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1.0 Summary 
 
The APAN User Training and this APAN User Guide are intended for new APAN Users who want to 
understand what APAN is and how to get started using APAN. 

 
After reading this guide you will be able to:  

 Use and navigate APAN comfortably 

 Setup your APAN Profile 

 Find and connect with colleagues 

 Find and join Groups 

 Create and upload content, such as: blogs, forums, wikis, and media galleries 

 Find answers on the APAN Support Center 
 

APAN Overview 

The All Partners Access Network (APAN) provides for effective information exchange and collaboration 
between the United States Department of Defense (DOD) and any external country, organization, 
agency or individual that does not have ready access to traditional DOD systems and networks. 

APAN enables professional networking and communication, increases situational awareness, establishes 
pre-defined communications channels, relationships and information work flows, and provides a forum 
for sharing lessons learned and best practices in a wide variety of contexts including crisis response, 
humanitarian assistance, disaster relief, and training and exercises. 

Why Use APAN? 
 

 Establish your online identity within the DOD information sharing community 

 Connect and share with other users  

 Discover what actions are being taken by organizations involved in crisis events 

 Request information from key DOD organizations and agencies 

 Offer assistance to those seeking aid 
 

Who Uses APAN? 
 

 U.S. Federal, state or civil organizations and agencies 

 Non-governmental & private agencies who work with the U.S. government 

 Military (domestic and foreign) & and local civil / military authorities 

 International organizations (IOs) 

 Non-governmental organizations (NGOs) 
 

Use Cases 
 

 Humanitarian Assistance/Disaster Response  

 Joint Exercises 

 Working Groups 

 Events 

 Communities of Interest 

http://www.state.gov/


 

2.0  Join APAN 
 
Register for an APAN Profile 
Open your web browser and type in or copy this web address: 

 
https://community.apan.org  

 
Click “Join” 
 

 
 
Fill out the one page registration form 

 

https://community.apan.org/


 

Click “Continue” 
 
Go to your email account used in the registration form 
 

 
 
Click on the verification link  
 
 
Sign In to APAN 
Type in your APAN Username (typically first name.last name) and click “Next” 
 

 
 

Ensure your security image is yours, type in your password, and click “Sign In” 
 

 
 
More Information on Accessing APAN 

https://community.apan.org/support/w/knowledge/account-registration.aspx


 

3.0 Your Profile  
 
Now that you are logged in to APAN you want to setup your personal profile.  Having a complete profile 
will serve a number of purposes: 

 
• Comfort with APAN - You will get comfortable with the basic functionality of APAN 
• Content Editor - You will learn how to use the Content Editor, which is an essential feature to 

adding content to Groups 
• Community of experts - Other APAN users search for experts in a certain field, location, or 

organization - You will be able to showcase your expertise and build your online network within 
APAN 

 
Profile Information 

• Name 
• Biography 
• Picture  
• Title  
• Citizenship 
• Location 
• Spoken Languages 
• Organization 
• Occupation 
• Skills 
• Regional Expertise 
• Public Email  
• Phone Number  
 
 
 
How to update your Personal Profile  

• Login to APAN  
• Click on your name at the top right 
• Click ‘Edit Profile’ on the left next to your avatar 
• Fill in the boxes with your information 
• Click on the paper clip icon to change your picture 
• Click ‘Save Profile’ 
 
 
 
 
 
 
More information on Your Profile 
 
 
 
 
 

https://community.apan.org/support/w/knowledge/profile.aspx


 

4.0  My APAN 

Your “My APAN” Dashboard is the first screen that you will see when you log into APAN.  Your “My 
APAN” is the central location for all of the activity happening in your APAN network.  Think of My APAN 
as your APAN Home Page. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Elements of the My APAN Dashboard 
 

1. Access to your Profile and to edit your Profile – Click on your name to access your full user 
profile or click on Edit Profile to edit your Profile 

2. Update your status – Post short messages that your Colleagues can view 
3. Access to your information – Click on the links to find the following information 

a. Conversations – Messages you can send to Colleagues 
b. Colleagues – People you are connected with on APAN 
c. Suggestions – Content your Colleagues have shared with you 
d. Groups – Where information and people come together and collaborate on APAN 
e. Favorites – Save Groups or Pages on APAN for quick access  

4. Your APAN news feed – See the latest activity from your Groups and Colleagues 
5. APAN Announcements and Quick Tips blogs – Quick access to the latest APAN news, 

announcements, and tips 
 
 
 
 
 



 

5.0 Colleagues 
 
Colleagues in APAN are continuously updated on each other's activities within the community and can 
use Peer-to-Peer chat for one-on-one real-time communication. 
 
Find Colleagues 

Using the Search feature at the top of APAN is an easy way to search for Colleagues.  You can search for 
Colleagues by username, first name, last name, organization, industry, location, etc. 

Enter the information you are looking for and click search. 

 

You can narrow down this search by clicking the drop down menu and selecting “People”.   

 

Once you perform a search you will see a list of possible matches.  You may click on the user’s name to 
see their full Profile or you may click “Add as Colleague” to connect with the person on APAN. 
 

 
 
You will be prompted to send a Colleague request.  The Colleague request is an email sent to the user 
who then has to verify if he/she wants to be Colleagues. 
 
More information on Colleagues 

https://community.apan.org/support/w/knowledge/colleagues.aspx


 

 
Manage Colleague Requests 

When a user requests to add another member as a colleague, an email will be sent to the other user 
notifying them that a request has been made.  The user will also receive a notification displayed on their 
toolbar. 

To review colleague requests, navigate to your colleague list by clicking on the Colleague Requests in 
the Notifications drop down.  You can also access your Colleague list by going to My APAN and clicking 
the My Colleague Link 

 

From the Requests to Review Page in your colleague list, you can choose to reject or accept the 
members request to add you to their colleague list.  If you accept, the user will also be added to your 
colleague list. 

 



 

6.0  Conversations 

Once you are connected with colleagues you can exchange private messages with your colleagues using 
the Conversation Feature.  Conversations messages are similar to email where you can send a message 
to your colleague and they will be notified of the message and can read it by viewing their conversation 
inbox.  A conversation is different from a chat because the messages are sent one at a time whereas a 
chat is a real-time dialog between online users. 

Start a Conversation  

1. Navigate to your colleagues profile page by using the people search or clicking on their user name in 
an activity feed. 

2. Click on the Start Conversation link on the right side of the user’s profile. 
 

 

3. A Conversation Box will appear.  Type the subject of your message in subject line and message text in 
the text box. 

 

4. Click the Start Conversation Button to send your Conversation message. 

Reply to a Conversation Message 



 

1. There are two ways to view your conversations:   

Click on Conversations in the Notification drop-down menu on the Toolbar at the top of your page 

 

OR 

Click on the Conversation link on your My APAN Page 

 

2. You will be taken to your conversation page.  Click on the Conversation Message you would like to 
read and respond to. 

 

3. Your conversation message will appear.  Type your response in the text box and click the Reply 
Button. 

More information on Conversations 

 

 

https://community.apan.org/support/w/knowledge/conversations.aspx


 

7.0  Chat 

APAN chat lets you send and receive real-time, text-based messages with other APAN members.  APAN 
currently provides two types of chat:  Group Chat and Peer to Peer Chat 

Group Chat - enables multiple users to have real-time, text-based conversations with other members of 
the same group.  Group owners can create multiple chat rooms for their group.   

Group Chat enables multiple users to have real-time, conversations with other members of the same 
group. The Group Chat feature allows group owners to create multiple chat rooms for their group.  If 
there is no chat room currently associated with a particular group, contact the group owner for more 
information.  

APAN Chat is currently compatible with Internet Explorer 6, Internet Explorer 7, Internet Explorer 8 and 
Firefox 3.0 

Getting Started with Group Chat 

1. To join a group chat you must first make sure you are signed into APAN.  If you are signed in. you will 
see a link that says Sign Out at the top-right corner of the screen.  
 
2. Locate the group chat room that you would like to participate in.  If you are a member of the group 
you will see the chat room (as pictured above) and automatically be added to the Chat Room Roster  

If you are not a group member you will see a message saying "This Group Chat Room is visible only to 
Group Members." You will need to request and be approved for group membership before you can 
participate in the chat room. 

3. Sign into chat if you are not already signed in.  To sign-in, first click the chat title bar located in the 
lower right side of the screen to expand the window.   

Parts of the Group Chat Window  

 



 

Click on any username in the Chat Room Roster to view the user’s profile. 

Start Chatting in a Group Chat Room 

1.  Once you are in the chat room, enter your message in the group chat text box and click on send or hit 
enter on your keyboard. Your message will immediately be displayed in the group chat conversation 
window. 

  

Changing the Number of Messages Displayed 

Each user can choose to see 25, 50 or 100 messages in their group chat conversation window.  
Depending on how many messages you choose to display, you will see the last 25, 50 or 100 messages 
sent in the chat room when you enter the room. 

1. To set the number of message you would like to display, click on the messages displayed drop down 
menu at the bottom right of the chat room. 

 

2. Select the number of messages you would like to be display from the drop down menu. 



 

Peer to Peer Chat enables users to have real-time, one on one conversations with colleagues in the 
APAN Community.  Users can set their online status, select their preferred language for receiving 
messages, and go "offline" if they would not like to receive messages.  Users can also navigate through 
the community while maintaining and continuing their P2P chat conversations.   

APAN Chat is currently compatible with Internet Explorer 6, Internet Explorer 7, Internet Explorer 8 and 
Firefox 3.0 

Getting started with P2P Chat 

1. In order to begin using the P2P Chat, you must first be signed into APAN.  When you are signed in, you 
will see a link at the top right-hand corner of the screen that says Sign Out. 

Once you are signed in, the P2P Chat title bar will appear in the bottom right corner of your browser 
screen. 

2. Click on the P2P Chat title bar to expand the P2P Chat Window 

 

3. Click on the gray status icon in front of your username to display the status menu 

 

4.  Select one of the online statuses (Online, Free for Chat, Away, not available, do not disturb) 

  

Once you select an online status, your status icon will change and your chat window will be populated 
with a list of your colleagues.  

Start Chatting in P2P Chat 

1. To start chatting, click on the name of a colleague in your chat list. This will cause a new chat window 
to open. 



 

  

2. In the box at the bottom of the new chat widow, type in your message and hit enter on your 
keyboard to send the message. 

 

 
More information on Chat 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://community.apan.org/support/w/knowledge/chat.aspx


 

8.0 Groups 
 
Groups are where people and information come together on APAN.  Each Group has a name, 
description, logo, topic, and location.  Groups are made up of Users, Applications, and Widgets.  Each 
Group has two types of Users: Owners and Members.   

 Group Owners are the administrators of the Group and are responsible for Group setup, 
managing members, and facilitating the information and collaboration that occur on the Group.  

 Group Members are all the other Users who join the Group and add content or collaborate 
 

Search for Groups 

Using the Search feature at the top of APAN is an easy way to search for new Groups.  You may search 
by Group name, topic, location, or any keyword that would describe the Group you are interested in 
finding. 

1. Enter the information you are looking for and click search. 

 

You can narrow down this search by clicking the drop down menu and selecting “Groups”.   

 

Note: If a group is private Unlisted it will not appear in search results.  You will need to contact the 
group owner directly to get access to the group 

On the results page, you can further narrow down your results by clicking on Advanced Search Options 
link or clicking on one of the results filters (highest rated, most recent, alphabetical) 

 

Search for Exercises by clicking the Exercises Tab. 

 



 

You will see a list of Exercise Groups in the center of the screen or you can enter the name of the 
exercise in the search box to the left or select a region to narrow down the list. 

 

To find a specific community or group, click on the Communities Tab 

 

Enter the name of the community or group in the search box to the left or select a region or topic from 
the list. 

Join Groups 

The process of joining a group depends on the privacy level of the group. If you want to join a Group, 
navigate to the Group and click on the “Join Group” link at the top right 

 

Group Privacy Levels 

Joinless -Does not require membership. You are a member by default. 

Public (Open Membership)-The group is listed publicly. The public can read its contents. If you become 
member, you have the advantage to perform certain tasks based on the default "Member" permissions. 
Any registered user can join by clicking the "Join Group" link. You do not have to await approval from 
the group owner.  



 

Public (Closed Membership) - The group is listed publicly. The public can read its contents. To become a 
member, a registered user must request membership by clicking the "Join Group" link on the "Browse 
Groups" page or on the group page. You will receive email notification upon approval of your 
membership request by group owner. 

 Private (Listed) - The Group is listed publicly. The content is accessible by members only. When you 
click the group name or the "Join Group" link, the "Request Membership" window pops up. Provide a 
reason for access in the message text box and click "Request Membership" button request. An Email 
notification will be sent on acceptance to the group. 

Private (Unlisted)- The group is NOT listed publicly and its content is accessible by members only. Users 
must be invited to join via email or added to the group by the group owner. 

Group Type 
Listed 
Publicly 

Contents 
Available to 
Public 

Membership 
Approval 
Required   

Joinless 
  

Default N / A 

Public 
(open)   

Not required. Join group to perform 
certain tasks restricted to members only 

X 

Public 
(closed)   

Required. Join Group to perform certain 
tasks  

Private 
(listed)  

X Required. Request membership 
 

Private 
(unlisted) 

X X 
Receive an invitation or be added to the 
group by the owner 

N / A 

 
 

More information on Groups 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://community.apan.org/support/w/knowledge/groups.aspx
https://community.apan.org/cfs-file.ashx/__key/CommunityServer.Wikis.Components.Files/help/5611.check-mark.jpg


 

9.0 Blog 
 
What is a Blog?  

• A way to quickly and easily create webpages/articles on your Group 
• Usually maintained by an author or small Group of authors  
• Used to create regular entries of commentary, descriptions of events, news, or opinions  
• Entries are displayed in reverse-chronological order 
• One-to-many communication 
• Often used to relay Group announcements 
• Readers can subscribe via email or RSS 
• Readers can favorite, rate, and comment on each blog post 

 
Blog Terms 

• Blog - Short for Web Log – a way to quickly publish to the web 
• Blog Post - An entry in a blog 
• Comment – A short snippet of text under a blog post left by a blog reader 
• Publish - To release a blog post to the public 
• Subscribe – Receive new blog posts automatically in your email inbox or RSS reader 
 

 

Create a blog post 

By default, only group owners can create blog posts.  

In some cases, group owners will allow group members to publish blog posts.  If you have the necessary 
permissions you can use the following steps to create a new blog post. 

1. Navigate to the page where a blog is located 

2. If you have permissions to write blogs, you will see a New Post on the right side of the screen. Click 
this button to begin creating your blog post. 

 

3. Enter a title for your blog in the Title text box. The title is what will appear on the blog main page with 
a link for users to click on to read the full post. 

 

4. Enter the text for your blog in the text editing area shown below.  

https://community.apan.org/cfs-file.ashx/__key/CommunityServer.Wikis.Components.Files/help/0268.blog_5F00_newPost.jpg
https://community.apan.org/cfs-file.ashx/__key/CommunityServer.Wikis.Components.Files/help/1004.blog_5F00_title.jpg


 

 

5. Add any appropriate tags for your blog. Tags are labels or categories for content that can be used to 
link similar content or to search for content. 

 

You can create your own tag for your blog or choose from a list of tags already created by clicking the 
Select Tags button. 

 

After you have checked the tags you'd like to add from this list, click the OK button to return to the 
blog editing screen 

6. Geo-tag the post - See Inserting a Geo-tag How-to 

7. To publish your blog and make it viewable to all group members, click the Publish button.   

 

More information on Blogs 

 
 
 
 
 
 

https://community.apan.org/apan/w/help/inserting-a-geo-tag/edit.aspx
https://community.apan.org/support/w/knowledge/blog.aspx
https://community.apan.org/cfs-file.ashx/__key/CommunityServer.Wikis.Components.Files/help/2465.blog_5F00_addText.jpg
https://community.apan.org/cfs-file.ashx/__key/CommunityServer.Wikis.Components.Files/help/1727.blog_5F00_Tags.jpg
https://community.apan.org/cfs-file.ashx/__key/CommunityServer.Wikis.Components.Files/help/1565.blog_5F00_AddTags2.jpg


 

10.  Forum 
 
What is a Forum?  

•  A way to have an online discussion between Group members 
•  Usually maintained by a moderator or small Group of moderators 
•  Used to create discussions on your Group  
•  Users can create discussion topics or ask questions 
•  Other users can respond to discussions or answer questions 
•  Open communication between all Group members 
•  Users can subscribe via email or RSS 
•  Users can favorite, rate, and respond to any forum thread 

 
Forum Terms 

•  Forum – Online discussions, message board, Q&A, or RFI 
•  Thread – A group of forum messages focused on one topic 
•  Reply – A response to an initial forum post 
•  Subscribe – Receive Replies automatically in your email inbox or RSS reader 
 

Creating a New Forum Post 
 
Before you create a new forum post, make sure that the subject matter has not been posted to avoid 
redundant posts and confusion.  

To begin a new forum post, do one of the followings to launch the content editor: 

1. From the Forum page - Click the "New Post" button and select the appropriate Forum [if more than 
one Forum has been created] from the dropdown list. Or, click the "Start a New Thread" link as shown 
below 

 
 
2. From the home page -  Click the "New Post" button then select forum among other applications [if 
enabled] such as Blog, Media Gallery/Files, and Wiki from the dropdown list. 

 Subject - Enter a subject title for the forum thread. 
 Descriptions - Provide the descriptions/details for the subject. 
 Tags - Enter keyword(s) to your post to enable search by tags 
 Geotagging - You may elect to provide the geographic information of the post here. 

The geotagged post will appear on the map viewer represented by a marker if it is enabled by 
group owner.  



 

 Email me Replies to This Post - Make sure that your private email is provided [in the Settings 
page] in order to receive notifications such as this.  

 Post - save and post the thread 

 
 
Please note: If forum moderation is turned on for this forum, the post will not be published until it was approved by the 
group owner. An informative message will be displayed after clicking "Post", "You have posted to a forum that requires a 
moderator to approve posts before they are publicly available. If the administrator has configured this forum to support 
email notifications you will receive an email when your post is either approved or denied (if you have emails enabled in your 
profile)." 

Replying to a Forum Post  

Provide a reply in the text box below the forum post then click "Reply" to post the thread. See Figure 3. 



 

 
 
If you want to specify which thread you were replying to (to differentiate between the reply made to the 
post and the one made to the other "responses"), simply click the "Use rich formatting" link to launch 
the content editor where you can reply by way of quotes. Click the "Quote" link then enter your reply in 
the content editor as illustrated below. 

  
 

More information on Forums 

https://community.apan.org/support/w/knowledge/forum.aspx


 

11.  Media Gallery 
 
What is a Media Gallery? 

 A simple way to upload and download files to your group 

 Reduces the need to email multiple document versions with a team 

 Each document has a unique title, description, and link 

 Add multiple media galleries to manage your files 

 Subscribe to media galleries 

 Leave ratings and comments 

Media Gallery Terms 
• Gallery  - A collection of files on APAN 
• Post – How to add a new file to a gallery 
• File Title – Add a title to each file you post 
• File Description – Add a description so users know what the file is about 
• Tags – Add tags to make your file searchable 
 

 
Upload a file 
 
1.  Navigate to the Media Gallery where you wish to upload a file, hit the New Post button at the top 
right 

 
2.  Find the file you wish to upload, add a title, add a description, add tags, and then hit the "Post" 
button at the bottom 



 

 

Upload multiple files at once 

If you add multiple files at once you will not be able to add a Title, Description, and Tag during the 
upload process.  To do so, you must go back into each file individually once uploaded. 
 
1.  Navigate to the Media Gallery where you wish to post files and click on "Quick Upload" on the right 



 

 

 

2.  Click on "Browse" find the files you wish to upload - hit shift and select multiple files to add more 
than one.  Hit "Open", as the files upload they will appear with the green text next to them that says 
"Uploaded" 

 

3.  Hit "Save" and the files will be added to the Media Gallery 
 
Edit a File 

1.  Navigate to the File you wish to edit and click the "Edit" link on the right hand side 



 

 

 
2.  Edit the Title, Description, or Tags and click "Save" 

 

Download a File – Click on the Green arrow on the bottom right corner of any file 

 
 
More information on Media Galleries 

https://community.apan.org/support/w/knowledge/media-gallery.aspx


 

12.  Wiki 
 
What is a Wiki? 

• Enables multiple members to edit a web page  
• Can be edited by a single user, multiple users, or the entire group  
• Edit the contents of the page using a Word like editor 
• Review the document’s edit history and revert back to an older version 
• Create a table of contents for all wiki pages 

 
Wiki Terms 

• Wiki Pages – Allows users to create and edit interlinked web pages via a web browser 
• Comment – A short snippet of text under a Wiki page  
• Publish - To release a wiki page to the public 
• Subscribe – Receive an email every time a Wiki page is updated 
• History – View all changes made to a Wiki page 
• Parent Page – The main Wiki page  
• Sub Page(s) – Exist under or within the Parent Page 
 

Add a Wiki Page/Article 

1. Click the New Post button. 

  

2. Give the Page a Title, specify a parent page (optional), and body. 

 

3. Click Save 

  

https://community.apan.org/cfs-file.ashx/__key/CommunityServer.Wikis.Components.Files/help/0268.blog_5F00_newPost.jpg


 

Edit a Wiki Page 

1. Click the Edit tab. 

 

2. Edit either the title, parent page, or body. 

3. Click Save. 

Compare Versions 

1. Click the History tab, 

 

2. Check two versions you want to compare. 

 

3. Click Compare Versions. 

4. The page that will be displayed will indicate inserted text in green, and deleted text as struck through. 



 

 

 

More information on Wikis 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://community.apan.org/support/w/knowledge/wiki.aspx


 

13.  Calendar 
 
The APAN Calendar allows Group Owners to display events happening with their group and allows 
members to view and RSVP to events, view a location for the event, see who the organizer is, and what 
other members are attending the event.   

By Default, only Group owners can create, edit and delete calendar events.   

 
Calendar View 
 

 
 
Event View 
 

 
 



 

1. Event Information – View the name of the event, the date, and the time the event will occur 
2. Event Details – See When, Where, Organizer Name, Tags, and Attendees for the event 
3. Location – See where the event is taking place on a Map 
4. Event description – Read more about the event 
5. RSVP for the event – Tell the event organizer if you are able to attend, how many guests you will 

bring, and leave a comment 
6. Event Bookmarks – Add the event to your Favorites and export the event to your Outlook 

Calendar 
7. Leave a comment  

 
How to RSVP 
 

 
 
To RSVP for an event, click on the radio button for your response, include a number of guests that are 
attending, and leave a comment for all the group members to see. 
 
 
 
More information on the Calendar 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://community.apan.org/support/w/knowledge/calendar.aspx


 

 
14.  APAN Support 

 
Now that you know the basics of using APAN, take the following next steps: 
 

 Explore the APAN Knowledge Base for more detailed articles  
o https://community.apan.org/support/w/knowledge 

 Read and subscribe to the APAN Support Blogs 
o https://community.apan.org/support/b/ 

 Be active in the APAN Support forums  
o https://community.apan.org/support/f 

 Explore the APAN University and enroll in training classes 
o https://community.apan.org/support/p/apanu.aspx  

 Browse the APAN University Library 
o https://community.apan.org/support/p/library.aspx  

 Find and connect with colleagues 

 Start creating and adding content to Groups 

 Share information and collaborate online 

 APAN email support: support@apan-info.net 

 APAN help desk: 808-472-7841 (Monday – Friday from 0700 – 1700 HST) 
 

https://community.apan.org/support/w/knowledge
https://community.apan.org/support/b/owners/
https://community.apan.org/support/b/owners/
https://community.apan.org/support/f
https://community.apan.org/support/f
https://community.apan.org/support/p/apanu.aspx
https://community.apan.org/support/p/library.aspx
mailto:support@apan-info.net

