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During the maintenance hour tomorrow night (April 20), we will be implementing two new features in the online system.  

Below please find an overview of these enhancements. 

Enhanced Private Folders 

The new enhancement allows you to control access to specific private folders.  For each private folder available in a workgroup, you can allow or deny access 

for each individual user. 

 

In the Library, a lock icon is displayed next to each 

private folder to which a user has access.  Only root 

folders can be defined as “private.” All files and 

sub-folders within a private folder are also private.   

 

 

Access to the private folders is 

controlled in the Internal Security page 

of each individual user’s logon profile.  

In the example to the right, the user 

would be able to see one of the available 

private folders in this workgroup, but not 

the other two. 
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Note on access privileges: In order to access the Library, a user must 

first have “View Library” turned on in their logon.  Only those users 

with the “Create/Delete Private Folders in Library” permission turned 

on can create and delete private folders.  Both of these security 

settings are found on the main Privileges screen for each logon. 

Quicklinks for Call Backs  

A new call back enhancement will allow users to quickly view Call 

Back Reports for a number of key types of current, past and future 

call backs set for them in the online database.  When logging in, each 

user will see a “My call backs” hyperlink on the Information Center 

home page.  Clicking on this link with open a pop-up window where 

the user can choose which type of call backs they wish to view. 

By clicking on a hyperlink or entering a date or date range, the user 

instantly generates a Call Back Report summarizing those particular 

call backs.  Clicking on the orange My Call Backs tab on the report 

screen launches the pop-up window so that the user can run a different 

view of their call backs. 

Note: the hyperlinks on a user’s Home page generate reports only for 

those call backs set for that user.  If a global or administrative user 

wishes to 

view call 

backs for 

other users, 

the call backs 

search fields 

on the main 

Search screen 

must be used. 

 


