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CHAPTER 1 Introduction to Compoze Portlets
The Compoze Portlets is a collection of portlets that provide collaborative functionality to 
BEA WebLogic Platform 8.1. Compoze Portlets enable users access to personal calendars, 
address books, task lists and mail all within an Enterprise Portal. Adding this functionality 
brings personal information to the user, where and when they require.

Compoze Portlets include portlets for native calendar, tasks, address book, discussion 
forums and Internet Mail (SMTP/IMAP/POP). The following table outlines which portlets 
are delivered for each application:

This guide shows you how to use the Compoze Portlets from the “Avitek” Sample Portal 
delivered with the BEA WebLogic Portal.

Portlets Description

Calendar and Tasks Includes portlets for calendar and task list.

Discussion Forums Includes portlets for discussion forums.

Internet Mail Include portlets for Internet Mail (SMTP/IMAP/POP) and a per-
sonal address book.

Chat and Whiteboard Include portlets for visual chat and whiteboard.
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CHAPTER 2 Working with Compoze Portlets
Once you started your Sample portal (available with the BEA Weblogic 8.1 Platform), you 
can view and use them from within the “Avitek” Sample Portal. This chapter shows you 
how to get the “Avitek” Sample Portal started, and how to use each of the Compoze Portlets.

To view the portlets inside the sample portal:
1. If it is not already running, start the BEA WebLogic Portal.
2. To access the Sample Portal, from the Start menu, choose Programs > BEA WebLogic 

Platform 8.1 > Examples > WebLogic Portal > Launch Examples Portal 

or
Open a Web browser and point to:
http://%BEA_SERVER_HOST%:7001/sampleportal/sample.portal
The “Avitek” Sample Portal home page opens. Log in to the portal.

3. Click the My Page tab.
The Compoze Portlets are displayed through this tab.

When you first the Compoze Portlets through your portal, they appear in their normal state. 
A portlet can be maximized so that you are only looking and working in that portlet, or it 
can be minimized to make room for other portlets on the screen.

This chapter documents:

• “Using the Calendar Portlet” on page 2-2
• “Using the Address Book Portlet” on page 2-14
• “Using the Mail Portlet” on page 2-21
• “Using the Task Portlet” on page 2-27
• “Using the Discussion Portlets” on page 2-32
• “Using the Chat & Whiteboard Portlet” on page 2-40
Compoze Portlets User’s Guide 2-1
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Using the Calendar Portlet
The calendar portlet displays information about your personal calendar. The following sec-
tion describes the different views of the portlet and how to add, edit or delete appointments.

• “Mini-View” on page 2-2
• “Maximized View” on page 2-5
• “Configuring the Calendar Portlet” on page 2-13

Mini-View

The mini-view can display appointments in a day, week or month view. The first time you 
use the portlet, the mini-view defaults to the day view. You can navigate to the day, week or 
month mini-view by using the icons in the lower left of the portlet.

You can set which view is displayed each time you open the calendar. Just select day, week 
or month under "Default Mini-View" in the General Preferences section. For more informa-
tion, see “Configuring the Calendar Portlet” on page 2-13.
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Day View

The day view displays appointments for a specific date (displayed at the top of the day 
view). You can navigate to the previous or next day by using the arrows on the left and right 
of the date, or by using the previous/next day links at the bottom of the day view.

The default time range to display on a date is from 8:00am to 5:00pm  ("Working Hours"). If 
your appointment is outside the hours displayed in the day view, a new line will be added to 
your day view for that time. There is no need to shift the start or end times.

Also, the time interval between each hour is 30 minutes by default. This can be set to 15 
minutes, 30 minutes or 1 hour. For more information, see “Configuring the Calendar Port-
let” on page 2-13.
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Week View

The week view displays appointments for a given week, starting from a specified date. You 
can navigate to the previous or next week by using the arrows on the left and right of the 
date, or by using the previous/next week links at the bottom of the week view.

The default starting day for the week is the current day. Seven days (a complete week) are 
displayed from that date. The default starting-day can be configured to support either the 
current day or a specific weekday (i.e. Monday, Tuesday, etc.). For more information, see 
“Configuring the Calendar Portlet” on page 2-13.
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Month View

The month view displays appointments for a complete month. Days of the month that have 
appointments are shown in bold. You can navigate to the previous or next month by using 
the arrows on the left and right of the date, or by using the previous/next month links at the 
bottom of the month view.

Maximized View

You can view your calendar by day, week, month, or year within the Maximized view. Use 
the navigation links in the upper right of your calendar to change views. Additionally, there 
are appointment listing and search views which allow you to navigate directly to a specific 
appointment or set of appointments.

You can set which view is displayed each time you open the calendar. Just select day, week, 
month, or year under "Default View" in the General Preferences section. For more informa-
tion, see “Configuring the Calendar Portlet” on page 2-13.

Day View

The day view displays appointments for a specific date (displayed at the top of the day 
view). You can navigate to the previous or next day by using the arrows on the left and right 
of the date, or by using the previous/next day links at the bottom of the day view.
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The day view also presents a mini-month view in the left column to quickly jump to a spe-
cific date.

The Time Interval between each hour is 30 minutes by default. This can be set to 15 min-
utes, 30 minutes or 1 hour. For more information, see “Configuring the Calendar Portlet” on 
page 2-13.
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Week View

The week view displays appointments for a given week, starting from a specified date. You 
can navigate to the previous or next week by using the arrows on the left and right of the 
date, or by using the previous/next week links at the bottom of the week view.

The week view also presents a mini-month view in the left column to quickly jump to a spe-
cific date. These links will bring you back to the day view.

The default starting day for the week is the current day. Seven days (a complete week) are 
displayed from that date. The default starting-day can be configured to support either the 
Current Day or a specific weekday (i.e. Monday, Tuesday, etc.). For more information, see 
“Configuring the Calendar Portlet” on page 2-13.
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Month View

The month view displays appointments for a complete month. You can navigate to the pre-
vious or next month by using the arrows on the left and right of the date, or by using the pre-
vious/next month links at the bottom of the month view. Days of the month that have 
appointments show a small section of the appointment subject and the starting time (or 'All 
Day' if an all day appointment).

The month view displays a list of the months of the year to quickly jump to a specific 
month.

Year View

The year view displays all 12 months in a specified year. Days of the month that have 
appointments are shown in bold. You can jump to the month view of a specific month by 
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clicking the month name. You can also jump to a specific day by clicking the day. The year 
view displays the next 2 years to quickly jump to a specific year.
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Search Appointments

Included with all views is a place to perform a quick search of your appointments. The 
search will check all appointment subjects for the search string you enter. The resulting list 
will present a listing of appointments that is sortable and viewable by page.

Appointment List

There is a subsequent maximized view that allows you to view your appointments by a 
direct listing. Included with this view are quick filters for viewing all upcoming and recent 
appointments. This view is also sortable by a variety of fields.
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Add Appointment

Below displays the main fields that can be set upon the addition of an appointment, includ-
ing the ability to set the appointment as a repeating appointment.
Compoze Portlets User’s Guide 2-11



Working with Compoze Portlets
Using the Calendar Portlet
Edit Appointment

Below displays the main fields that can be edited upon clicking into the edit view of an 
appointment. This also includes the ability to edit the repeating attributes of a recurring 
appointment.
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Configuring the Calendar Portlet

By entering the edit mode of the portlet, you can configure the preferences of the calendar 
portlet.

From General Preferences, you can set the default mini-view (day, week or month), the 
default view (day, week, month or year), the day Time Interval (15 minutes, 30 minutes or 1 
hour), the day view start and end times ("Working Hours"), and the week start day (Current 
Day, Sunday, Monday, etc.).

From Appointment List Options, you can set the number of appointments to display on a 
single page in the Appointment List view.
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Using the Address Book Portlet
The contact portlet allows you to add, edit, and delete members in your personal address 
book. The following section describes the different views of the portlet and how to add, edit 
or delete contacts:

• “Mini-View” on page 2-14
• “Maximized View” on page 2-15
• “Configuring the Address Book Portlet” on page 2-20

Mini-View

The Mini-View provides a way to jump to specific contacts by name or search keyword. To 
view All contacts in your address book, click the All link. You can search for contacts 
alphabetically by selecting the link for the first letter of the contact's last name.

To search contacts, enter a phrase or word in the text box and press Go. 

A “Quick Add” form can be optionally displayed on the Mini-View. This allows you to 
enter first and last name, email address, nickname, and primary phone number for a contact 
without having to switch to the Maximized View.
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Maximized View

In the Maximized View, you can navigate through pages of contacts, delete, add new con-
tacts, search, or jump to specific names by first letter of the last name.

The number of contacts displayed on each page can be set in the General Preferences sec-
tion of the portlet edit view. For more information, see “Configuring the Address Book 
Portlet” on page 2-20.
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Contact Details

By clicking on a contact name, the contact details are displayed. The details include all con-
tact fields that are currently set, with the associated values.
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Add Contact

When “add” contact button or link is selected, it will take you to a screen that appears as the 
following. This displays all of the fields that can be set upon adding a contact.
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Edit Contact

When a contact is selected for editing, it will take you to a screen that appears as the “Add 
Contact” view, however, the fields will be pre-populated with the existing values for the 
particular contact. In this view, all of the fields of the contacts information can be updated.

Printable View

This view allows you to generate a view for printing out your address book. By selecting the 
Printable View link, you are prompted to select a layout mode:

Layout Mode Description

Quick Creates a 3-column view of core contact information (name, 
company, email and phone)

Detailed Creates a 2-column view of all contact information (name, 
company information, personal information, email 
addresses and phone numbers)
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Below demonstrates a printable view of contacts with the “Quick” version selected.
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Below demonstrates a printable view of contacts with the “Detailed” version selected.

Configuring the Address Book Portlet

By entering the edit mode of the portlet, you can configure the preferences of the address 
book portlet.

From General Preferences, you can set the number of contacts to display on a single page in 
the Maximized view. You can also select whether to display the Quick Add form on the 
Mini-View.
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Using the Mail Portlet
The mail portlet allows you to send, receive and manage your email. The following section 
describes the different views of the portlet and how to perform the basic functions:

• “Mini-View” on page 2-21
• “Maximized View” on page 2-22
• “Configuring the Mail Portlet” on page 2-27

Mini-View
Upon initially viewing this portlet, configuration to an imap or pop3 account is required. 
The following screen guides the user to what information they need enter to establish the 
connection. This information includes, email address, mailbox alias, password, incoming/
outgoing servers. Additionally, a user will have to supply information for the names of spe-
cial reserved mail folders such as “Drafts”, “Sent” and “Deleted“.
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The Mini-View provides an overview of your mail Inbox. This view shows a number (by 
default, 5) of the latest email messages. You can navigate through the messages, check for 
new mail, and jump to the Inbox or any other folder in your mailbox.

The Mini-View can be customized to configure the number of messages to display and spec-
ify a filter to only show messages from certain people. For more information, see “Config-
uring the Mail Portlet” on page 2-27.

Maximized View
In the Maximized View, you can navigate through messages in your folders. You can move 
and delete, view the subject, sent date, from, priority and attachment status of messages.

In the default Maximized View, messages can be displayed in two possible ways: Messages 
and Folders or Messages only. This setting can be configured in the General Preferences 
section of the portlet edit view. For more information, see “Configuring the Mail Portlet” on 
page 2-27.
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Messages and Folders

This view displays folders on the left to navigate through and message on the right. Addi-
tionally, this view is sortable by a variety of fields. The top of this view also gives buttons 
and links to functions, such as “Compose” a new message, within the mail portlet.

The number of messages displayed on each page can be set in the General Preferences sec-
tion of the portlet edit view. For more information, see “Configuring the Mail Portlet” on 
page 2-27.
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Messages only

This view displays only messages. You can use the “Go to folder...” drop-down to navigate 
to a specific folder.

The number of messages displayed on each page can be set in the General Preferences sec-
tion of the portlet edit view. For more information, see “Configuring the Mail Portlet” on 
page 2-27.
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Compose Message

You can create a new message by setting the to, cc, bcc, subject and message body. The 
message can be sent or saved as a draft. You can identify recipients by using the address 
book by clicking on the “To”, “Cc”, or “Bcc” buttons.

Manage Folders

The “Folders” view of the mail portlet allows you to manage the mail folders within an 
account by creating, deleting, moving, copying and renaming the folders.
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Search Mail

The interface for searching mail, simply gives you an area to search on the subject of a mail 
message within the current active mail account and allows to test if it is exactly matching or 
simply contained within the subject field of an email message.

The results of the email search on subject are displayed in a fashion below, similar to that of 
the maximized view with messages only.
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Configuring the Mail Portlet
By entering the edit mode of the portlet, you can configure its preferences.

From General Preferences, you can set two areas of information. First, you can configure 
the Mini-View. You can select how many messages to display (5, 10, 15).

For the Messages views, you can configure the new mail indicator highlight color (Not 
available with Lotus Domino Mail Portlet), whether to display Messages Only or Messages 
and Folders in the Maximized View, the number of messages to display on a single page, 
and whether to save new messages to the Sent folder, by default.

Using the Task Portlet
The task portlet allows you to add, edit, and delete personal tasks. The following section 
describes the different views of the portlet and how to add, edit or delete tasks:

• “Mini-View” on page 2-28
• “Maximized View” on page 2-28
• “Configuring the Task Portlet” on page 2-31
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Mini-View

The Mini-View provides an overview of your current tasks.

By default, the Mini-View displays five tasks. The number of tasks and specific task status 
can be set in the General Preferences section of the portlet edit view. For more information, 
see “Configuring the Task Portlet” on page 2-31.

Maximized View

In the Maximized View, you can navigate through pages of tasks, edit, delete, add new 
tasks, search, or quick filter by complete/not complete status.
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The number of tasks displayed on each page can be set in the General Preferences section of 
the portlet edit view. For more information, see “Configuring the Task Portlet” on page 2-
31.

Add Task

When adding a task, all fields can be selected for setting including primary information, 
such as the start date, end date, subject and status. Additionally, detailed information can be 
set on this task including, date completed, mileage and billing information.
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Edit Task

Upon editing a task, all fields that can be set on add of the task, can be modified, as seen 
below.
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Task Details

The view below displays a tasks details, once it has been added to the task list.

Configuring the Task Portlet

By entering the edit mode of the portlet, you can configure the preferences of the task port-
let.

From General Preferences, you can set the number of tasks to display in the mini-view or on 
a single page in the Maximized view. For the mini-view, you can select whether to only 
show tasks with from either today or all days. 
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Using the Discussion Portlets
The discussion portlets provide functionality within the portal for threaded discussion 
forums. There are two portlets that make up discussion, the administrative discussion portlet 
and the user discussion portlet. The administrative discussion portlet allows an administra-
tor to create, edit and modify permissions on forums and topics within a portal users discus-
sion group. The user discussion portlet, allows a portal user to create and view responses to 
forum topics and messages in a multi-threaded fashion.

• “Mini-View” on page 2-32
• “Maximized View” on page 2-32
• “Configuring the Discussion Portlet” on page 2-40

Mini-View

The Mini-View for the administrative portlet basically provides a link to the maximized 
administrative interface, while the mini view for the user threaded discussion portlet lists 
the current Forums within the discussion that they may view and post to. The following dis-
plays the Mini-View for the user discussion portlet.

Maximized View

The maximized view of the administrative discussion portlet displays a comprehensive list-
ing of the forums, how many topics are within each as well as links to edit the forums, top-
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ics and permissions. Additionally, it provides information as to the creation date, last 
modified date and expiration dates for each forum.

Administrative Add Forum

When adding a forum through the administrative interface, the name, forum type (moder-
ated or unmoderated), display, description, keywords (used to help search for the forum), 
expiration date, and other fields to create a forum for users to interact with can be set.
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Administrative Edit Forum

When editing a forum through the administrative interface all of the fields that may be set 
upon the add of the forum become selectable for updating.
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Administrative Edit Permissions

Each forum has permissions associated with it so that specific discussion users may be con-
figured to read, edit, delete and other permissions assigned to specific users or groups.

In the above view, the “Modify Permission” section will allow an administrator to assign 
access rights (GRANT, REVOKE, or DENY) to a specific user or set of users on a specified 
permission (E.g. Read, Delete, Edit, Add_topic)
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Administrative Edit Topic

The administrative interface allows the administrator to edit a topic and all of its fields.

Administrative Edit Message

The administrative interface allows the administrator to edit a message and its fields.
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Administrative Topic Listing

The topic listing allows the administrator to view and navigate the topics within a given 
forum. The top portion of the display shows the forum details with a topic list below.

User Forum Details

Within the user discussion portlet, there is the ability to view the forum details, including a 
listing of the topics within the forum that may be replied to.
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User Topic Details

Within the user discussion portlet, there is the ability to view the topic details, including a 
multi-threaded view listing the messages within the topic.

User Create Topic

Below demonstrates how one would create a new topic within the user discussion portlet 
that is attached to a specified forum.
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User Create Message

Below demonstrates the form for creation of a new message in response to an existing mes-
sage or topic within the user discussion portlet.

User Discussion Search

For the user portlet, a search is provided so that users may easily find a message that directly 
relates to what they wish to view.
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Configuring the Discussion Portlet

By entering the edit mode of the administrative discussion portlet, you can configure the 
preferences for this administration portlet. Within this area, the number of items per page 
can be set.

By entering the edit mode of the user discussion portlet, you can configure the preferences 
for this user portlet. Within this area, the number of items per page can be set, as well as a 
default email address for use when responding to an discussion forum message...

Using the Chat & Whiteboard Portlet
(Note: The Compoze Chat & Whiteboard Portlets are not included by default with BEA Weblogic 8.1, 
however they are available for download from BEA’s website. Please go to http://commerce.bea.com/prod-
ucts/weblogicportal/portlets.jsp to download the portlets.) 
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The chat and Whiteboard portlet offers a collaborative, real time environment for communi-
cation with other portal users in the form of chat rooms, moderated chat rooms and white-
board rooms. Chat rooms allow for real time, interactive communication between users, 
while whiteboard rooms utilize this functionality, while adding an area where all users 
within the room may interact in a visual manner.

• “Mini-View” on page 2-41
• “Maximized View” on page 2-41

Mini-View

The Mini-View provides a link into the chat and whiteboard portlet application.

Upon initial use of the portal, a link is provided to create a new room within the application, 
however, if other rooms currently exist a listing of these rooms is provided in the mini-view 
with links to the respective rooms.

Maximized View

Chat Room

In the Maximized View, you can view on the left a listing of the chat, moderated chat and 
whiteboard rooms. The right hand area allows for real time collaboration and interaction 
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with these rooms. Below is an example of use with a chat room in the right hand workspace 
area.

In the above view, the left area provides a listing of the rooms with the number of users 
within each room and an icon denoting the room type. In the right, the chat room is dis-
played with a focus on the interactive chat area. In the right of the chat room there is a list-
ing of the current users within the room and their activity. The bottom area provides the 
interface for inputting text to submit to the chat.

Whiteboard Room

Also within the Maximized View, you can view Whiteboard rooms, which present a room 
within the right area side of the workspace of the application. Within the right area of the 
whiteboard room, a listing of the users in the room is given, under which there is a chat area 
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allowing users to use basic chat for real time communication. Additionally, there is a visual 
whiteboard area, in which users are allowed to draw, annotate, load images and other real 
time interactive operations.

More information

There are a number of functions that can be performed within the chat and whiteboard port-
let. A comprehensive guide to these functions and the display within the portlet is given 
within the “Help” menu of the application. Please click within this area to open up the 
“Help” section and review the documentation as needed for a legend of visual representa-
tions as well as tips on how to use the application.
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