
1.  Viewing the PlanningDSS.com Home Page 
 
Upon entering PlanningDSS.com, you will see a short welcome message, a 
place to enter your Username and Password, a menu bar at the top, and the 
footer full of information at the bottom.   
 
The menu bar at the top contains links that are very useful for navigating 
through PlanningDSS.com.  Before you log in, however, only two links will 
work:  Help and Credits.  The Help link contains information on using 
PlanningDSS.com, while the Credits link has information about the design 
and designers of the website. 
 
The footer at the bottom of the page contains information about the owner of 
the website, an e-mail address where you can direct questions about the site, 
a disclaimer and also a privacy statement. 
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2. Logging into PlanningDSS.com 
 
Upon entering PlanningDSS.com, you will be greeted with a short welcome 
message, as well as the area to input your Username and Password.  Type in 
the Username and Password given to you by the Planner, click the “Login” 
button, and you will be directed towards your personal PlanningDSS.com 
topic page.  If you encounter any difficulties, or misspell your Username or 
Password, click the “Reset” button to clear the information you have typed.  
You can than proceed to try to Login again. 
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3.  Logging out of PlanningDSS.com 
 
Whenever you are done using PlanningDSS.com, and wish to log out, 
simply place your mouse over the “File” option in the Header menu, and 
click the Logout option.  You will then be logged out of the website, with a 
link placed on the screen if you wish to log in again.  It is recommended that 
if you are done using PlanningDSS.com, to completely exit out of the 
browser. 
 
 

 
 

 

Click this button to 
Log Out 

Place mouse over to 
display links 

Click to log back in 



4.  User Profiles 
 
After getting a membership to PlanningDSS.com, you have the opportunity 
to create your own User Profile!  To complete your own profile, start by 
placing your mouse over the Tools link the header menu, and click on the 
Profile link. 
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The Profile link will bring you to the Profile page, which contains your 
personal information.  This information can be edited by you, and saved at 
any time you wish. 
 
To enter your First Name, Last Name, Email, and Biography, simply enter 
the text you wish into the text areas.  To insert a picture, you may click the 
“edit picture” link.  This will take you to a page that will guide you through 
creating an image to place in your profile.  Once you are done making all of 
the changes, simply press the “Save Changes” button at the bottom and your 
profile will be ready to view.  If there are any problems with the additions or 
changes you have made, a message will tell you what the problem was, and 
how to fix it properly. 
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After clicking the “edit picture” link, you will be brought to a page with 
instructions to properly upload a profile image.  This page contains 
information on what the properties of the image you upload need to be. 
 
To choose a picture with the given specifications, or to choose a picture you 
have edited to meet the specifications, click the “Browse…” button to select 
an image to upload.  Find the picture you wish to upload on your computer, 
and press the “Okay” button.  You can then click the “Upload Image” 
button. 
 
If your picture meets the guidelines, then it will be inserted as your profile 
image.  If it does not, an error message will be displayed to you giving you 
the reason why it did not meet the specifications.  After fixing the unmet 
specifications, you can then try and upload your image again.  After your 
profile image is uploaded, be sure to click the “Save Changes” button to 
successfully save your profile. 
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5.  Changing your Password 
 
While your password will be set initially, it is possible to change your 
password at any time.  To do this, simply go to the header menu, place your 
mouse over the “Tools” link, and click on “Password Change”. 
 

 
 
This will bring up the Password Change window.  To change your password, 
enter in your old password once, and the new password you desire twice, 
and click “Change Password” button.  Your password will now be set to 
your new password, and you will be provided with a link to go back to your 
home page. 
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6.  Viewing Users 
 
The PlanningDSS.com tools menu also allows any user to view all of the 
users of the system.  This can be done by placing your mouse over the 
“Tools” link in the header menu, and then clicking on “Users”. 
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After clicking on the “Users” link, a list of profiles of PlanningDSS.com 
users will be displayed.  This can be helpful in getting to know what kind of 
users are involved with PlanningDSS.com, or possibly to get e-mail 
addresses to contact other users. 
 

 
 
 
 
 
 
 
 
 
 



7.  Viewing Topics 
 
After successfully logging into your account at PlanningDSS.com, your 
home page is displayed, which lists all Planning Topics you are associated 
with, and related information.  To view information on a topic that you are 
associated with, click on the “view” link on the right-most column of the 
table. 
 

 
 
This link will take you to the description page of the planning topic, which 
displays all of the information you need to know about that topic. 
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After clicking the “view” link for a specific Planning Topic, you will be 
brought to that topic’s description page.  This page explains the topic, the 
decision question(s) that pertain to the topic, the Alternatives for the 
Decision Question, and the criteria that each Alternative will be rated on. 
 

 

 
 
To the right of each element in the description is a link titled “Comments”.  
This link will open a small window where you can submit a comment on a 
particular element you have decided to comment on. 
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