InPort Training – Classroom Preparation and Setup


I. Training Agenda and Attendees

a. Morning session

i. Should be attended by InPort Authors, Publishers, Librarians and managers interested in documentation of their data sets
1. Will present a general overview of InPort, how it will be used by NOAA Fisheries, benefits and goals

2. Will be followed by a training session covering metadata entry, editing, and publishing on the web

b. Afternoon session

i. Should be attended by InPort Librarians

1. Will cover library organization and setup of InPort personnel for their library

II. Materials Preparation; Training Room/System setup
a. Prepare user handouts (prior to training day)

i. InPort User Guide

1. Print one copy for each trainee (available on http://iastrn.nmfs.hawaii.edu/inport/about; download and print the Print Quality version (printing in color is optional)

2. Provide one binder for each copy of the InPort User Guide
b. Provide projector and screen for InPort presentation
i. Connect projector to presenter’s laptop

ii. Once connected, use <Fn>-<F7> to have monitor display on large screen

c. Provide computer with internet access for each participant

i. Internet Explorer or other internet browser

1. Browser pop-up blocker turned off

      IE: Use menu: Tools->Pop-up Blocker->Turn off Pop-up Blocker

Firefox:  Use menu: Tools->Options->Content, uncheck Block Popup Windows or click on Allowed Sites button and add iastrn.nmfs.hawaii.edu

2. Home page set to InPort Training Site: http://iastrn.nmfs.hawaii.edu/inport
ii. Install JInitiator 1.3.1.18 (requires 20M disk space; takes approx. 5 min to install). URL to JInitiator: https://ias.pifsc.noaa.gov/tools/jinit_download.htm

d. Prepare and test setup on each training computer 
i. Access InPort Training site by accessing the browser Home Page (should have been set up in Step II.c.i.2 above)
ii. Login to the InPort website 
iii. Login to the Catalog Editor with Librarian privileges
1. Ensure that the appropriate Library appears in the Navigation Tree (left side of screen)

2. Select from the menu: Reports->Hierarchy Report
a. Ensure that the report is displayed (there will be no data, but the report title will appear); 

b. If the report does not appear, popups are still blocked (see Step II.d.i.1. above)
3. Exit from the Catalog Editor

iv. Login to the Library Manager with Librarian privileges
1. Ensure that the appropriate Organization and Library appear in the Navigation Tree (left side of screen)

2. Exit from the Library Manager and the InPort website

-- The following steps should be done prior to the day of the training --
III. InPort Organization and Library setup (within the InPort application)
a. InPort System Administrator tasks

i. Create the new Organization and Library in the Training database (use the actual names that will be used in production if possible)
ii. After trainees are created in the Org (Step 2.b.iii below), give each person Reader role in the AAA and BBB Training libraries (so users have access to sample metadata)
b. InPort Librarian tasks (use the InPort Training database: http://iastrn.nmfs.hawaii.edu/inport)
i. Use the Library Manager to create trainees as InPort persons under the Organization

ii. Use the Catalog Editor to create a separate Project under the Library for each trainee
iii. Assign each trainee his/her appropriate InPort role (e.g., Author, Publisher) under a single Project; this will require that InPort User Accounts are also created for these people (consult the InPort User Guide if needed to create users and their roles)
IV. Presenter preparation 
(subsequent Inport training sessions given by the site Librarian will require this information)
a. Provide this document (InPort Training - Presentation and Setup.doc) to IT personnel and designated InPort Librarian at the training site prior to scheduled training day
b. Trainer’s laptop and accessories

i. Configure laptop appropriately
1. Display (right-click on Desktop; select Properties; click on Settings Tab)
a. Screen resolution: 1024 x 768

b. DPI Setting: Normal size (96 DPI) – (click on Advanced to change)
2. Browser configuration
a. Turn off Pop-up Blocker 
i. IE: Use menu: Tools->Pop-up Blocker->Turn off Pop-up Blocker
ii. Firefox:  Use menu: Tools->Options->Content, uncheck Block Popup Windows or click on Allowed Sites button and add iastrn.nmfs.hawaii.edu

b. Set Home Page to InPort Training Site: http://iastrn.nmfs.hawaii.edu/inport
c. Add the following Favorites

i. InPort – Training Site:  http://iastrn.nmfs.hawaii.edu/inport
ii. InPort – Production Site: https://ias.pifsc.noaa.gov/inport
iii. InPort – Test Site: https://iastst.nmfs.hawaii.edu/inport
iv. Jinit Download page https://ias.pifsc.noaa.gov/tools/jinit_download.htm
v. CIESIN’s FGDC page:
http://sedac.ciesin.columbia.edu/metadata/guide/guide_toc.html

3. Software

a. Install JInitiator 1.3.1.18 (requires 20M disk space; takes approx. 5 minutes to install) 
Website: https://ias.pifsc.noaa.gov/tools/jinit_download.htm

4. Files on laptop hard drive (with extra copy on thumb drive)

a. InPort PowerPoint presentation(s) (create .pps file (PowerPoint Show))
b. InPort User Guide

c. FIS Fisheries-Dependent Data Inventory – Required Items

d. Add’l handout files (InPort Terms, Sample Abstracts, Where should I store it)
ii. Laptop accessories

1. Power cord

2. Mouse

3. RJ-45 (Ethernet) cable

4. Thumb drive with backup copy of files

iii. Paper handouts (bring sufficient copies for class(es))
1. FIS Fisheries-Dependent Data Inventory – Required Items

2. InPort Terms revised JUN2006.doc
3. InPort - Where should I store it.doc
4. InPort Abstracts - Samples.doc
5. InPort reports from Catalog Editor (Catalog Hierarchy and User Roles) – print from Catalog Editor
6. InPort Publishing Workflow States diagram (from InPort User Guide)
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