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Setting up the application

1. Start the Martus application.
2. Typeausername. Enter a password using the on-screen keyboard. Click OK and then enter both
again to confirm them. Remember them, and keep them private.
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S B (& o} E F G H | J K 155 1l
Q P R 5 T u W W X b4

a 4] C d e f g h i i k | ]

n [u]} 4] Qo r = t u W b b4 y z
Passward 1 2 & 4 5 B 7 g 9 0 + =

! @ # i £ & & % [ ) _

[ I { ; = = : : 7 | "

Space | Back Space
Swvitch to using regular keyboard ‘

|English e Cancel

Multiple Martus accounts can exist on the same computer. Click the New Account tab in the Martus Signin dialog
box to create additional accounts; click Restore Account to restore accounts from backup key files.

3. Enter contact information for yourself or your organization.
4. Choose Server > Select Martus Server, enter the | P address, public code, and
magic word for your server.

i Server Co nfiguration

Setrver hame or IP address: |22.222.2.222

Server Public Idertification Cocle: |2222.2222.2222.2222.2222|

(024 | Cancel ‘
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Creating bulletins

1. Click Createto start anew bulletin.

2. Tomaketheentire bulletin private, select Keep ALL Information Private.
3. Enter ashort, descriptive title for the bulletin.

4. Typeasummary and detailed information about the incident.

i3 create Bulletin E@E|
| ) Public Information o
El

E| Keep ALL Information O

Private

El Language English M

= author IJUE User ‘

E| Organization |Human Rights NGO ‘

= Title | \

= Location | ‘

= Keywards | ‘

= Date of Event

O ExactDate @ Date Range
Jan w14 v[ooor v - lan w20 vaoor ]
= Date Created
| Surmrmary ~
b ]
= Details ”~
X b

[ Save Sealed ” Save Dratt “ Cancel ]

5. Attach supplementary files, such as photos or media reports.

Mame
prison report.doc

Size(kh)
[t |

Aftachments

[ Add Attachrnert ” Rermove Attachment ]

6. Enter private datain the Private Information section. Attachmentsin the Private Information are also private. A red border
indicates datais private.

@ Private Information

= Private

= Attachments

[Three individuals fram the organization spoke with me on the condition of anonymity. They provided additional phatos, which provide evidence
hat the event actually occurred. These photos are attached here

v
Mame Size(kh) ||
|phato? jng 103
|phato2 jpg 7
[photo3 jpg ]

I Add Attachment H Remave Attachment l

7.  When you're done, save the sealed bulletin or saveit asadraft. When you connect to the server, al saved bulletins are
automatically sent.
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Managing bulletins

Organize your bulletins in folders—use the default folders or create your own.
The selected bulletin is displayed in the preview pane.
Thelist of bulletins in the selected folder is displayed.

i martus Human Rights Bulletin System

File Edit Folders Serer Options Tools Help

Create Modify Search Print

Bulle Sent | Date of Event | Title Last Saved
|| Discarded Bulleting (1) Yes Office ransacked 0950472007 10 A
1 Search Results (2) Sealed Yes 007 14:
| Retrieved Bulleting (4) Draft  [Yes idnapped officia
1 prison incidents (5 Sealed [Yes |08/02/2005 Activist disappears - approved Joe User 097282005 12:25
Sealed [Yes |MM1E/2005 Journalistjailed Joe User 020152005 11:47
Sealed [Yes |01/01/2004 Computer stalen Joe User 06f11/2004 09:09
|- Header | &
Eulletin Details...
LastSaved | nej26i2007 14:11 |
Version | 5 |
Headguarters 1 Headguarter account(s) can view this private information
@ Private Information 1
= Keep ALL Information Yes
Private
E] Language English
= Author poe User |
E] Organization |Human Rights NGO |
:J = i 4 “
Title I\/|Ilagers killed -- updated | 2

Ready

Todiscard abulletin, choose Edit > Discard Bulletin.
To delete a bulletin from the computer, delete it from the Discarded Bulletins folder.
To create a new folder, choose Folders > Create New Folder.

To copy a bulletin, select it, choose Edit > Copy Bulletin; then select the new folder and choose Edit > Paste
Bulletin.
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Finding the bulletin you need

To search for bulletins on your computer, click Search.

1. Enter theterms (e.g. words, dates) you want to search for.
2. Youcanuse"“or” to broaden or “and” to narrow your search.

To retrieve bulletins from the server, choose Server > Retrieve My Sealed Bulletins or
Server > Retrieve My Draft Bulletins.

1. Check each bulletin you want to retrieve.
2. Click Preview to see the contents of the selected bulletin.

3. Click Retrieve to download bulletins to your computer.
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