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INTRODUCTION

1.

This User’s Manual supports users of innovative.ideas.mod.uk to manage their contact details and
password.

This User’s Manual has been written based on the assumption that the reader has visited the
Defence Suppliers Research Information Portal to access and understand the proposal submission
process used by Centre for Defence Enterprise (CDE) and is familiar with the associated commercial
terms and conditions. In summary the most relevant pages are:

a. Why I Need An Account. Opening and operating an account is the most efficient way of
submitting research Proposals to MOD.

b. Terms of Business . A user will not be able to submit a Proposal unless acceptance of the
terms and conditions are acknowledged during the online submission process.

¢. Submitting a Proposal. Proposal guidelines present an overview of the process and
contain useful information about preparing to submit a proposal; and what to expect
after a proposal is submitted.

d. Proposal Example. A worked example of a proposal is available to help users appreciate
the nature of the document received by MOD and the assessment community after the
proposal is submitted.

The User Manual references other manuals that are located on innovative.ideas.mod.uk and these
are:

a. Account Manual. This explains how Single User and Multi-user accounts can be operated
and maintained; and how business links are maintained between the account Authority
and MOD.

b. Proposal Manual. This contains the detailed instructions required to structure ideas and
submit proposals to MOD.

The instructions in this User’s Manual are relevant to Enterprise Accounts that have been
registered as either Single User or Multiple Users operation.
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USER TASKS

5. ‘User Tasks’ is one of three task areas on the User’s home page after a successful ‘Log In” has been
achieved. Information relating to Proposal generation and Account registration can be found in the
Proposal Manual and Account Manual respectively. The ‘User Tasks’ task area is the same for all
Users and is shown below...

science | innovation | technology

4

MINISTRY OF DEFENCE

Al User: su2@gmail.com - Enterprise Authority

EditUser Details /a Opportunity Development Edit Account

Change password

. Proposal Manual (pdf) AccountManual (pdf)
User's Manual (pdf)
(6 |

Thisisthe' Us e r taskarsak s

Quzmll\A Key:

a =Point of relevance

6. Points of relevance on the “Centre for Defence Enterprise Portal” graphic are-
Point # Description of Point of Relevance
1 Centre for Defence Enterprise Portal is the name of a User’s home page.
5 ‘User Tasks’ is the task area through which contact details of the account user and the
user’s and password are managed.
3 The ‘Edit User Details’ link opens a form in which the user’s contact details can be edited.
See the Editing User Details section in this manual.
4 The ‘Change Password’ link opens a dialogue box in which the user is able to change the

password for the account. See the Change password section in this manual.

5 The document you are reading now can be downloaded from the ‘User’s Manual (pdf)’ link.

Select the ‘Log out’ button to instantly log out from the account.
Important Information About Log Out
A user must always log out when leaving the session unattended, even for short

6 periods of time.
9 A user will be automatically logged out if there has been no keyboard activity for 30
minutes.
7 The username and account privileges of the current User.
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EDITING USER DETAILS

7. The ‘Editing User Details’ form is accessed by following the ‘Edit User Details’ link from the User
Tasks task area. The editing user details form looks like this...

User: suz@gmail.com - Enterprise Authority

Mr
Second

Single-user

suz @gmail.com
2 ;|

House
Street

Town

County
QW1 1Wa
0123456789
0987654321
4 5
8. Points of relevance on the “Centre for Defence Enterprise Portal” graphic are-
Point # Description of Point of Relevance
1 All of the fields shown on this form can be edited by the user.
The domain name is not in a field and cannot be changed. A user wishing to change the
2 domain name for an account should contact the Centre for Defence Enterprise. See the

Help & Support Section in this manual.

The ‘Pre-fill Head Office Address’ check box can be checked to automatically populate all
fields with the same details that were used to register the Account. For users who wish to

3 have contact details that are different to those of the account the box should be unchecked
and the fields should be populated with additional contact details.

4 Selecting the ‘Save’ button causes the details in the form to be saved and the user is
returned to the Home page.

5 Selecting the ‘Cancel’ button causes the details in the form to remain unchanged and the

user is returned to the Home page.
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CHANGE PASSWORD
9. The ‘Change password’ dialogue box looks like this...

User: su2@gmail.com - Enterprise Authority

Apassword must contain at least one non-
alphanumeric character (*#$ etc)), and be at least

ten characters in length and is case sensitive.

'@

| Change Password | Close
(6]

10. Points of relevance on the “Change Password” graphic are-

Point # Description of Point of Relevance

The ‘Change Password’ dialogue is mandatory for new users of the Centre for Defence
Enterprise Portal and when a new password has been supplied in response to request for
new password. ‘Change Password’ can be accessed by a user at any time by following the
1 ‘Change password’ link from the ‘User Tasks’ area on the Home page.

See the Security section in this manual.

Each user MUST ensure that their password is 10 or more characters long and contains at

2 least one of these characters 1 £$S% A& * () _+[{]}@~" #>,/?-|\

3 The current password must be known to change the password. See the Security section in
this manual.

4 The new password must be typed in twice. Copying the text entered into the ‘New
Password’ box and pasting into the ‘Confirm New Password’ box will not work.
Selecting the ‘Change Password’ button instigates the change to the password and the user

5 is returned to the Home page if the update has been successful. An email is sent to the
user’s registered email address to confirm a change has taken place. The email does not
contain the new password.

6 Selecting the ‘Close’ button causes the details in the form to remain unchanged and the

user is returned to the Home page.
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GENERAL GUIDELINES

11. This section contains useful tips relating to the operation of a ‘Centre for Defence Enterprise Portal’
account.

SECURITY
12. The password for an account must be changed when
a. A system generated password has been sent and received via email.
b. The user suspects that the password’s confidentiality has been compromised.
13. The password and username for an account must be used by a single individual and not shared with
a third party.
14. The user name and password for an account must not be sent over the internet — even if the
communication is between two accounts owned by the user.
15. If a user clicks to indicate a password has been forgotten on the Log in screen and a system

generated email is NOT received within 60 minutes then the Centre for Defence Enterprise should
be informed WITHOUT FURTHER DELAY.

INFORMATION INTEGRITY

16. The nature of internet technology is such that when using web forms information loss can occur for
many reasons. Several steps can be taken to minimise information loss and here are a few
suggestions

a. NEVER use the back button on your browser to navigate between ‘Centre for Defence
Enterprise Portal’ pages.

b. NEVER allow a session to time out due to 30 minutes of keyboard inactivity

c. Make frequent use of the Add and Save controls provided on the web forms used to
capture Proposal and Account information. These controls are described in the Account
Manual and the Proposal Manuals respectively.

d. Never type information into the ‘Centre for Defence Enterprise Portal’ pages that is not
accessible from an alternative source.

e. Take time to become familiar with the delete options because deleted information
cannot be recovered.

Proposal Manual

© Crown Copyright 2008 Page 7 of 8




To manage contact details and passwords when

using the Centre for Defence Enterprise Portal.

Innovative.ideas.mod.uk

User’s Manual

HELP & SUPPORT

17. If there are questions regarding security or information integrity then please contact the Centre for
Defence Enterprise. Contact details are provided below for readers who are not currently on-line.

Internet:

Email: science@MOD.uk url: http://www.science.mod.uk/Engagement/enterprise.aspx
Telephone:
01235 438 455
Address:

Centre for Defence Enterprise

Start Electron

Fermi Avenue

Harwell Science and Innovation Campus
Harwell, Oxfordshire

0OX11 0QR
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