manager

1D~ Course Name Type Provider Status

648  EMV Basics: What in the World is EMv? Domestic Merchant Link Active e View
563 EMV ( Europay, MasterCard and VISA ) Domestic Merchant Link Suspended View
392 Payments Technology Series: EMV Technology Domestic  American Management Association Suspended View

1. To search for a course by name, change the drop down on the search bar to Course
Name. Enter a search term and press the Filter List button.

2. To view details on a course press the View button at the right of the record. The
Course Details page displays.

@ Mozilla Firefox = | 5 S|
f
merlinapps.ml.local/MerLin 4.0/modules/sp_modules/ims/msgbex.aspia=detailsBlv=courselid=643 @
Edit Delete Course Details
Course ID: 648
Course Title: EMV Basics: What in the World is EMW?
Course Provider: Merchant Link
Course Type: Domestic
Course Length: 1
Course Credit: 1
‘Course Description: This lunch-and-learn course is a basic introduction into EMV. Business Development will facilitate several sessions of

this course over the next couple of months. Through this course we want all employees to have a basic understanding
of EMV and its importance in the global payments landscape. Most importantly, we want you to be empowered to
answer question posed by custamers, vendors, or other employees about EMV and the part Merchant Link plays
within the payments world.

Topics Include:

# History of EMV

* Why is EMV in the US?

* How does EMY work?

® What problem does EMV solve?

* What is the Liability Shift

* What will happen on October 157

* Werchant Link and EMV

#® The ConVergence learning portal

*® Get your questions answered about EMV

Course Qutline:
‘Objectives:

Available Class Dates: Class ID Date/ Time Seats Location

2830 08/06/15 12:00 PM to 01:00 PM 20 SSP - Conf - Yellowstone (9th floor, Large) Enroll Me

¢ Information on the course’s provider, description, objectives and course outline
appear.

e If an Instructor-Let course (ILT) had scheduled class sessions available, they will
show under the Available Class Dates section. If the class has seating available or
will offer remote attendance, then an Enroll Me button displays. Clicking this button
will add the course and class date to your course profile.

Viewing your Courses
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To view a list of the courses you have completed:

Navigate to the LMS

homepage from the Learning and Development homepage.

Click on My Profile under the Quick Links navigation panel on the left. Your course

profile displays:

Merchant C Link

Relax. We go i

P DA ¢ 0= @ Search this site Je)

. Home

L&D Home My Courses
LIS Home Course ID Name Class Date(s) Status  Classes/Seats Action
Course Explorer 567 Adapting to Change
View My Courses 563 EMV ( Europay, MasterCard and VISA )
View My Transcript sea Simphony 2
565 E-Cammerce
566 TransactionVault 2nd Generation
S8 Strengths Finder Program
s71 Qrganizational Callabaration
572 Culture Workshop 1: My Place i the Culture

Accessing Your Transcript

e Navigate to the LMS homepage from the Learning and Development homepage.
¢  (Click on My Profile under the Quick Links navigation panel on the left.
[ ]

Click on My Transcript under the Quick Links navigation panel on the left. Your
transcript with all completed courses displays:

Merchant C Link

Relax. We go i

@ [E] A& 0= Q Search this site o

. Home IR

L&D Home Transcript for Clark Case
LS Home Course Name Filter List
Course Explorer
Record(s) 1 to 10 showing. (Out of 39 total) Nexth Lasth
View My Courses
Course Name Provider Status  Date Credit Type
View My Transcript
Agile Defense and Security Strategies Merchant Link Stamped  6/19/2012 2 Domestic
Anti-Money Laundering - 2013 JP Morgan Chase Stamped  7/3/2014 40 ML Customn CBT
Anti-Money Laundering - 2014 P Morgan Chase Stamped  5/7/2014 100 ML Custom CBT
Decrypting Finances Merchant Link Stamped  8/18/2011 2 Domestic
Emotional Intelligence- Instructor Lead Merchant Link Stamped  12/4/2012 4 Domestic
Getting Results Without Authority American Management Association Stamped  1/3/2012 2 International
Glenbrook Payments Bootcamp Glenbrook Stamped  5/1/2009 1200  International
Gold Cruise Merchant Link Stamped  5/15/2009 Cruise
JPMC Anti-Money Laundering 2011-2012 JP Morgan Chase Stamped  12/15/2011 1 Miscellaneous Training
Leading Without Authority Merchant Link Stamped  6/20/2013 3 Domestic

This view provides you with a paged list of all completed courses. The list can be sorted by
various column headings as well as filtered with the search bar in the same manner as the
Course Explorer.

Administrative Functions

For those staff members with appropriate permission levels, there appears a set of tools to
manage the courses, class instances, and user profiles for the system. Information on these
tasks appear below.

To access the administrative area:
® Navigate to the LMS Homepage.
®  Click on the Administration entry in the Quick Links navigation panel:
L&D Home
LI5S Home
Course Explorer

My Profile
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* The administration page opens with the Curriculum view by default:

A )
Merchant ¢ Link T DA € 0= @ Search this site o
Relax. We got it.
. LU Departments | Enterprise Search
L&D Home Curriculum Manager
LMS Home D Filter List Add New Curriculum
Curriculum Manager
Record(s) 1 to 10 showing. (Out of 13 total) Next b Last W
Course Manager
1D Cumiculum Name Status Created
25 Company Wide Curriculum Active 7/24/2012 View
35 Compliance - Expense Reporting Active 416/2015 View
37 Department - Funds Research Active 5/28/2015 View
39 Department - Implementation Active 5/28/2015 View
38 Department - Installation Active 5/28/2015 View
36 Department - Tech Support Active 5/28/2015 View
2 Leadership and Management Inactive 2/1/2010 View
33 Management - Leadership Active 8/16/2012 View
3 Office Efficiency Tnactive 2/1/2010 View
29 Organization/Culture Active 7/31/2012 View

Creating a New Curriculum Entry

The Curriculum Manager provides the ability to create groups of course under a single
curriculum name or header. This allows the curriculum to be assigned to a department, a
MerLin group of users, or to the company as a whole.

Courses attached to these curriculum records will automatically display on the appropriate
users’ course profiles. They will not have to be added to a user’s profile or manually enrolled
in by the user.

To create a new curriculum record:

®  Press the Add New Curriculum button at the top, right of the page. The data entry

dialog displays:
@ Mozilla Firefox = | B [

ml.local/MerLin 4.0 5/5p_t 5/l spla=add&v=curriculum&ID=0& epoch=1439823806 [

Add a new Curriculum Record

Curriculum Name

Applies to: Al

Commit

® Enter a Curriculum Name.

e  Select who this curriculum Applies To (i.e. All, Department, User Type.

e Select either the Department or User Type if you selected either of these options.
e  Press the Commit button to save your entry.

Adding Courses to a Curriculum
To add courses to a new or existing curriculum record:
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®  Browse to the Curriculum Manager.
e  (Click on the View button to the right of the desired curriculum record. The
curriculum details dialog appears.

@ Mozilla Firefox [E=REE)

@ merlinapps.mLiocal/MerLin 4.0/modules/sp_meodules/Ims/msghox.aspla=details&v=curriculum&ID=25 @
Delete Add a Course Company Wide Curriculum
Course Name Status Action
Anti-Money Laundering - 2014 Active Remove
Reputational Risk - 2012 Active Remove
Security Awareness 2014 (CBT) Active Remove
Treating Customers Fairly - 2014 Active Remove

1. Pressthe Add a Course button at the top of the dialog.
2. Then Select a Course entry field appears at the top of the screen,
3. Press the Commit button to add the course. The course now appears in the list.

@ Moxzilla Firefox =] B e
Liocal/MerLin 4.0/madules/sp_modules/Ims/msgboxaspta= detail:av=cutticulumadD=25 @
Delete | | Add s Course ° Company Wide Curriculum

Select a course Harnessing Innovation Within ER
Harnessing Innovation Within Teams 3: Putting Ideas Into Practice 2
(PAID) Performance Reviews, Appraisals, Incentives, and Development Plans
2014 Passport to Learning Launch Session
Course Name | Acquire Support Training
Adapting to Change

Money Laund 5 Management Training s
Advanced Mentoring and Coaching Essentials
Advanced Payments Industry Werkshop
Anti-Money Laundering - 2014
Basic Customer Service Training - Service Delivery
Treating Customej Batch Doctor (TV2G) Remove

BizPortal for your Lodging Property - Training Webinar

BizPortal for your Restaurant - Training Webinar

BizPortal for your Retail location - Training Webinar

BizPortal Maintenance - OTV CC Lookup

BizPortal Training Webinar - Air Force Inn

BizPortal Training Webinar - Intro to BizPortal

BizPortal Weekly Training Webinar - Carlson

Cornerstone Management Training

Credit Card Lookup Basics 2

e Commit

Action

] »

Anti-|
Reputational Risk Remove

Security Awarenes, Remove

Removing a Course from a Curriculum Record

¢ Toremove a course, press the Remove button next to the course desired. As
confirmation dialog displays.

®  Press OK to commit the removal action.

Managing and Creating Courses
TBD
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Managed
Documentation

SharePoint 2013 contains its own tools to upload and manage documentation. The
Traditional Managed Documentation tools from the original version of MerLin has been
included as a convenience to allow document owners time to get familiar with SharePoint’s
tools and capabilities.

As documentation is converted over to SharePoint natively, this tool will be phased out from
general use. In the meantime, updated instructions for using this tool are included here.

Merchant Link

Relax. We got it
|

& @ B A ‘\ D % | senchthissite

Departments

Enterprise Search

MerLin Home

Managed Documentation
# EDIT LINKS D Filter List e o AddNew

Record(s) 1 to 20 showing. (Out of 2901 total)) Next b Last b
ID  File Name Version Modified on Modified by  Checked outto
1000 Avalon Enabled Template.doc 0.0.100624 6/24/2010 12:32:04 PM Clark Case View
1003 Creating User Accounts in BizPortal pdf D.U‘°29 10/29/2008 3:51:03 PM Clark Case View
1004 Unlocking user accounts in BizPortal pdf 0.008.1029 10/29/2008 3:53:42 PM Clark Case View
1006 Authorization Settings For MICROS POS Systems.doc 0.0.130301 3/1/2013 3:25:41 PM Sabirul Hug View
1008 VISAD Internet SSL Design.doc 0.008.1029 10/29/2008 4:06:21 PM Clark Case View
1016 Sample 9700 Multi RVCs IDs Driver Spreadsheet.xls 00081030 10/30/2008 10:17:24 AM  Clark Case View
1018 SAMPLE 9700 VISAD SSLGW ML NETWORK LOGS ANALYSIS.xls 00081030 10/30/2008 10:18:50 AM  Clark Case View
1021 payment_application_security_mandates.pdf 00081030 10/30/2008 10:21:08 AM  Clark Case View
1027 HOW TO grep AUTH REQ RESP & SETTLE Data.doc 0.008.1030 10/30/2008 10:24:36 AM  Clark Case View
1028 HOW TO grep SETTLE Data.doc 00081030 10/30/2008 10:25:14 AM  Clark Case View
1029 How To sed FDMS South Host Error.doc 0.0.08.1030 10/30/2008 10:25:53 AM  Clark Case View
1030 HOW TO grep siteNET OWEN LOGS.doc 0.0.08.1030 10/30/2008 10:26:28 AM  Clark Case View

¢  Main Toolbar — Provides a button to upload a new Document.

e List Filter — Allows the user to filter or search by several fields limiting the records

being shown.
¢ Documentation List — Provides a list of documentation that are sorted by the

column headers. The list is also paged so you can navigate First/Previous / Next /
Last views. The page displays 20 records at a time.

Filtering Documentation

To filter or search for a document:

¢ Drop down the select box and choose a field to search against:
e ID

*  File Name

*  Modified by

® Checked out to

¢ Owned or Maintained by

®  Owning Department

[ ]

Category

Managed Documentation

]

(o) Filter List

File Name ut of 2901 total.)

Modified by

Checked out to

Owned or Maintained by
Owning Department
Categary

te.doc

in BizPortal.pdf
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* Enter the search keywords or other criteria in the text box provided. Selecting
certain fields will replace the text box with a dropdown list such as searches for
names of those who have a document checked out, the owner of the document,
etc.

e  Press Filter List to apply the search. The results appear:

Managed Documentation

File Name vbseript Filter List AddMew

Record(s) 1 to 1 showing. (Out of 1 total)
D File Name Version Medified on Medified by Checked out to

1216 92 Useful VBScript Routines.doc 0.0.09.0918 9/22/2011 12:11:04 PM Clark Case View

Uploading a NEW document

The following instructions provide details on uploading a NEW document to the Document
Management System. If a document has already been published to MerLin it should be
checked out of MerlLin for editing and then checked back in to the system. Details on
accomplishing those tasks appear later in this document.

& httpy//merlindev.mllocal/Merlin%204.0fmodules/sp_modules/d gboxasp?a=uploadnew&DoclD=0&ep - Windows Intemet Explorer = | 5 ||

[C nitp://merlindev.mllocal/Merlin2204.0/modules/sp_modules/dms/msgbox.aspfa=uploadnew&DoclD=08epoch=1437406354

Upload Cancel Upload a File

Document Details

File Name: Browse...

Title:

Description: iB I ‘;

i
iTi
L
=
O]

Document Type: | Evaluations [=]
Department: |Leaming and Development El
Document Owner: | Case, Clark El

Next Review Date: 7/20/2016

®  Press the Browse button.

®  Find the local file on your system using the dialog window and press Open.

®  Enter the Title of the document.

® Provide a Description for the document.

®  Assign a Document Type for the document.

®  Assign the Department that owns or maintains the document.

®  Assign the Document Owner. (If there isn’t a current owner then the document
should be assigned to the department head).
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® Choose the Next Review Date.
®  Press the Upload button on the top toolbar to upload the document.

Checking Out a Document for Editing
To check out a document for editing:

e Select Managed Documentation from the Quick Links section of the MerLin
homepage.

® Locate the document by filtering on an available field or doing a free text search
against the contents of a file.

®  Once located, click on the View button to the right. The Details dialog displays.:

Managed Documentation

File Name |z| vbscript Filter List AddNew

Record(s) 1 to 1 showing. (Qut of 1 total.)

D File Name Version Modified on Modified by Checked out to
1216 92 Useful VBScript Routines.doc 0.0.09.0918 9/22/2011 12:11:04 PM Clark Case
@ Mozilla Firefox = | B et
merlindev.mllocal/MerLin 4.0/modules/sp_modules/dms/msgbox.asp?a=viewdetails&DocdD=1216
Edit Check Out Delete o Details

Document Details
File Name: 92 Useful VBScript Routines.doc - (Click to view) o
Title: 92 Useful VBScript Routines
Version: 0.0.15.0720
Description: 92 Useful VBScript Routines
Document Type: Reference

Department: Learning and Development
Document Owner: Clark Case
Initial Upload: Published by Clark Case on 11/11/2008 3:20:44 PM
Last Modified: Modified by Clark Case on9/22/2011 12:11:04 PM
Next Review Date: 01,/01/2015
Status: Active
Checked Out To:
Call Number: DMS-REF-1216
o Archived: Nothing Found.

1 -Toolbar

Contains actions that can be taken on the document such as Editing certain details,
checking the document out for editing, or deleting the document. The delete button
is only available to MerLin administrators or the document owner.

2 - Document Details
This panel displays various attributes on the document as well as a hyperlink to
open and view the document.

3 - Archived

This new addition provides a view of all prior versions of the document that have
been committed to the system. A hyperlink to open the historical copy is provided
along with other document attributes.

®  Press the Check Document Out button on the toolbar at the top. A File Download
dialog window displays:
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Windows Internet Explorer @

What do you want to do with 92 Useful VBScript
Routines.doc?

Size: 1.04 MB
Type: Microsoft Word 97 - 2003
From: merlindev.ml.local

= QOpen

The file wen't be saved automatically.
< Save

< Saveas

Cancel

Note
The File Download dialog will display for most Office documents. If the document is
an Acrobat file (.pdf), it will open in the browser window instead.

If you receive a dialog asking you to provide your username and password, simply
click Cancel or hit the Escape key.

e Select Save from the file download dialog.
e The document is immediately stamped as checked out.

Checking Documents In

After you have made changes to your document you can upload it to MerLin to replace the
prior version. Do not use the Upload a New Document button. You must perform the
following steps to successfully update existing documentation:

e Select Managed Documentation from the Quick Links section of the MerLin
homepage.

e  Locate the document by filtering on an available field or doing a free text search
against the contents of a file.

e Once located, click on View button located at the right of the record:

Managed Documentation

D Filter List AddNew
Record(s) 1 to 20 showing. (Qut of 2992 total.) Next b Last W
ID ~ File Name Version Modified on Modified by  Checked out to
1000 Avalon Enabled Template.doc 00.100624 §/24/2010 12:32:04 PM Clark Case View
1003 Creating User Accounts in BizPortal.pdf 00081029 10/29/2008 3:51:03 PM Clark Case View
1004 Unlocking user accounts in BizPortal.pdf 00081029 10/29/2008 3:53:42 PM  Clark Case View

®  When pressed, the Document Details dialog displays:
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MERLIN ON SHAREPOINT 2013

An Overview and User Guide

@ Mozilla Firefox =

=y x|

merlindev.mllocal/Merlin 4.0/

Edit Check Out

Document Details

File Name:

Title:

Version:
Description:
Document Type:
Department:
Document Owner:
Initial Upload:
Last Modified:
Next Review Date:
Status:

Checked Out To:
Call Number:
Archived:

s/sp_mod Jetails&D:

Delete

92 Useful VBSeript Routines.doc - (Click to view)
92 Useful VBSeript Routines

00.15.0720

92 Useful VBScript Routines

Reference

Learning and Development

Clark Case

Published by Clark Case on 11/11/2008 3:20:44 PM
Modified by Clark Case on 9/22/2011 12:11:04 PM
01/01/2015

Active

DMS-REF-1216
Nothing Found.

1D=1216

Details

.

Press the Check In button on the top toolbar. The File Details windows will display

the upload form:

rlin%204.0,

@ http://merlindev.mliocal/M

P! ] pia=up

_update8iDoclD= - Windows Internet Explorer

[ 5]

[ nttps//merlindev.milocal/MerLin%:204.0/modules/sp_medules/dms/msgbox.aspla=upload_updateBDecD=1215

Upload Cancel

Document Details
File Name:

Title:
Version:

Revision Type:

Description:
Document Type:
Department:
Document Owner:
Initial Upload:
Last Modified:
Next Review Date:
Status:

Checked Out To:
Call Number:
Archived:

Browse.

92 Useful vBScript Routines
0.0.15.0720

Default E

92 Useful VBScript Routines

Reference

Learning and Development

Clark Case

Published by Clark Case on 11/11/2008 3:20:44 PM
Modified by Clark Case on 9/22/2011 12:11:04 PM
01/01/2015

Active

Clark Case

DMS-REF-1216

Nothing Found.

Upload a File

Press the Browse button to locate your local updated copy.

Select the Revision Type from the dropdown. This will affect the version number of

the document:

1. Default

The Default option will change the version number in the last two positions

For example, version 0.0.14.0224 will be updated to 0.0.14.0225
2. Minor

The version number will be updated on the last three positions. For

example. 0.0.14.0224 becomes 0.1.14.0225

3. Major
The version number will be update on the first position and the last two

positions. For example, 0.0.14.0224 becomes 1.0.14.0225
Select the Next Review Date from the calendar field.
Press the Upload button on the top toolbar.

Notes:
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Document names must remain the same. If you choose a file with a different name from
the dialog window, the system will alert you and empty the file field. You will be
required to locate your local copy again using the browse button.

The existing document will be archived and then overwritten by default. There no
options to change this behavior.

Documents uploaded on the same day will overwrite the existing document and will not
update any archived version so multiple revisions on the same day will result in the file
reflecting the last uploaded version.

Editing Document Attributes

The DMS allows document owners and DMS administrators to change some basic attributes
stored by the system as well as to change the ownership of the document by a specific
individual and/or department.

To edit the document attributes, perform the following steps:

* Select Managed Documentation from the navigation panel on the left.

® Locate the document by filtering on an available field or doing a free text search
against the contents of a file.

e Once located, click on the file name to drop down the menu.

e Select Edit Properties from the dropdown menu. The File Details window displays:

@ Mozilla Firefox = | O
merlinclev.ml.local/MerLin &.0/modules/sp_modules/dms/msgk 7a=edit&DocdD=1216
Save Cancel Ed't
Document Details
File Name: 92 Useful VBScript Routines.dac - (Click to view!
Title: 92 Useful VBScript Routines
Version: 0.0.150720
Description: : = = =7
ption: : g 1 |i= = =@ =]

92 Useful VBScript Routines

Document Type: Reference h
Department: Learning and Development =
Document Owner:  Case, Clark -
Initial Upload: Published by Clark Case on 11/11/2008 3:20:44 PM
Last Modified: Modified by Clark Case on 9/22/2011 12:11:04 PM
Next Review Date: 1/01/2015
Status: Active
Checked Out To:
Call Number: DMS-REF-1216
Archived: Nothing Found.

e Update the Title of the document (note that this is NOT the filename of the

document).
®*  Make any needed changes to the Description of the document. Basic editing tools

are provided.

Merchant Link, LLC. | SharePoint 2013 Overview

Version 0.0.15.0709



e  Update the Document Type. This will move the file from one document type folder
to another on the MerLin server.

® Update the Department. This will move the file from one department folder to
another on the MerLin server.

e Update the Document Owner. This reassigns the document to the selected owner
who will have edit and delete rights over the file.
Update the Next Review Date as needed.

Press the Save Changes button to commit the changes.
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ML Employee

he Employee Handbook Acknowledgement Form functions in the same way as it did in the

Handbook Tool custom MerLin portal. New users are presented with a notification and hyperlink to

NOC
Escalations
Lookup

download the employee handbook. Once that link is followed the client information is
recorded. Reports are generated by request to the MerLin development group.

Merchant  Link T B A @ 0 T @ (e g

Relax. We got t.

| RS

Document Receipt Acknowledgement

Merchant Link Employee Handbook

This Employee Handbook will acquaint you with some of the policies and procedures that affect your One of your first at Merchant Link is to become familiar with the
contents of this Handbook. Please ask your supervisor or a Human Resources staff member if you have questions.

This Handbook provides you with general information on how we conduct business at Merchant Link. It is not intended to be, and should not be construed as, either a guarantee of continued
employment or an employment contract. The policies set forth here do not describe il of the terms and canditions of employment at Merchant Link. All emplayees of Merchant Link are employed
“at-will? This means that each employee has the right to resign at any time for any reason and Merchant Link has the right to terminate employment at any time, with or without cause and with or
without notice.

Our palicies may be changed or rescinded from time ta time without advance notice. Only expressly authorized members of management may alter palicies and procedures outlined in this
Handbaok, The at-wil nature of employment, however, is not subject to afteration. The provisions of this Handbook control any contrary statements, representations, or assurances by any
management staff.

In states where local employment law conflicts with the information in this document, local law prevails, and where federal employment laws preempt state law, federal law prevails.

We wish you success in your employment and hope that you will find working for Merchant Link to be a rewarding experience.

Acknowledgement of Receipt

Ihave been given access to the Merchant Link Employee Handbook and provided with instructions on how to access the handbook 1 understand and agree that it is my responsibility to become
familiar with its contents and to comply with all policies contained in it and any revisions made to it. 1 also understand and agree that, as explained above, my employment with Merchant Link is
at-will, this Handboak and the policies contained in it are not contractual in nature and may be rescinded or madified at any time without advance ntice, the provisions of this Handbaok contral

over contrary statements, representations, or assurances by management staff, and any agreements or assurances concerning the terms, conditions er duration of my employment are not binding
upon Merchant Link.

Date: 8/24/2015
Employee: Clark Case

Acknowledge and Open

The Network Operations Center (NOC) Escalations Lookup tool provides the ability to search
for known error messages and their escalations procedures. This tool has been ported over
with little to now changes to its features and functionality as they appeared in the custom
version of MerLin.

BROWSE  PAGE

Merchant C Link T @ e A& [ % (o =

Relax. We got it.

. WSl Decpartments | Enterprise Search

NOC Escalation Lookup

I

D [ Filter List Ada a new record
Record(s) 1 to 15 showing. (Out of 2670 tatal) Nexth Last b
D Name Description Escalation
10100 Trap: Cold start Cold start trap received ew

Event Definition: The system has performed a cold start (usually a reboct).

Action: Informational only.

10113 ciscoC: i Definition:

i View
trap received

Cause:

Example: ciscoConfigManEvent
10114 Cisco reload trap Cisco reload trap received  Definition: View

Cause: cause i want to.

Example: reload
10115 Default trap handler Trap received: %M View
1065  Cisco: Fan waming %M View

Event Name: Cisco: Fan wamning
Escalation: Call the on-call Network Engineer

Action: Manually check functioning of fan and replace if necessary.

Viewing Entry Details
After you have searched for a particular error message, you can view the details of a record
by clicking on the View button to the right of the record. Details are then displayed in the
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popup dialog window.

Depanding on your permission levels you may have the ability to edit or delete the record.
Buttons for all actions you may perform are at the top of the dialog window.

e . TR ¥ oc -1 || )

[ nitp://meriinapps.miiocal/Mertins:204 0/ s/sp_ 5/NOCEsc

=p?a=&ID=10100 ‘

Edit Delete NOC

alation

ID: 10100
Name: Trap: Cold start
Severity: |
Description: Cold start trap received
Expression 1: old
Expression 2:
Weight: 10

Escalation:
Event Definition: The system has performed a cold start (usually a
reboot).

Action: Informational only.
Edited By: admin
Edit Date: 0/9/2004 1:23:00 PM

Threshold Count: o
Threshold Time:

Adding a New Record

To add a new escalation record:

* Navigate to the NOC Escalations tool using the link on the Quick Links launch panel
on the left side of the NOC homepage.

® C(Click the Add a new record button at the upper right side of the list. The Add a new
record dialog displays.

®*  Make all the needed entries and press the Commit button to save the new record.
a8 i llocal/MerLin%204. ¥ oci i —add_ne.. 1| ) [Re

[ hitps/merlinapps.milocal/Merlin %2040 </sp. </NOCEscalati spTa=add_newsdD=0&zpoch=1

Commit Cancel NOC Escalation

ID:
Name:
Severity:
Description:
Expression 1:
Expression 2:
Weight:

Escalation: : g | 1= = i | B

Edited By:
Edit Date:
Threshold Count:
Threshold Time:

Deleting an Entry

* Navigate to the NOC Escalations tool using the link on the Quick Links launch panel
on the left side of the NOC homepage.

e (Click the View button for the record you want to delete. If you have permissions to
delete records, the toolbar will include the Delete button.
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e  Press the Delete button. A confirmation dialog bog displays. Press OK to continue
with the deletion of the record.

@ i Llocal/Merlin%204. L oc 0 = 8ID=1.. L= ) [
‘g, http://merinapps.mllocal/Merl in%204.0/ s/sp_r s/NOCEsc s/msgbox.asp?a=84D=10100 |
Edit Delete NOC Escalation
1D: 10100
Name: Trap: Cold start
Severity: 1

Description: Cold start trap received
Expression 1: g|g
Expression 2:
Weight: 19

Escalation:
Event Definition: The system has performed a cold start (usually a
reboot).

Action: Informational only.
Edited By: admin
Edit Date: 5/3/2004 1:23:00 PM

Thresheld Count: o
Threshold Time: o
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MERLIN ON SHAREPOINT 2013

An Overview and User Guide

Agent On Call
Calendar

N

The Agent On Call Calendar has had a number of changes to the interface. The calendar will
show with a limited number of agents showing should there be more than can be displayed.
Hovering over the cell will show a link to expand or collapse the cell:

13 13

NOC Tech - Carcillo, Scott NOC Tech - Carcillo, Scott
MerLin - Case, Clark MerLin - Case, Clark
DevOps - Lam, Anh DevOps - Lam, Anh

DBA - Li, Mu DEA - Li, Mu

Sysadm - London, Eric SysAdm - London, Eric

IT - Murphy, Kevin LEMOphy; '_(evm .
4 more items WebDev - Rajan, Srikanth

EntSec - Shin, Jason

BBYDevOps - Storme, Louis|

CRMDev - Vakili, Arash
Collapse

+ Add

Additionally, a link to Add a new on call item shows when hovering over the cell. Clicking on
any of the user entries displays a dialog window with all the information for the on call
agent:

pid=2575., e e e |

|g, http://merlinapps.mllocal; h,'IErL\n“nZEI-LD'mctIuIE:':p7n1:tIuIE:':Hcal\'ngb:mazp?\tl:}ﬁ?ﬁ&a:-.'|Euf;tl:2l]15‘]‘

call/r

- _ _
& httpy//merfinapps.mllocal/MerLin%204.0/modules/sp_

Edit Respond to Cal Delete

On Call Agent Details

On Call ID: 2575
Name: Case, Clark
Department: | carning and Development
Title: Instructional Designer

Home Phone: 443-520-5009

Work Phone: 443-520-5009
Mobile Phone: 443-520-5009
f Pager: 030-000-0000

On Call Preferences: Il

L i
I Secondary Agent:

Notes: h

Frequency: Daily from 1/1/2015 to 12/31/2015

- Sunday
= Monday
- Tuesday L
» Wednesday (|
= Thursday M
+ Friday

- Saturday

Creating a New On Call Agent Record

e Navigate the calendar to the month desired

*  Hover over the date the record will start. A band with the Add hyperlink displays.
e  (Click on the +Add hyperlink. The Schedule an On Call Escalation Agent displays.
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& http://merli mllocal/Merlin%204.0/modules/sp_modul all pla=addn.. [E=EE
‘g_, http://merlinapps.ml.local/MerLin %204 0/modules/sp_medules/encall/msgbox.asp?a=addnew&id=08d=20150 |
Commit Cancel Schedule an On Call Escalation Agent
Primary Agent E
Secondary Agent E
Select a job function. pgy DevOps - (BBYDevOps) E

Select a start date. || E 13 E|zu15 3|
Select a end date. [ E 13 E|2015 JE3]

Select a frequency. g Daily Sunday
© Monthly Monday
© vearly [ Tuesday
[l wednesday
¥ Thursday
Friday
Saturday

Enter notes. -

e  Select the Primary Agent from the dropdown.

e Select the Secondary Agent from the dropdown (if applicable).
e Select aJob Function from the dropdown.

® Select a Start Date for the on call record.

®  Select a End Date for the on call record.

e Select the Frequency for the record (Daily, Monthly, Yearly)

e Enter any additional Notes for the record.

e  Press the Commit button at the top of the dialog.

Editing a On Call Record

This action requires proper permissions to perform. If you do not have permissions sufficient
to make these changes, see your manager to request approval.

¢  Find the date and agent for a record.

e  (Click on the Agent name. The On Call Agent Details Dialog window displays.

®  Press the Edit button at the top of the dialog. The dialog enters edit mode.

e When you are done with your changes, press the Commit button at the top of the

dialog window.

Deleting an On Call Record

This action requires proper permissions to perform. If you do not have permissions sufficient
to make these changes, see your manager to request approval.

®  Find the date and agent for a record.

® (Click on the Agent name. The On Call Agent Details Dialog window displays.

¢  Click on the Delete button. A confirmation dialog displays.

®  Press OK to complete the deletion of the record.
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Responding to an On Call Event

If you are a designated On Call Agent responding to a call for assistance, you can log that
response and have notification sent for proper compensation and records keeping purposes.
Responses can only be logged on the day that they are received. (If logging near midnight,
please do all you can to enter the event prior to midnight for proper accounting).

® Navigate to today’s date on the calendar.

®  Select your name from the calendar. If you are not the on call agent but are
responding in their place, select that agent / job function.

®  (Click on the Respond to Call button.

® Enter the name of the Call Initiator.

®  Enter the time under Call Received.

®  Enter the Response Duration.

®  Enter as much detail as possible under the Notes entry.

®  Press Commit to complete the form entry.

& http://merlinapps.ml.local/MerLin%204.0/modules/sp_modules/oncall/msgbox.asp - Windo... l = éj

|(_,. http://merlinapps.ml.local/MerLin?:204.0/modules/sp_modules/oncall/msgbox.asp |

Commit Cancel Respond to an On Call Event

This form is for the express purpose of logging a response to an on call request. All information
on this ferm must be completed for differential pay for your on call status.

By pressing Commit, you are logging a ticket that YOU are responding to and affirming that
you have provided all required information.

Primary Agent: Clark Case
Secondary Agent:
Call Initiator:
Call Received: [00[~][00[~]
Response Duration: | 05 |Z|

Notes: (FProvide as much detail as possible) -
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Tech Support
Case
Exceptions Tool

The Tech Support Case Exceptions tool is located under a hyperlink on the tech Support
homepage under the section entitled “l want to...”

Merchant C Link G DA & 0 % (oo o

Relax. We got .

Home | Departments | Enterprise Search

Technical Support Home
i Iwant to....

Documents

Policies & Procedures /"‘
Schedules - e
Forms 2 A
Tech Tools L
oty o Tech Support a4
# EDITLINKS h a

Welcome to Technical Support!

This section provides information on how MerLin on SharePoint supports the recording of
time worked on cases that cannot be effectively accounted for on our phone and other
monitoring systems.

The Service Delivery group needed an effective means of accounting for research or other
time spent in supporting cases accounting for productive time that is not being represented
in the metrics being reported. Further details on the problem should be addressed to the
Service Delivery Department.

Exceptions Tool Interface

Case Exception Tool

jiv) [=] Filter List o Add a new Exception | | View Repnho

Record(s) 1 to 1 showing. (Out of 1 total)

(=] [x] | crange status o

D Name Case Number Start End Status Duration

[ 465 Clark Case 123456 7/13/2015 16:31 ° 7/13/201516:33 Pending Approval 02:00 View

1. Main Toolbar — Provides buttons to Add a New Exception or to View Reports.

List Filter — Allows the user to filter by several fields limiting the records shown.

3. Status Actions — Provides a “Select/De-select All” checkbox and status drop down
to make bulk changes to the status of listed items. Restrictions apply and are
discussed later in this document

4. Case Exceptions List — Provides a list of case exceptions from the late 60 days,
sorted by the status in the following order: Pending Approval, Active, all else.

N

Client Usage

Staff members are the only ones who can create a case exception for themselves.
Additionally, once created they are the only ones who can stop the “timer” on a record.
Other functionality considerations and limitations are noted in this guide.

The policies and procedures on when and why a client uses this tool is outside the scope of
this document. For specific information on these topics, please consult your manager or the
Service Delivery manager.

This section will provide specific information on how Technical Support representatives will
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enter and manage their specific exception entries.

Creating a Case Exception
To create a record:

* Navigate to the Case Exceptions tool
¢  Click on the Add a New Exception button. The Add a New Exception dialog appears.

& hitpy//merlindev.ml.local/Merlin%204.0/modules/sp_mod uIestaseEmceptiDn/msgbD...E‘E‘g

‘(_, http://merlindev.ml.local/MerLin%:204 0/modules/sp_modules, CaiEExcept\cn-m:gbcx.a:p?a:a(l(U‘veu.-E|

Start Cancel Case Exception Details

Name: Clark Case
Manager: Francine Spriggs

Case Number:

Reason: Case Research [+]
Status: Pre-submit
Start: 7/13/2015 16:34

Notes : g 7 |iZ E E| [ R

e  Enter a Case Number.
e Select a Reason from the provided drop=down. Options are:
o Case Research

o Meeting
o Project
o Other

*  Provide the applicable Notes
®  Press Start at the top of the dialog. The dialog closes.

Editing or Completing a Case Exception
To edit a current Case Exception:

e  Navigate to the Case Exceptions tool
e  Click on the View button at the right of the record you want to edit. The dialog
appears.
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a8 htlp:f’.r’meriindEv.ml.lucal/MerIjn%ZDtl.D/deu\es,"sp_mudu\es[CaseExceptanfmsgbu..l =B éj

‘(_, http://merlindev.ml.local/Merlin3:204.0/modules/sp_modules/CaseFxception/msgbox.asp?a= viewdetail |

Edit Cancel Case Exception Details

MName: Clark Case
Manager: Francine Spriggs
Case Number: 123456
Reason: Case Research
Status: Active
Start Date/Time: 7/13/2015 16:31
End Date/Time:

Notes:
Test

e  Press the Delete button to delete the record completely.
®  Press the Edit button to change details or complete the exception record. The dialog
enters edit mode

8 http:t’f’meriindev.ml.locaI.-"MerUn%ZO&Umedulesisp,moduIestaseEnceptlom’msgba._l =HLC) éj

|L, http://merlindev.ml.local/MerLin%:204.0/modules/sp_modules/Casebxception/msgbox.asp ‘

Save Cancel Case Exception Details

Name: Clark Case
Manager: Francine Spriggs
Case Number: 123456

Reason: | Case Research [=]
Status: Active
Start Date/Time: 7/13/2015 16:31

End Date/Time: Stop Clack

Notest : g 1 | i= &=

{0
[
[+

Test

® Change the Case Number, Reason, or append Notes as needed.
®* To complete the record, press the Stop Clock button.
e Select the Save Changes button to commit your changes.

If the exception is being completed, the record will be marked Pending Approval and an
email will be sent to your direct report manager and a copy will be sent to you. To see the
changes updated on the main Case Exceptions page, you must refresh the view.
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data.

Manager’s Tools

The Case Exceptions tool provides Managers with various functions to manage and report on
exceptions created by their staff members. Case exceptions can only be approved by the
direct report manager as defined in MerLin.

Each employee has a designated Manager on their profile. This must be properly set by the
MerLin development team when the user’s profile is created. If a user’s report-to manager
or department changes, these details must be updated by a member of the MerLin Admin
team.

Email notifications generated by this tool draw upon the MerLin staff member database.
Email addresses must but up to date for staff members and their defined managers for
notifications to work properly.

Viewing and Exporting Reports

The Case Exceptions tool allows management and report-to supervisors to view Approved
case exception records for desired date ranges and for all, or selected staff members. This
report can be viewed in HTML or exported to an Excel spreadsheet for further work with the

@http:l!merlinapps.mI‘Ioca\IMeer%ZM‘Olmodu\eslsp_moduIes;‘CaseExcepﬂonlmsghox..‘. SRR X

\g, http://merlinapps.mllocal, MEl'Lm::ZDJD'mctIuIE:':r:j\wct\u\s:'Ca:EExcEpt\cH'm:gbcx.azp?a:'.\Ewccmp\st‘

Enter Report Criteria

Staff Name: All

ALL STAFF MEMBERS
By Name

Aguglia, Jon
Allen, Ryan
Andrews, Willietta
Apoderado, Val
Appleton, Robin
Awuku, Genevieve
Barger, Anthony -

Start Date: 6/13/2015

i »

End Date: 7/13/2015
View or Export? |view HTML Report |~

Get Report

1. Select one or more entries in the Staff Names field.

(To select multiple entries, hold down the Control button while left-clicking on the
entry. if you have “All Staff Members” selected, that will take precedent over any
other entries you select)

2. Select the start and end range dates to report on APPROVED entries.

3. Choose to either view the HTML version or to Export to Excel.

4. A warning dialog stating that the format is not the same as expected. (html
being sent as an Excel file) Choose to Open anyway.

5. The report will open in Excel. If it does not, minimize all windows as a

dialog may have popped up UNDER the active windows.

Approving or Denying a Case Exception
Case exceptions can be denied when in any status. An approval cannot be applied to a
record that does not have a End Date as the record is still in active status.
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e  Navigate to the Case Exceptions tool

¢  (Click on the View button at the right of the record you want to edit. The dialog
appears.

e  Change the Case Number, Reason, or append Notes as needed.

e  Change the Status drop down.

e Change or adjust the Start Date /Time or End Date / Time as needed. The End Date
field are only available on completed exceptions when the clock is stopped by the
staff member.

®  Press the Save button. Close the dialog and refresh the main Case Exceptions page
to see the updated list.

Bulk Status Changes
To make a change to the status of seveal case exceptions:

e  Check the Select All check box, or multiple check boxes from the list

¢ Drop down the Status drop down selector.

®  Press Change Status to commit the change.

® Aslong as the persons is the client’s manager/report to then the record will be
updated

Record(s) 1 to 1 showing. (Out of 1 total)

Change Status

Approve Case Number Start

Deny
Pending Approval 123456 7/13/2015 16:31
Closed

Note:

The status of an exception can only be changed through the bulk tools if:
1. The manager of the record/staff matches the user making the change.
2. The case exception has both a start and end date.
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