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IC Joint Duty Swap Pilot Featuring Tapioca:

Tapioca Quick Start User’s Guide

“Placing the
tapioca collective
expertise of

the IC at your
fingertips.”
[ N e

Make a splash
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What is Tapioca?

Tapioca is an inter-agency collaboration tool that allows users within the DoD
Intelligence Enterprise and across the Intelligence Community to communicate with one
another on professional topics and is available on all three security systems. The
application is a forum for both employees and managers to explore potential Joint Duty
Swap assignments and establish lines of communication for future Joint Duty
opportunities. Working to re-create success seen with NSAs use of Tapioca as a
collaboration tool, ODNI and the Intelink Office launched a community-wide,
unclassified version of Tapioca which is now available through Intelink. It can be
accessed via Intelink Passport by any personnel with a valid CAC card. Tapioca also
allows users to find new colleagues, learn what’s new in professional communities, and
discover opportunities for professional collaboration and development.

What will Tapioca do for me?

It will help you expand your professional community. Tapioca allows users to post topics
that are of interest to them in a message board that is called a Pebble. The system
automatically identifies important topics within posts, and can notify you when people
discuss topics you're interested in, such as joint duty swap positions. You can create a
topic-based discussion area called a Tributary, or even host a real-time "virtual town
hall" through a feature we call Tributary Events. Tapioca will analyze the Pebble and
automatically match it up with relevant experts, sending them an e-mail to invite them
into the conversation. Being able to view user profiles, you can more easily expand your
professional network, including finding Joint Duty swap possibilities.

What goes into a Tapioca profile?

The Tapioca user profile includes information such as: professional biography, papers
written, various duty locations, and conferences attended or plan to attend. Additionally,
the use of keywords help to focus searches. For the Joint Duty Swap pilot, ensure you
use keywords such as Joint Duty, swap, joint, and detail to make your profile easily
found. Creating a profile is like planting a seed for future collaboration.

You can quickly list your professional areas of expertise and anonymously assess the
expertise of your peers. These areas of expertise are additional methods by which other
IC employees can search for potential joint duty swap matches. You can also see what
areas of expertise are found within a specific organization, or find out which
organizations have expertise in a specific area. This expertise system can save hours
and hours of time -- with a few keystrokes you can find peer-reviewed experts from
across the community.
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Getting Started

Tapioca usage for Joint Duty Swaps should be used only on NIPR through an Intelink
Passport account. Users can access Passport by going to the link below and logging in
with their CAC card credentials. The unclassified IC version of Tapioca will be the
primary method of coordination for joint duty swap positions; once communication is
established, users can continue conversations on classified networks to gather more
information when necessary.

Intelink: https://www.intelink.gov/my.policy#intelink-front-page

*Note: it is important to use keywords such as joint, joint duty, and swap throughout Tapioca so that
profiles and application postings can be easily accessed.

Let’s Get Started!
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Once logged in the following web page will appear. The Tapioca button is located on the Intel
Application menu on the far right side. Click on the icon.

eo Bl https://www intelink.gov/Zintelink-frant-page £~ & || B Intelink Home Page
x @ Convert ~ [ Select
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Security Banner This page contains dynamic content — Highest Possible Classification is UNCLASSIFIED//FOR OFFICIAL USE ONLY Terms of Use
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& Infelink Front Page ~ <  About
i Intelink Applications
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Blogs Bookmarks &Chirp Gallery IntelDocs Intellipedia IntelPin IntelShare Video Maps Messenger Taploca

’ﬁ Digest Front Page

Africa and the Jihadist Threat Syria Waits as Assad Weighs His Options
N / United States : 39 minutes ago 39 minutes ago
CENTRAL COMMAN D feeds huffingtonpost -3 feeds. huffingtonpost <
Scientists develop recipe Taiwan, China in furious row over Kenya

Once the Tapioca home page opens, click on the “My Profile” tab at the top to set up
your personal profile. Having a completed profile is the most effective way to utilize the

application because it enables other users to search for and collaborate with each other
based on associated knowledge and skillsets.

e Bl https:/tapioca.intelink.gov. O~ &c| E Tapioca
x  @jConvert + [ Select
L v B v [ @ v Pagew Safety~ Tools~ @~ & M O

‘Security Banner ‘This pape contsins dynamic content — Highest Possible Glassificstion is UNCLASSIFIED/FOR OFFICIAL USE ONLY
Intelink Blogs Bookmarks eChirp Inteldocs Intellipedia Search~ More -

Intelink tapi

J

t PEOPLE | EXPERTISE | THE STREAM | PEBBLES | CONCIERGE | MY PROFILE | ABOUT ?

. “Placing the Quick Person Lookup \
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expertise of LastName:[ ]
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gertlps. Advanced Search

Your Recent Lookups
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Make a splash
\ |
\ |

13 s
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Your profile summary page will then open up which gives a snapshot of the profile
information saved in the application. To complete your profile or update information,
navigate through the individual profile tabs as shown below and select “Save Changes”
at the bottom of each individual page upon completion.

‘ PEOPLE | EXPERTISE | THE STREAM | PEBBLES | CONCIERGE | MY PROFILE | ABOUT ?
| My Profile Basics | Bio || Career || Photo | Lists I Stat,

Please make changes to your profile below. Be sure to click t

Key Details

Official Name

|| Prefs | Export

Full: [JOHN A SMITH First: [JOHN Middle: [A Last: [SMITH

Display Name

How Tapioca will display you

ficial name, or slightly modified if you go by Jon instead of Jonathan, for example

Full: [JOHN A SMITH First: [JOHN

Organization

Agency:
Organization: |[INSCOM
Personnel Type: CON

Location
Timezone: [(UTC-5:00) Eastern Time (US & Canada) v |
Building:
Room Number:
Suite Number:
Contact
E-mail Address:  —
Unclassified E-mail Address: [JOHN A SMITH.CIV@MAILM
&IPRnat Fomail Addrace- -

Once the “Basics” tab has been completed, select “Bio” and fill in the box with your
professional or military biography and then select “save changes.”

| PEOPLE | EXPERTISE | THE STREAM | PEBBLES  CONCIERGE | MY PROFILE ABOUT & 9

My Profile Buai:uml Photo Lists Stats Prafs Export

Please make changes to your bio below.

Please do nol forgel o porton mark.

Bio:

Save Changes I

2 lo UNFOUO
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As you navigate through the individual tabs of your profile, you will see subtabs open up
under “Lists.” Under the “publications” tab, you can attach presentations and
publications that you have created. The “reading list” tab allows you to insert a list of
books that you have found to be beneficial to your career. In the “conference list” tab,

you can insert a list of conferences that you have previously been to or are interested in
attending.

t PEOPLE | EXPERTISE | THE STREAM | PEBBLES | CONCI MY PROFILE | ABOUT ?

: My Profile Basics | Bio || Career Photo Stats Prefs || Export |

Publications Reading List |

(U) Tapioca allows you to share a list of your publications. These can be papers you've written, or
presentations you've given. You can even upload and store your publication file directly on Tapioca's server.

Conference List |

(U//FOUOQ) Please remember that Tapioca can only host files up to U//FOUO. Do not upload any content that
is compartmented.

Add New Publication:

Title:
(without portion marking)

Title Classification:

(UIIFOUO)

Author(s):

After your profile is completed, select the “Stats” tab to view your associated TapiScore.
This is a measure of how actively the user collaborates in Tapioca and gives
suggestions on what you can to increase your social presence within the application.

t PEOPLE | EXPERTISE | THE STREAM | PEBBLES | CONCIERGE | M OFILE ABOUT ?

My Profile Basics Bio Career Photo Lists
Contributions
(U) Your TapiScore is:

Prefs Export

0.02

(U/FOUO) A TapiScore is a measure of how actively a user collaborates in Tapioca. The score is calculated using multiple data
points. Your score is influenced by factors such as how much information you have contributed to your Tapioca profile, how

actively you have engaged in on-line collaborations, and how actively others have sought out collabaration with you. Scores range
from zero to one

(U) Ways to Raise your Score:

(U) The following actions may increase your TapiScore:

= Consider adding a biography to your profile, providing some details about your professional
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Select the “Prefs” tab to view and update personal preferences such as application
appearance and system notifications.

t PEOPLE | EXPERTISE | THE STREAM | PEBBLES | CONCIERGE | MY PROFI B ?

| My Profile | Basics | Bio | Career Photo i_- Lists
Basics || Extras |

If you make any changes below, be sure to click "Save Preferences” at the bottom of the page

Tapioca's Appearance
These preferences control aspects of Tapioca's look and feel.

Time Offset

At the time this page loaded, Tapioca believed it was 12:49:17 in your
local timezone.

To adjust your fimezone, please visit your Profile Basics page.

Show relative timestamps?

If Yes, Tapioca will generally display timestamps in the form "x hours
ago" If No, Tapioca will show absolute times. If set to Mixed, Tapioca
will show both.

Display Site-Wide Animation Effects?

Once your profile has been created and saved, you can export it in order to insert your
data into another instance of Tapioca such as within NSA. Click the “Export” tab to
review your profile and save the data locally as a text file. Once logged in to your
secondary Tapioca instance, you can select the “Import Profile” subtab under “Export”
and your information will be ingested into the system automatically.

l PEOPLE | EXPERTISE | THE STREAM | PEBBLES | CONCIERGE | MY PROFILE | ABOUT ?

| MyProfile  Basics | Bio || Camer | Photo | Lists | Stats || Prefs ‘

Export Profile || Import Profile I
Exporting your Profile \

Exporting your Tapioca profile is useful for moving profile data between instances of Tapioca (e.g. NSA's Tapioca and
Intelink's Tapioca). It only involves saving a small text file to your desktop and importing it on the other version of Tapioca
You can also use this feature to keep a "backup” of your data at any time.

IMPORTANT: Please review all of the following content to ensure the classification of the data does not exceed
the classification level of the system you will be importing into.

Click the - to erase data that you do not want to be exported.
Basics

Official Full Name
First Name
Middle Name
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Searching for people

Under the “People” tab a user has the ability to search for people through their Intelink
or Tapioca account profiles. If you are unsure whether or not a person has a Tapioca
profile, conduct a name search via the Intelink “Search All” query shown in the screen
below. When viewing your search results, any names shown that are in bold have
active Tapioca profiles. If they do not have a current profile you can select “Invite” and
an automated email message will be sent to them to start their Tapioca account.

t PEOPLE BEXPERTISE | THE STREAM | PEBBLES | CONCIERGE | MY PROFILE | ABOUT ?
Search Tapioca Users Mentoring Your Contacts

Locate a Person Show Suggestions

) To find any user on Intelink, enter one or more search
terms. Search will be performed using Intelink's Passport Service
First name, last name, and Passport ID will be auto wildcarded for
you. To search against Tapioca users only, use the enhanced Search
Tapioca Users page.

PassportlD: | ]
Email Address: [ |
FirstName: [ |
DR —

Clear Fields

Select “Search Tapioca Users” to be able to conduct a more detailed search of current
users’ profiles.
As depicted in the image below, you can conduct the following searches for current
Tapioca users:
* Full Search function: This allows the user to search all users with an active
profile in Tapioca
» Search by Org function: This allows the user to search for a user belonging to a
certain organization
» Career Search function: This allows the user to search for the career history of a
Tapioca user to include Joint Duty and Intership
» Structured Search: This allows the user to enter search parameters to search for
a Tapioca user
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SE |, THE STREAM | PEBBLES | CONCIERGE | MY PROFILE | ABOUT ?

J Search Tapioca Users
=

Search Tapioca Users ‘ Joint Duty

l PEOPLE

Mentoring || Your Contacts ‘

Neighborhoods ‘

Full Search | ‘ Search by Org ‘ | Career Search ‘ | Structured Search | I

To find a Tapioca user, enter some search terms:

| Hany agency V|

The “Joint Duty” tab allows users to search for civilian personnel that have indicated
current or previous participation in the Joint Duty swapprogram. You can filter through
search results and access contact information for personnel listed.

t PEOPLE | EXPERTISE | THE STREAM | PEBBLES | CONCIERGE | MY PROFILE | ABOUT | ?

Search Tapioca Users Mentoring | Your Contacts \
R — —_—
arch Tapioca Users Joint Duty Neighborhoods J

Intelligence Community Civilian

Joint Duty Program

(U) IC Joint Duty is a civilian personnel rotation system akin to joint duty in the military. Its purpose is to encourage and facilitate
assignments and details of personnel to national intelligence centers and between elements of the intelligence community.

(U/IFOUQ) The following 21 Tapioca users have participated in the Joint Duty Program

(Note: Users are showm if they have created a Tapioca profile and have set their profile to indicate their Joint Duty status )

The “Neighborhoods” tab allows a user to view a list of people who many have similar
interests or areas of expertise and is generated by the application based on information
in your profile.

t PEOPLE EXPERTISE | THE STREAM | PEBBLES | CONCIERGE | MY PROFILE | ABOUT ?

I Search Tapioca Usersl‘ Mentoring H Your Contacts |

ch Tapioca Users H Joint Duty | Neighborhoods

‘ Searc)

(U//FOUO) Your Neighborhood

Tapioca believes the following people have a connection to
you, based on commonalities such as shared contacts,
interesis, and areas of expertise.

To view the Neighborhood for somecne else, please enter their passportiD:

At this time, Tapioca is unable to find anyone with a strong connection to you.

Your profile may not have enough information for Tapioca to make strong connections.
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The “Mentoring” tab allows users search for other personnel that are either looking for
someone to mentor or are looking for a mentor themselves.

t PEOPLE EXPERTISE | THE STREAM | PEBBLES | CONCIERGE | MY PROFILE | ABOUT ?

| Search All || Search Tapioca Users__ Your,Contacts
Everyone Mentor ()

Tapioca makes it easy to find a mentor. Learn more here.

I'm looking for someone to from :
provide mentoring to
shadow

Only show:  Jaint Duty Participart

Find by: | Expertise ' | Organization ‘ | Military Affiliation | | Name or Keyword ‘ Matchmaking |

Tapioca will find matches who have expertise in a specific area.

Step 1: Enter an area of expertise below:

Area of expertise: | |[ Find |

The “Your Contacts” tab lets the user search through their personal contact directory to
locate personnel. In addition, the application will let you know if they have suggestions
for additional contacts based off of office location or areas of expertise. This tab will
also let you know the Tapioca users that have you listed as one of their contacts,

t PEOPLE | EXPERTISE | THE STREAM | PEBBLES | CONCIERGE | MY PROFILE | ABOUT ?

| Search All || Search Tapioca Users _

Your Contacts

Snapshot | Suggestions || You are a Contact of...
A quick summary of your Contacts is shown below.
You can add notes about any Contact by clicking on the notes icon ( = )

You do not have any Contacts yet.
Don't know where to start? Tapioca may be able to suggest contacts for you

Adding contacts in Tapioca makes it easy to follow the activity of people you're interested in. Adding a contact is
instant and easy as it doesn't require confirmation by the person you're adding. You can add one by clicking the Add
Contact button ((g*)) on a user's profile, in the Stream, or other places in Tapioca.

10
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Searching Expertise

Expertise is a feature in Tapioca that allows you to quickly find people from across the
enterprise who may be able to help with problems on specific topics based on their
area(s) of expertise noted in their user profile.

This feature has been designed to be very powerful and adaptive, yet simple to use.

**Note that some of the features described in this section are only available to
users who have created a Tapioca profile.

To search for experts within the Intelligence Community select “Expertise” and then type
the specific discipline area you are looking for. The application will then populate a list
of Tapioca users that you may contact for questions, collaboration, and support.

t PEOPLE | EXPERTISE |fTHE STREAM | PEBBLES | CONCIERGE | MY PROFILE | ABOUT ?

" ‘ My Expertise Suggest Others’ Expertise | Browse Areas How This Works |

I'm looking for an expert in: #

)

Tapioca can help you find experts instantly in 145 disciplines

If you would like to see the list of disciplines to determine what areas you want to search
through you can either click on the “Discipline” link at the bottom of the main “Expertise”
screen or simply select “Browse Areas.”

t PEOPLE | EXPERTISE | THE STREAM | PEBBLES | CONCIERGE | MY PROFILE | ABOUT ?

Find an Expert My Expertise Suggest Others' Expertise

I'm looking for an expert in:

Tapioca can help you ﬁWl 145 disciplines

Tapioca also allows users to nominate areas of expertise for their colleagues. To do
this, select “Suggest Others’ Expertise” and search by name or Passport ID. Once the
results list populates, click on “suggest expertise” next to their name and the system will
notify the user of your suggestion.

t PEOPLE | EXPERTISE A THE STREAM | PEBBLES | CONCIERGE | MY PROFILE | ABOUT ?

Suggest Others' Expertise Browse Areas How This Works |

|

| Find an Expert M

ggest for Person | Review Contacts '

Please enter the name or passportlD of a Tapioca user:

11
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Using The Stream

The Stream is an interactive messaging environment that makes it easy for employees
to share information with each other or ask quick questions. Tapioca automatically
identifies important topics within posts, and can notify you when people discuss topics
you're interested in. You can create a topic-based discussion area called a Tributary, or
even host a real-time "virtual town hall" through a feature we call Tributary Events.

Click on “The Stream” to view the current discussion board and message activity. As
seen in the image below, you can reply to the user, clip the message to save for later, or
add the author as a contact.

t PEOPLE : E § THE STREAM j| PEBBLES | CONCIERGE | MY PROFILE | ABOUT ?

e Main Stream “ Tributaries || Tributary Events H Search

Recent Posts New entry: |(UJ‘IFOUO) | Postt
200
Related to You
Your Contacts Displaying 1-40 of 98 messages. << Older
Your Clips
P (UNFOUQ) - Would like to hear more about the program and
Q . discuss integration in the AOC.
uestions
3 April 13 at 10:43 am (4 days ago) - in reply to _

Tributary Activity

Pebble Activity (14 . 1 (UKFOUO) 1 just splashed a Pebble in the Stream:
3D0X4 Training
Stream Search: 3 April 11 at 5:09 pm (5 days ago) EI g): (<=

Stream Help

Topic: [pebbles

(U#FOUO) The publication 363 ISRW Strategic Plan 2016-2020 has just
been added to 5 profile

In order for users to create their own post within “The Stream.,” insert comments in the
blank box under “The Main Stream” and select “Post.” Note that users only have 200

tquat)u?lz T&ﬂzﬁf@ame STREAM ' PEBBLES | CONCIERGE | MY PROFILE | ABOUT | 2
} Tributaries || Tributary Events || Search

New entry: ‘(UHFOUO) ! Post! I

Displaying 1-40 of 98 messages. << Older

Related to You

Your Contacts

Your Clips
P (UIFOUQ) = Would like to hear more about the program and

_ discuss integration in the AOC.
Questions

3 April 13 at 10:43 am (4 days ago) - in reply to _ IE @' =

Tributary Activity

Pebble Activity (L}

Stream Search:

[ 1[eo]

1 (U/FOUO) | just splashed a Pebble in the Stream:
3D0X4 Training

3 April 11 at 5:09 pm (5 days ago) |£| % =

Topic: | pebbles |

(U/fFOUO) The publication 363 ISRW Strategic Plan 2016-2020 has just
been added to 5 profile

12
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Use the menu bar on the left side of the screen to navigate through “The Stream.” This
will allow you to search through Streams that are related to areas you have identified in
your profile, locate discussions that you have previously clipped to save, and view

questions that other Tapioca users have posted about various topics within The Stream.

‘ PEOPLE | EXPERTISE | THE STREAM ' PEBBLES | CONCIERGE | MY PROFILE | ABOUT ?

taries H Tributary Events | Search

Recent Posts

‘ Postl
200

Related to You

Your Contacts l ’ Displaying 1-40 of 98 messages. << Older
Your Clips
p (UNFOUO) = Would like to hear more about the program and
Q ti discuss integration in the AOC.
uestions
at 10:43 am (4 days ago) - in reply o _ 2+ Igl =

Pebble Activity o S5, . (WIFOUO) 1 just splashed a Pebble in the Stream:
3D0X4 Training

3 April 11 at 5:09 pm (5 days ago) [

Stream Search:

I
Stream Help

Topic: :péﬁﬁies |

(L//FOUOQ) The publication 363 ISRW Strategic Plan 2016-2020 has just
been added to 5 profile

Select “Tributaries” within “The Stream” to locate the topic based discussions. The
menu items located on each post allow you to view the most current discussions within
the tributary, view the statistics related to that tributary, and insert the tributary topic in to
your Main Stream for quicker access and viewing.

t PEOPLE | EXPERTISE | THE STREAM ' PEBBLES | CONCIERGE | MY PROFILE | ABOUT ?

| The main stream | Tributaries

Recent Activity RBacently Updated | Most Popular | Name

Active Events Displaying 1-6 of 6 Tributaries

Flowing (U//[FOUQ) Twenty-Fifth Air Force Tapioca Pilot Discussion 28 fotal posts
Updated 6 days ago
(U) Group discussion on the use of Tapioca by the Twenty-Fifth Air Force 2R e
Hidden — Hide
Your Tributaries (U) SOF 2 total posts
: - Updated January 7
(U) SOF-related information &R e 7
(U) Army Knowledge Management 2 total posls
(U) Tributary to discuss the direciion of knowledge management (KM) in 2o o
= 7 the Army. Please refrain from posting Joint KM info unless it has direct -
Find a Tributary by implications/benefit to the Army_
Keyword: Hide

L ]

(U) NGA-IB 0 total posts
Updated November 9, 2015
(U) NGA Basic & Applied Research e

Hide'

13
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Use the menu bar on the left side of the screen to navigate through “Tributary” links.

These links will allow you to locate any active tributary events, view tributaries that have

been selected to flow back to the user's Main Stream page, those that you have
selected to be hidden, and a quick link to tributaries that you have previously posted.

t PEOPLE | EXPERTISE | THE STREAM ' PEBBLES | CONCIERGE | MY PROFILE | ABOUT ?

The Main Stream || Tributaries | Tributary Events || Search |

Recent Activity Sort by: Recently Updated | Most Popular | Name

Disgjaying 1-6 of 6 Tributaries.

Active Events

28 total posts
i . . Updated 6 days ago
) Group discussion on the use of Tapioca by the 22 o

Flowing

Hidden Hide

2 total posts
! Updated January 7
d information & B’ of

Your Tributaries

Create New Tributary
Mark All as Read

Find a Tributary by
Keyword:

L ]

Hide'

2 total posts
Updated January 4
nowledge management (KM) in &’ oo
oint KM info unless it has direct -

(U) Tributary to discuss il
the Army. Please refrain from po:
implications/benefit to the Army.

Hide'

(U) NGA-IB 0 total posts
Updated November 9, 2015
(U) NGA Basic & Applied Research 2 oo

Hide'

Click on the “Search” subtab under “The Stream” to open a new query searching
through all of all comments made in “The Stream.” Users can search by message
content, names of participants, dates of postings, location of post within Tapioca
application, and type of posting.

UNCLASSIFIED
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Navigating Pebbles

If you'd like to put out a question or call for brainstorming to the community, you can
publish something called a "Pebble." Tapioca will analyze the Pebble and automatically
match it up with relevant experts, sending them an e-mail to invite them into the

conversation.

Select “Pebbles” to view the open Pebbles in the application. The menu on each
pebble posting allows you to view the unread postings first, subscribe to the pebble, or

hide it if you are no longer interested in it.

Recent Activity

Closed Pebbles Displaying 1-15 of 15 Pebbles

Subscribed (UI/FOUO)
Hidden Pebbles
Your Pebbles

(UIIFOUQ)

Relevant to You

Create new Pebble
Mark all as read

Find a Pebble by
Keyword:

Will find all messages...

Just Curious...

()
W

The following Pebble

LF training/training resources for our AF Programmers

(U//FOUOQ)
Request for information/updates on recent active shooting at Lackland
AFB

Use the me
view Pebb

Recent Activity

taplocc
v

Closed Pebbles Dfbplaying 1-15 of 15 Pebbles

Subscribed (UIFOUO)

Your Pebbles

(uiFo

Just Curious.

Relevant to You

Create new Pebble

RS
Find a Pebble by AFB.

Keyword:

)
w;

Pehble Help

The following Pebble'

Hidden Pebbles LF trajping/training resources for our AF Programmers

Request for information/updates on recent active shooting at Lackland

‘ PEOPLE | EXPERTISE | THE STREAMY PEBBLES | CONCIERGE | MY PROFILE | ABOUT ?

cently updated:

2 fotal responses
from 2 separate users

Hide'

10 total responses
from 7 separate users
Updated 4 days ago

.

(=]
Hide'

2 folal responses
from 2 separate users
Updated One week ago

s

o Hide

2 total responses

from 2 separate users
Updated January 26

ently updated:

2 total responses
from 2 separate users
Updated 2 days ago
li"
Hide
10 total responses
from 7 separate users
Updated 4 days ago
.

=
Hide:

2 total responses
from 2 separate users
Updated One week ago
s
- Hide
2 total responses
from 2 separate users
Updated January 26
I
= Hida

15
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Getting Help

The Tapioca Concierge is the location for the summaries of all activity within the
application. The Concierge monitors all activity within Tapioca and allows you to quickly
view all recent discussions and activity, various topic trends, and suggestions for the
best place within the application to look for the solution to your problem.

Click the “Concierge” tab at the top of the screen to open the menu.

t PEOPLE | EXPERTISE | THE STREAM PEBBLESICONC!ERGEIMY PROFILE | ABOUT ?

Main ‘ Splash | Activity | Reminders ‘i Invitations

ncierge

Helping you tap into the power of Tapioca

What are people talking about? € )
-
L]
What are people doing? ‘R

Help me solve a problem @

Click the “Splash” subtab under Concierge to search the summary pages for various
Intelligence ggrepeies ne-spiashrpages detaith rany-tusers-each-organization

has in Tapidg, & sEFﬁfr‘ﬁaWES ‘r‘ﬁ‘zéfﬂﬁs p%?ﬂfé‘éﬁ&f%"ll%?éb‘ BY¥4pidca users at
each organijdtion, and Ilnw i dtfonar” ?égg"ﬂf"@!f(de?ffé’é

Enter an organization to explore:

1 [e]

DoD hd

ir tom‘ocn

Or, explore a random organization

16
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The “Activity” subtab gives the user a rundown of all of the recent Tapioca activity. It

allow Ugo $68 [ d8lAlkYOU IRE LGP YRGS 4 53!l [gagiy added
public@bnS, reading slu%gfﬁng!g%‘ on 3-and new users within 73

Invitations || Beacons \

(U) You do not currently have any Contacts.

(U) Contacts are easy to add. When viewing a user's Tapioca Profile page, look for the "Add Contact” option. It looks like this:

(> Add Roger as a Contact |

(U) You can only add someone as a Contact if they have already created a Tapioca profile.

(U) You can also have Tapioca Suggest Possible Contacts.
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(U/FOUQ) The Tapioca Concierge can send you a reminder by e-m: lease note that reminder times are

approximate: sometimes e-mail takes a couple of minutes to arrive.

Note: You should enter times in your local time zone. Right now, Tapioca believes it is .29 pm in your local time zone. If
this is not correct, please visit your Preferences page fo set your proper time zone offset

Pending Reminders:

No pending reminders at this time.

Enter New Reminder:

On AT lat[zv]. [i1V]

please send me the following reminder via e-mail-

Select “Invitations” to view invitations you have sent for Intelink users to join Tapioca. If
you do not know their Intelink Passport ID, you can search for it by using the link shown
below.
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| Your Invitations || Leaderboard |

You have not invited any colleagues to join Tapioca yet. To invite a colleague, use Tapioca's People search fufslion to bring up their
Passport-derived profile. On the bottom right of the profile, you will see an "invite" link.

Invite a colleague to Tapioca

If you know their Intelink Passport ID, enter it here: | || mvite |
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Otherwise, you can do a People search and find colleagues to invi m
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