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Flagship Technology for the Tou.risrn 
Industry 
Businesses today are dependent on timely, accurate, and relevant information in order 
to remain competitive. Information technologie are key to organizational prosperity. 
They help to harness, channel, and direct often ovenvhelming information flows, 
making them indispensable to business planning and decision making. 

Over the past several years the Canadian tourism industry has made significant strides 
working together, this in turn has generated positive results and increased the need  for  
frequent ,  efficient communication. It is now evident  to  tourism operators that a 
wealth of information, experience and learning, if shared, could be multiplied and 
contributes to bottom line growth within the industry. The Canadian Tourism 
Commission (ETC) is the private/public sector partnership created in part to provide 
up-to-date information to assist industry decision making. The CTC has taken the 
lead in developing and implementing a technology strategy to benefit the industry, 
From this initiative has emerged the Canadian Tourism Exchange (CTX). Cl  X is an 
electronic, Internet based, business-to-business network linking the Canadian 
tourism industry and related organizations into a virtual community for the purpose 
of accessing and sharing information, in turn benefiting rnembers of the 
community/tourism industry. It is a network that will have the capability to enhance 
the competitiveness of Canada's tourism industry relative to its competitors around 
the world. 



CTX: A Business to Business Network 
CTX grew out of a series of consultations between the CTC and tourism to establish a private 
business-to-business network over the Internet that would give access to a series of useful 
applications. Businesses within the tourism industry will use this network to access relevant 
information, Tourism industry members will have a tool to communicate with one another, exchange 
information, and conduct business, which in turn would enhance competitiveness and industry 
performance. The network is flexible, intuitive, affordable and designed to take advantage of leading 
edge technologies. It offers a level  playing field to businesses of all types and sizes svithin the industry 
regardless of location. 

Why CTX ? 
CTX has been purposely designed and built for the size of our country, the diversity of our industry 
and our need to work together. CTX becomes the tourism industry% foundation for the knowledge-
based economy. It will help fulfill the information mandate of the CTC, while enhancing the ability to 
build partnerships. CTX has the potential to expand the use of technology among all members of the 
industry. 

It affords its members  one stop  information shopping that in turn will create cost savings through 
more effective use of human resources. It offers access to a deep and svide partner base creating 
opportunities to build networks that are need-specific or perhaps sector-specific, 
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CTX Features: 

Tourism News 
- from newswires, magazines, newspapers, 

trade publications and clipping services 

- member-posted news 

- delivered to your email 

Tourism Org-anizations 

- database of industry products ând services 

- reduces search time 

- improves business operations 

BuSineSs Connections 

- message boards 

discussion forums 

- create mailing groups 

Reports & Analysis 

- tourism publications 

- surveys, research studies, statieics 

sectoral analyses 

- market intelligence and analyses 

New features to come.... 

• Promotions Exchange 

• Meetings Exchange 

• Employment Exchange 

• Marketplace 



t 	C 	- 	ct x.c W W 

CTX: How to register 
in 4 easy Step5 
Please have the correct name and address of your 
business as well as information on your business 
activities at hand to properly complete the registration 
I.  Point your sveb browser to http://wsvw.ctc-ctx.com   

2.Click on JOIN/JŒNDRE 
3. Select ONLINE to register on-line. Follosv the 
simple instructions to complete the registration. 
Please ensure that you select a username and password 
that is easy to recall. 
4. You svill be asked to sign on using your newly 
created user name and password. Avoid registering 
niore than once, as this will cause unnecessary 
problems for you. 

CTX: Minimum 
Requirements 
To effectively use CTX these are the minimum 
technical requirements: 
1. Computer: II3M PC 486 with 8 megabytes of 
memory or better, Windosvs 3.1, preferably Windows 
95 or 98, or any Apple Macintosh 
2 , Monitor: 800 _ 600 pixels, 256 colours or better 
resolution 
3.Modem: 14.4 Kbps, preferably 28.8 Kbps or better 
4. Browser: Netscape 3.0 or Internet Explorer 3.0 or 
later versions 
5.Connection: Standard telephone line to Internet via 
an Internet Service Provider (I$P) 
6. E-mail: An E-mail address 

It is possible to access the CTX site with facilities below 
the minimum requirements listed above. Performance 
in terms of response times and usability may, however, 
be compromised and create frustration among users 
within your organization. Every attempt should be 
made to use at least the minimum hardware and 
technical requirements listed above. 

Getting the  Most from CTX: 
Here is a list of suggestions to help you and your 
colleagues get the most from CTX 
1. Update your Member Preferences under Tourism 
News. You can alter this anytime and check the results; 
2.Contribute articles to the Tourism News; 
3.Update your organization information under Mem-
ber Administration; 
4.Search Tourism Organizations for selected groups of 
organizations; 
5. Create personal groups of members from the Tou-
rism Organization and send them useful information; 
6. Create business connection groups from Business 
Connections, and then send them yeur ideas and other 
interesting information and/or collaborate on an 
exercise on-line; 
7. Check the Reports ik Analysis for useful infor-
mation. Tell us what else you would like to see by using 
the Suggestion Box; 
8. Use Power Search to look up interesting infor-
mation. Send it to a colleague in your organization or 
to another CTX member via Business Connection; 
9. Click on the Suggestion Box to relay problems, 
suggestions and ideas to the CT X technical support 
group, or to pass on criticisms or offer suggestions. 
Communicating is what the CTX is all about! 
10.If you participate in tours, or want to do so, check 
the Visit Canada application of the Promotion Ex-
change to see what's going on; 
11. Avoid spamming (broadcasting useless infor-
mation); 
12.Experiment with ideas! Tell us about your bright 
ideas so that we can make them a reality! 
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LOG-G-ING IN TO CTX 

Go to www.ctc-ctx.com  

If you are already a member: 
I. Enter your username and password 
2. Click SUBMIT 

If you are NOT a member 
I. Click JOIN 
2. Click ONLINE 
3. Follow the instructions to register 

Your Password 

1.If you check the "Remember my password" box below the usernarne and password 
entry fields, you will be able to go straight to the CTX home page without logging on 
again, as long as you use the same computer. 
2. If you have already registered for CTX but have forgotten your password, click on 
the "Forgotten your username password" link  l'ou will be asked to provide your email 
address, and your password will be sent to you at that email address. 

w w w. c t c 	t x .c o m 
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CTX Home Page 

The CTX honte page is the entry point to the various exchange modules: 

1. Information Exchange: Tourism News, Tourism Organizations, Business Connections, Reports and Analysis, and 
Member Administration 
2. Promotions Exchange: PAM Program, Advertising, Discounts 
3. Marketplace: Packages, Business Opportunities, E-commerce 
4. Employment Exchange: Job Opportunities, Skills Matching, Online Recruiting, Job Fairs 
5. Meeting Exchange: Meeting Planning, Facilities, Products .tk Services, Facilities Nlatching 

The CTX home page provides shortcuts to CTX applications which are frequently used: News, message board, some news 
items of the day, CTÇ Corner. etc. 
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Returning to the CTX home page 
Whenever you click on the (TX  maple leaf icon 
wherever you arc in the (:TX site, 
you will be returned to the home page. 

Appihmer4 Menu 
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Menus 
Note that throughout the (TX site, there are generally 
2 menus on each page 
(see figure above): 
Appilcation Menu (across the top) 
Subsection menu (on the (et)  

The application menu stays the same within each 
exchange (exatnple Promotions Exchange, information 
Exchange), wheteas the subsection menu includes 
selections applicable to that subsection (i.e. subsection 
menu for Tourism News, subsection menu for business 
connections, etc). 

W W W c t c - c t x .c o m 
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THE INFORMATION 
EXCHANGE MODULE 

Member Adnt Ânist ration 
Click on "Member Admin" on the application menu (amss the top) to go to the 
Member Admin section. The Available Options on the left-hand navigation bar are as 
follows: 

Change Member information 
1. On the Member Admin subsection menu (left), click on "Change member 
information" 
2. Enter or edit information as uppropriate, and click SAVE at the bottom of the page 
to update your information, or CANCEL to cancel the ope ration. Note that an email 
address must be provided in order tu receive news by email, or create a contact group, 
etc. 

Change password 
1. On the Member Admin subsection menu (left), click on "Change Password" 
2, Enter your Current Password in the first box, your new password in the-second  box, 
and confirm this new password in the third box. 
3.Click on SUBMIT to save thilt change 

NOTE: Do not forget your new passwœdlli 

Each organization will identify an administrator responsible for managing the CTX 
services for its members. Facilities will be made available to the CTX administrator to 
carry out the neCusary functions to manage its membership information on-line. 

W WiC t C 
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Tourien News 
This application collects and distributes tourism and related nevs to the members. 
News items are gathered from a wide variety of sources, including news wires, major 
newspapers and magazines  ai  well as clipping  servies, CTX members and the CTC. 
Individual member profiles will be combined with push technology to ensure 
members receive news information speifically geared to their particular needs. A 
powerful search engine will provide un-line searches for items in the News database, 
Members will also be able to contribute their own news stories for publication on the 
CTX network,' 

Click on "Tourism News" on the application menu tr ,go to the tourism news section. 
The lburism News Options on the left-hand navigation bar are as follows: 

My News 
The "My Newe sections allows you to select personal preferences for receiving news 

My Current Yews  
(see figure page 7) Delivers industry news as stories break, according to your personal 
preferences selected in "Preferences/Receive Notification", Only 10 article abstracts are 
shown at a time. Clicking on "Next 10 Records" will disphy the next 
10 articles, 

F.ach article abstract is followed by the source (author, email address, and date). You 
may click on the email address to email the author/source directly. Each article 
abstract also  bac a little  "Save" button. Click on «Save"  to save this article (see "Save 
Article" page 7 for explanation) 



Reading an article 
Click on the article title to see the entire article. 
You will notice after the full article are the choices 
"Email Article and "Save Article". 
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Entail Article 
This feature allows you to entail an article to-another 
C.TX  member, or anyone with an email address, See 
page 24 for more information, 

Save Article 
If you have any folders already created, they will be 
displayed. If you wish to see to an existing folder, 

click an its name to select it, and then click on 
If you. wish to save to a new folder, enter the name in 
the "Save to new folder" box  and click "Save" to S.1VC 

the article to that folder, or "Cancel" if you wish to 
cancel the save operation (this will bring you back to 
the Tourism News main menu). See "Seed News" 
for more information on working with Iblders. 

t x . 	C 	0 	in 
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Saved News  
This is where news articles you have saved are stared for later retrieval. 

lia  folder or folders already exist, you may choose OPEN POLDER  to review that folder's contents, or DE:LETE to 
delete that fblder, The third option is CREATE FOLDER. 

Deleting a folder 
As indicated above, clicking on DELETE will delete the folder and all articles contained -  within that folder. 

Creating a filder. 
Click on CREATE  POLDER  Type in the name of the new folder, and click SAVE NANIE. 

bY 	 C»Ct 	X.00 	rn 
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Opening phi« 
An open folder will display the name of the folder at 
the top,. as well as all articles the.folder contains. 'lb 
change the folder name, type in a new name for the 
folder and then click on SAVE NAME. 

As an example, below are listed all the articles 
currently saved in the Air Canada folder.  The 

 headline for each article à shown, as well as the rtvo 
options, VIEW and DELETE. 

Clicking on VIEW will allow you to view the entire 
article (see Reading an article) while clicking.  on 
DELETE will delete the article from that folder. 

sum of open SU« 
sliga MAW) 

«tier 
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Preferences/Receive Notifiguion 
This allows you to customize your preferences for News items, applicable to those you 
view in CTX as well as to those which are sent to you by email. 

When do you want to be notified? 
If you wish to receive news by email, select any or all of the days of the week to be 
notified and the time of notification.  Yu  will receive an email with the article briefs 
(based on the type of articles you have selected) on the days you have marked and at 
the time you have selected. The full text of the article can be read by accessing CTX. 
Please note that your news will always be able to be viewed by clicking on  the  link, My 
Current News. 

It'hat information do you want to receive? 
Select the type of articles you wish to receive. Note that the fewer categories you select, 
the fewer articles you will receive. 

Language 
Select whether you want to view articles posted only in French, those posted only in 
English, or those posted in either language. 

Article Age 
This determines how long articles matching your preferences will be displayed on 
crx. For example, if you select 20 days, only those articles which are less that 20 days 
old, and which meet your criteria (article category, language, keywords, if any) will be 
displayed when clicking "My current news". Article age does not affect the articles 
posted to you through email. Note that in this particular example, articles of over 20 
days old will no longer be displayed, but will still be available through "Search News". 

C t C 	C t W W 0 	trt 
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nywords 
Searching for articles tvmtaining certain keywords: tf 
you would like to search for articles containing a 
certain word, simply enter it into the field ktbeled 
include Articles With then click the ADD button. If 
you would like to search for articles with more than 
one keyword, you can repeat this procedure as often 
as necessary, A keyword can also be a phrase, such as 
"Air Canada". If such is this case, articles containing 
"Air Canada", exactly as written, NOT "air" OR 
'Canada will be returned. Note that as you enter 
more keywords, more articles are likely to appear, as 
articles containing ANY of the words or phrases 
(and not ALI, of the words or phrases) will be 
returned. 

Searching for articles NOT containing certain 
keywords: If you would like to search for articles 
NOT containing a certain word or words, repeat the 
exact procedure as above, but enter the keywords in 
the field labeled Do Not include Articles With:, and 
click the ADD button. 

Remember: Click on Update nt the bottom of the 
page to save your prefiIence settings, Click on 
Cancel to if you do not want to save these changes. 
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Latest News 
Gives you the news items receiver' in the past couple of days. It is not affected by your 
news preferences, 

CC News 
The CTC news section contains Communiqué articles and industry update. It also 
contains news releases, CTC in the news, and tourism highlights, which can also be 
found in the general news section (i.e„ CTC news releases and tourism highlights are 
a subset of the news). 

Search News 
Search News allows you to search for selected news articles in the CTX news archives. 
These can be news articles that you forgot to save, or nesvs articles you remember 
reading, or news articles that no longer appear in your "My Current News" because 
they exceed the expiry date. 

Click on "Search News" in the left-hand menu. Select the language of the article you 
are searching for (English, Prench, or either language). Enter the keywords in the 
appropriate box. NOTE: articles or phrases should be comma-delimited (ex: Air 
Canada, tourism, hotel. The search will return articles containing ANY of the 
keywords). 

Select where you would like to look for the keyword or keysvords; in the article 
sumrnary, the article title, or author. Select the category of news you are looking for, 
and select the range of dates when this article appeared. 

Click on SEARCH to begin the search, or CANCEL to cancel it. The search will return 
results in the same presentation fermat, and with the same options, as for all the other 
news articles. 

C t X 
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Post News Articles 
CTX members can post their own 
newsworthy items here. Unless 
granted permission to publish 
directly to CTX, all news articles 
will be forwarded to Baxter Pu-
blishing for content approval (i.e. 
is article related to tourism) before 
being released to CTX. 

To post a news article, select 
'Post News Articles" in the left-
hand menu. 

Fill out the boxes as appropriate: 
1. Language 
2, Headline, summary, and full ar-
ticle, both in English and in 
French, if available. 
3. Information about the author 
4.The category or categories in 
which you want these articles pos-
ted. 
5. Posting dates. Select whether the 
article should be posted imme-
diately (Immediate Posting), or 
starting a certain date. Select 
whether the article should expire 
automatically after one year, or 
select an expiry date. 

Reports and 
Aalaly0is 
This application provides access to 
a growing collection of useful 
information on the Canadian 
tourism industry, such as industry 
statistics, surveys, tourism sector 
studies, market reports, and 
industry trends and projections. 
CTX members are able to search 
for specific keywords or titles, view 
abstracts, download documents 
and request printed copies of 
available reports on-line. 

CTC Library 
CTC Publications 

- Communiqué 
- News Releases 

Annual Reports 
- Canadian Tourism Statistics 
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Tourism Organizations 
This database is designed to accommodate a wide  cross section of information about 
the organizations making up the Canadian tourism industry. It provides tourism 
businesses with an excellent showcase for their facilities and services. This database 
contains wide-ranging information on industry sectors such as accommodation, 
tourist attractions, as well as more specific information such as business services 
offered and other business activities. Additional services for members include 
database searches, facilities for updating member information, links to members' 
home pages, and E-mail connections to others. 

Click on "Tonrism Organizations" on the application menu to go to the Tourism 
Organizations section. The Available Options on the left-hand navigation bar are as 
follows: 

Search by Keyword 
The following will search the CTX Tourism Database by searching the organization 
itames and general information descriptions for an organization using the keyword(s) 
entered. 

Keyword search options allow you to search by: 

1, Matching all words (ANY ORDER). 
2. Matching any words. 
3. Matching entire phrase. 

Click SEARCH to begin the search. If you find the search is returning too many items, 
narrow your search by adding more keywords, separated by spaces 

See the section on search results for explanation of available options of search results. 
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Search by Provinces of Operation 
Select the province or provinces of operation and click 
SEARCH to begin the search. 

Detailed Search by Activity 
Detailed search (see below) allows you to search by business 
activity (example: transportation, accommodation etc), and 
provinces of operation. 

Basic search (by classification and province of operation only) 
I. Using the left-hand menu, select the business activity of 
the organization you are looking for 
2.Using the drop-down menu, select the classification of the 
business you are searching for (use ALL for all types) 
3. Select the provinces of operation (leave blank for all) 
4. Click on SEARCH to begin the search 

Advanced search 
Advanced search allows you to search for an organization 
based on more detailed criteria. 
1.Using the left-hand menu, select the business activity of 
the organization you are looking for 
2.Select "advanced search" 
3. Select as many business classification types and other 
criteria as required to begin your search 
4. Click on SEARCH to begin the search 

Search Results 
Note that if a company has not entered in a particular 
information about itself (example, province of operation), a 
search on such criteria will yield no results. 

All search results are returned by company name in 
alphabetical order. At the top of the search results are two 
buttons: MAKE CONTACT GROUP and REFINE 
SEARCH (this second button will only appear if the search 
returns many results). 
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Company Information 
Clicking on a company name will reveal basic information about that company, 
including Web site address and email (both of which can be clicked) 

Refine Search 
You can narrow the organization search down by including new search words. 
Your previously entered search criteria are retained. 

tir 	Mr 	1.01.0 	t 	C-C 	t 	X 	.0 	o 	Ill 
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Make Contact Group 
When clicking on MAKE CONTACT GROUP, you can create a contact group 
(mailing list) from your search results, or add to an existing contact group you may 
have created. 

Clicking on VIEW will list the results of your search, with an indication of which have 
contacts, and which have contacts with email addresses. In each case, the subsequent 
menu will allow you to create a new contact group, or add to an existing one. 

ALL CONTACTS - Create Contact Group out of All contacts 
You are asked for the contact group name, a description, and whether the group 
should be public or private. See section "Contact Groups" section for more 
information. 

CONTACTS WITH EMAILS - Create Contact Group out of the contacts that have 
email addresses. 
This is the preferred option as only those organizations that can be reached by email 
will be included in the list. Procedure is as above. See section "Contact Groups" section 
for more information. 

SELECT/DESELECT - Allows you to choose from organizations that have 
contacts. 
Selecting this option will allow you to select and deselect individual members for your 
contact group. Procedure is as above. See section "Contact Groups" section for more 
information. 

w w w. c t c - c t x. c o m 
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CTX 

Business Connections 
Business Connections is an application in crx that uses E-mail to link members electronically. 
Through these important business connections, members can send information quicIdy and 
efficiently, Using data stored in the 'Tourism Industry database, members can construct mailing 
groups, which can be utilized in a variety of ways. Personal mailing groups can be created, 
individuel addresses can be selected  (rom  public groups and groups can be edited for processing 
individual messages without altering the composition of the groups. The Business Connection is 
accessible from several strategic locations in CTX. 

Click un "Business  Connections on the application menu to go to the Business Connections 
section. The Business Connections Options on the left-hand navigation bar are as follows: 

Contact Groups 
A contact group is a list of people with email addresses (CTX and non-crx members) which you 
create to facilitate communications within the whole group. They can be created from individual 
email addresses, or as the result of a search (example:search results of all tour operators in Ontario 
can be used to create a contact group). 

Create New Group  
I. Click on 'Create New Group', located on the left-hand menu in Busi-ness Connections. 
2. Give your group a unique name. If you would like to see a list of the names that have already been 
used  click the View Groups option, located on the left-hand menu in Business Connections. 
3, Enter a description ofyour group. 
4. Select whether the group is to be public or private, A public group is one whose existence will be 
known by all CTX members and will be accessible to MLA private group is one in which members 
can only be added by the originator of the group. No other CIX member will be avrare of its 
existence. 
S. Once you have the above complete click OK, located at the bottom of the forrn. 
6. Now you can select the members you would like to include in your contact group, And the 
contact sources include: 

I. C7'X, which stands for crx Public Mernbers 
1 Mail Lists vfhich represents Public Contact Groups 
3. Other, which allows you to specify a name and e-mail of somebody who is not part of the 
CTX system. 
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Adding contacts to your contact group. 
The 3 options mentioned above (CTX, Mail list, 
Other) work in a similar manner. A list is 
presented on the left-hand side of the frame 
svith either all of the Public CTX  members or 
Public Contact Groups (mailing lists). You can 
select from these lists and press to ADD>> 
button to include your selections in your 
contact group. If at any time you wish to remove 
some of your selections from the list you are 
creating (located on the right hand side of the 
screen), select the ones you svish to remove and 
click the <<REMOVE Button. When the Other 
button is clicked, you are presented with two 
input fields, asking for a person's name and their 
e-mail address. Use this page to add contacts 
that are not part of the crx system. Note: 
Contact Groups are listed with square bracket,- 
around the name:  '(Contact  Group Namer 

Once you have added  ail  of the contacts you care 
to add to your list, click the SAVE button located 
at the bottom of any of the pages. 

Note: At any time you may go into the option 
called Review Groups and make changes to your 
Contact Group, once it has been created and 
saved. 

Review My croups  
This option allosvs  )ou  to EDIT or DELETE 
groups that you have created, 

View / Subscribe 
Clicking on View/Subscribe in the left-band  
menu will take you to a screen showing all 
groups to which you either belong (private or 
public), or public groups to which you could 
belong. Clicking on the name of the group will 
show you a description of the group (if one 
exists), and the list of current members. 
Clicking on the Group Administrator's name 
will allow you to email that person. The first 
column indicates whether you are a member of 
the group or not. 

are■•■•••■■■•oele■•■■•■ 
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SEND MAIL 
Clicking on SEND MAIL will allow you to send an 
email to all the members of that group (whether or 
not you are a member). 

Search 
Search allows you to find people; CTX members and 
company contacts, or other contact groups. 

Yof 	W c t c 	c t x 
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There are 3 buttons available for each contact group: 

VIEW 
View essentially has the same function as clicking on 
the name of the group; you will see a description of 
the group (if one exists), and the list of current 
members. 

ADD ME / REMOVE ME 
If you are not a member of a group, you will  sec the 
ADD ME button. Clicking on the button will add you 
to that  groupS  If you are member of a group, you will 
see the REMOVE ME button. Clicking on it will 
remove you from that group. 
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Discussion Forums 
Discussion groups provide a means for members to communicate with one 
another. Members can use this service to post their osvn questions and/or answer 
other member's questions. 

Basic Structure (hierarchy): 
Forums are made up of topics. Within topics are messages. Messages are the 
pieces of a conversation. Others can post their replies to messages or start new 
topics. 

Forums 
Topics 

Messages 
Replies 

Forums can be looked at as groups of people talking. (Public or private). 
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Available Forums 
I.  Scroll through the different forums and select 
one that intemsts you (see page 21).  For this 
example, we will select Eco-tourism. 

2. Click on a forum topic to view (Travel on the 
Web, for example, on the figure page 21), 

3.After selecting the forum topic, there are three 
choices: 

Change Forum: to return to the list of forums 

- Start a new Topic: if the topics do not cover a 
particular subject of interest to you, you may 
start your own. Enter the subject and message, 
and click SUBMIT (note that you may elect to 
be notifkd by email of an messages posted to 
this topic, by selecting the appropriate box) 

- Search; This will search either ALL the forums 
that are available to you or the ones that you 
select .  Plus the keyword(s) entered will search 
through the message bodies and message 
subject. Enter keywords that are to be used for 
the search. If no keywords are entered, nothing 
will be returned. This is a case sensitive search 

4. After selecting a topic you can see the mes-
sage subjects (at the bottom of the scra) that 
make up that topic, and see the hiertirchyof the 
discussion. See figure p.23. In this example, we 
have chosen the topic "TIAC Ecotourism 
Guidelines (1992)". 

S. Click on any of the messages that you would 
like to read, The contents of the message will 
appear at the top of the screen, with the message 
subjects for the topic at the bottom. The 
message whose content you are viewing will 
have a little *Message Showris in red next to the 
subject, in the list of messages at the bottom of 
the screen, in order to find yourself. Choices 
include: 

- Change Forum: explained above, 
- Previous: go ta the previous message in this 

topic 
- Next: go to the next message in this topic 

Reply: reply to this message 
- Search: explained earlier 
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6. In the bottom part of the  screen, where the 
messages are listed, there are 3 chokes: 

- Change Topic: return to list of topics in this 
forum 

. Post new message: post a new message to . 
this topic 

• Search: explained on page '42 

Request Forum Creation 
If none of the available forums cover the 
subject matter you would like to discuss,  you 

 may request your own forum to be created.  

In order to start  your own public or private 
forum, fill out details of your proposed 
forum, and submit your request: 
- Forum Name 
- Description: 
• Type (Public or Mute) 
- Dutation 
- Additional Comments 

Note: Public forums are available to All 
users. Private forums are available to a select 
group of users. You  will be able specify your 
group of members once the forum has been 
activated. 
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Message Board 
The message board is used to announce information (appointments, partnership 
opportunities, etc.) to all members of CTX, 

miutmereara  
I. Click on View Messages in the left-hand menu 
2„ Select the category in Nvhich you wish to view messages 
3. Click VIEW 
4, Click on a title to view the message, or the name of the person under "Posted 13ym to 
view information about the company posting, or click on the email address to send an 
email to the person posting the message. 

P.O.S111.asage 
1„ Click on Post Message in the left-hand menu 
2. Fill in the information in the appropriate boxes, and select the appropriate 
categories. 
3. Select the length &time this message should be posted. 
4, Click SUBMIT 

Search Messages 
I. Click on Search Message in the left-hand menu 
2. Enter keywords for search 
3. Click on SEARCH to search messages 

Note; The search will return only those messages matching ALL of the criteria entered. 

preferences / Receive Notification 
This feature allows you to receive the latest messages posted to the message board via 
email 
I. Click on Preferences / Receive Notification in the left-hand menu 
2. Select the days you wish to be notified 
3. Select the category or categories for which you wish  ta  receive notification. 
4. Click UPDATE 

Send e-nue 
Using the CTX address book, you can send  .mail  to C'TX members or CTX contact 
groups (mailing lists), 

You  cati  enter any valid email addresses in the TO field, or 
2,Click on t ro button to access the CTX address book for CTX members and C'TX 
mailing lists. 
3. Follow the instructions as given for "adding names to your contract  groupTM,  above 
for adding or removing names. 
4. Click on OK when you are satisfied with your list of names 
5. After typing in the subject and body of the message, click on SEND to send the 
message. 
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11111111111111 
SEARCH 
Click on Search on the right hand side 
of the page to access the search feature, 
Search allows you to search, by 
keyword, the various CTX databases 
such  as 

- Organizations 
- News 
- Publications 
-CTC Directory 

SUGGESTIONS 
Click on the SUGGESTIONS button 
(at the top of the screen) to send and 
email the CTX administrators with 
your comments, suggestions etc, 

'HELP 
Click on the HELP button (at the top of 
the screen) to enter the help section. 
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PROMOTIONS EXCHANGE 
MODULE 
As previously indicated, the application menu is located across the top of 
the page. The "Home Button" is used to return to the home page from 
anywhere within the CTX site. 

"Search", "Suggestions", and "Help" work as indicated in the Information 
Exchange section. 

FAM Tours (previously "Visit Canada 
Program) 

List tour 
I. To show the tour list, select the criteria for search (sort order, tour type, 
actual/planned) 
2. Click on GET TOURS 

t 	 e  o  M 


