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About the CIRCABC Leader Guide

Objective
This guide explains the actions Interest Group Leaders (1G Leaders) may perform in order to
successfully manage the users, the services and the contents for their Interest Groups.

Audience

This Guide is intended for:

- Interest Group Leaders

- Interest Group members who have been granted administrative rights
on any service

Administrator
Administrator of a Administrator of a Administrator of a
CIRCABC catagory CIRCABC category CIRCABC catagory
Interast Group Interest Group
Leadear Leader
15 Member

CIRCABC responsihilitiestree

|G Leader access profile or administrative rights can be granted by:
v" An Administrator of your CIRCABC Category;
v" Another Leader of the Interest Group.

Structure

This guide complements the OSS CIRCABC User Guide and focuses on features specific to
Interest Group Leaders.

First-time leaders and users are warmly advised to consult the OSS
CIRCABC User Guide at https://circabc.europa.eu/w/browse/5b627009-
6le7-4d9e-8c8a-689a33ac8955 first. The OSS CIRCABC User Guide will
help you to better understand users' needs by describing what the
members of an Interest Group can do.
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https://circabc.europa.eu/w/browse/5b627009-61e7-4d9e-8c8a-689a33ac8955

OSS CIRCABC 3.6 Leader Guide
Version of 08/08/2014

First-time Leader

The administrator of a CIRCABC Category and Interest Group Leaders can assign the
‘Leader’ profile to members of the group.

Responsibilities of Interest Group L eaders

The responsibilities of Interest Group Leaders include:
Presenting the Interest Group viathe Information Service
Managing visibility and permissions
Managing users and profiles
Processing requests for membership
Managing services
o Library — spaces and contents
0 Newsgroups - forums and moderation
0 Eventsand meetings
e Setting IG default Notification status
e Assisting members with issues

Creating a new I nterest Group
An Interest Group (1G) belongsto a CIRCABC Category (a set of 1Gs).

An Interest Group is a private wor kspace shared by a community of users and is characterized
by agroup of users (potentially unlimited), a set of services (Library, Members, Events,
Newsgroups, etc.) and a series of contents.

Interest Groups are created by Category Administrators after receipt of the following
information:
e Name of the group: A short name that appears in the navigation bar to and within the
group. It should be as short as possible (acronym, for instance). ex.: InfoHub
e Titleof the group: long name of the group which is displayed on the Category's page.
Ex.: "CIRCABC — Information Hub"
e Atleast one Leader: this Leader may invite other Leaders after the group has been
created.
e Optionaly: Light description (visible on the Category page) and description (Visible
inthe IG page)

Brief overview of Services

Information: The place where leaders can host their website which can be visible to invited
usersonly or to everyone.

Library: the place where documents are stored

Members: lists the members of the Interest Group

Events: for scheduling and notifying events and meetings
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Newsgroups: participate in or create discussions through potentially moderated forums.
Administration: management tools for the Interest Group and each individual service

Category
v
_— .
{H Interest Group
N ,:’
¥ v ¥ h 4 ¥ h
Information Library Members Events Newsgroups Search

Overview of the |G Services

B Information
B Library

B pembers

B Evants

[ Mewsgroups
P 2 driniztration
? Search

| (Ge]

"% Advanced Search

Services can bereached from the Interest Group main menu

Interest Group Access and Visbility

L eaders decide whether an Interest Group (or apart of it) is made public or reserved for
membership.

When Interest Groupsare created they are only visibleto and accessible by their
member s. Leaders can change this default status in the 'Administration’ service:

v" Loginto CIRCABC and enter the Interest Group
v" From the Main page of your Interest Group, Click Administration > Access profiles
v" Change setting to 'Enabled’

Public/ Registered Access Control
-

A

Public access to the Interest Group 'Infohub' is currently: Enabled 5%

Registered access to the Interest Group 'Infohub’ is currently: Enabled S
—
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"Public' access means that anonymous users (those not logged in) will see the title and
description of the Interest Group They will not see the content.

'Registered" access means that users logged into CIRCABC will see thetitle and description
of your Interest Group. They will not see the content but they can apply for member ship.

Potential members will not be able to see the Interest Group until it has
been made visible to 'Registered users' or 'Public’. Consequently, they will
not be able to apply for membership and will need to be invited by a
Leader.
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User Management

Obtaining a user name and passwor d is a prerequisite to becoming a member of an Interest
Group. Information on how to register to CIRCABC can be found in the OSS User guide
After the CIRCABC account is created, L eaders can invite the user to join their Interest
Group and the user can request to join Interest Groups.

Interest Group Leaders assign an access profile to each member of the group.

Access Profiles and Roles

About access profiles

Each access profile consists of aset of rights (permitted actions) on each of the various
Services.

A CIRCABC user may have membershipsin several Interest Groups. Userswill have a
separate and unrelated access profile for each Interest Group.

Here are some examples of standard profiles:

Leader: Administer all services of the Interest Group.

Author: Create, edit and delete contents (but may not delete the contents uploaded by other
members); read and post news; view the membership list.

Secretary: Administer the service 'Members’; not authorised to view the Library.

Access: Read and download from the Library; read posts on the Newsgroups; view the
membership list.

Besides the standard profiles above, there are two additional ones:

Registered: Users who have registered and can apply for membership. An Interest Group
Leader can allow access to the contents.

Public: The public users (‘guests) have no username and cannot apply for membership. An
Interest Group Leader, however, can set limited rights for public users.

Other custom profiles can be added as necessary.
About roles

Roles are the smallest components of access profiles. They are simple permissions. Each
access profileincludes onerole per service.
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Thetable below liststherolesfor the Library:

No-access: Cannot view contents

Access: Read only; Download contents and their properties

Edit only: Edit any content item; cannot create or delete any contents

Manage own: Create, edit and delete own contents; Read the documents created and
managed by other members.

Full Edit: Create, edit and delete own contents; Edit any content of other authors.
Administer: Manage the Library

No Access
Access
Edit only
Manage own
Full Edit
Administer

How to manage access profiles

Define a new access profile

From the |G main menu:
ADMINISTRATION > Access profiles

From any other administration page:
Go to Interest Group Administration Page > Access profiles

'g.ﬁ.ccess Profiles

Choose Create access profile.

Wiy Create Access Profile Fryer an aecess profiletitie and click Add to list. Then specify the role
for each service:

10
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©Q Create a new Access Profile
@' Edit the access profile and click Finish to create it.

1. Specify profile titles

English * Profilel

Please to specify at least one Access Profile title.

2. Specify profile permissions
Service Permission
Information  Manage Own ~
Library Administer -
Directory Manage Members ~
Events Access -

Newsgroups No Access -

11
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Multilingual profiles

CIRCABC has been designed to alow usersto work in their preferred European Union
official language. Please refer to the 'Manage multilingual editions' section of the OSS OSS
CIRCABC User Guide for more details.

To add amultilingual profile, enter the profile name, select the language from the left-hand

list then click 'Add to list'. Repeat this step for each new linguistic version. Once the profile
name has been entered in al of the preferred languages, complete this step and confirm the

choice by pressing 'OK".

Library

QQ Create a new Access Profile
Edit the access profile and click Finish ta create it,

1. Specify profile titles

| Bulgarian - || |[ Add to Lisgt ]

Language Mame

de Prafile mﬂ
&n Prafile2 mﬂ
fr Profilz i

2. Specify profile permissions

Service Permission

InFarriation
Directory

As the profile is visible only for leaders it's not necessary to add a
multilingual profile. Only the English version will then be visible.

M odify an access profile

Interest Group administrators may:
v Change profile roles
v Delete/add trandated titles

From the |G main menu:
ADMINISTRATION > Access profiles

From any other administration page:
Go to Interest Group Administration Page > Access profiles

'g.ﬁ.ccess Profiles

12
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Change profile roles

Click "Access profiles to open the page with a table where the profile roles (including those of
|G leader) can be edited. -
The roles (permission levels) can be edited for each service by clicking the edit icon @'

Profile Name Information Role Library Role Directory Role Event Role MewsGroup Role  Actions
IGLeader Administer Administer Adminisker Adminisker Administer ,& l‘f’ _,:'}
Secretary Mo Access Mo Access Manage Mernbers ACcess Mo Access & l:}’ _4"}
Access Access HArcess Arcess Arcess Access ‘ﬁ :}’ _‘,:}
Profill Manage Cwn Adrinister Manage Members Access Mo Access ,& l‘f’ _,:'} ]rri_‘
Profilez Adrninister Manage Cwn Aiocess Mo Bccess Mo Bccess & l‘f’ _4"} ﬁ_

Note: For the Library the profiles'Guest' can only be set to either ‘Access (ableto see
content) or 'No Access' (not able to see content). The profiles 'Registered' can get 'Access and
Post'

Registered Access Access Mo Access Mo Access Mo Access

& &p

Guest Mo Access Mo Access Mo Access Mo Access Mo Access

'‘Access profile' is aso the page where Interest Group visibility can be set for Registered and
Public users.
Public/ Registered Access Control

Public access ta the Interest Group "ZIRCABS Leader 09-12' iz currently: Disabled ::>

Fegistered access to the Interest Sroup "W“IRCABC Leader 09-12" i currently:| Enabled %

Delete/add translated profile titles

Click "Access profiles to view thelist of the profilesin the interface language.

Click theicon & at the end of the profile row.

In the area called 'specify profilestitles delete existing translations or add new linguistic
Versions.

@ Edit the Access Profile 'Secretary"
Edit the access profile and click Finish to apply changes.

1. Specify profile titles

Press this button

Frermch | |sacrétaire

Language Mame

ron

&n Secratary [

Delete an access profile

Profiles which have not been allocated to any user can be deleted.

13
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In the example below, the profile called 'Profil1' has not been assigned to anyone while at
least one member has been granted the 'Access' profile.

As a result 'Profil1' can be deleted (denoted by the trash can action icon) whereas 'Access
cannot.

The profile called 'All_CIRCA_Users cannot be deleted or shared.

ALL_CIRCA_USERS  Access Arccess Mo Access Mo Access Mo Access :
Access Arccess Access Access Access Access g : _2}

- @ @ [y
Profil1 fanage Cwen Adrninizter Manage Members Access Mo Access -g @ 4}

Can any profile be deleted?

- The profiles 'Registered' or 'Public’ cannot be deleted (the 'delete’ icon is
not visible for these).

- Groups must contain at least one administrator. Leaders must ensure
that a different profile offers administer rights for the 'Members' and
'Library' services before the last IG Leader can be deleted.

Inviting users

Any member assigned with either the 'M anage Members or 'Administer’ role for the
Directory service 'Members can invite users and applicants to join the Interest Group.
Administrators can create, modify or delete 'Access profiles.

A user may have member shipsin several different Interest Groups.

Users can be invited in three ways:

v" An authenticated user contacts the |G Leaders through the 'Apply for Membership'
procedure (see 'Apply for Membership' in the 'Participate in an Interest Group' section
of the OSS CIRCABC User Guide)

v Leadersinvite auser on their own initiative

v Sharing agroup of users with other Interest Groups of the same Category.

Invite M ember ship applicants

A would-be member has followed the link 'Join this Group' from the list of available Interest
Groups on the Category home page. The user has completed and submitted the application
form.

For further information, refer to the 'Participate in an Interest Group' section of the OSS
CIRCABC User Guide.

Leaders and administrators of the 'Members' service can view and accept or reject the pending
applications:

From the |G main menu:
ADMINISTRATION > Member applicants

From any other administration page:
Go to Interest Group Administration Page > Member applicants

14
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'ﬁ\dember Applicants

The page 'Application for Membership' displays the list of applicants to be accepted or
rejected. This can be done individually or for all at once.

CircaBC 2= Categorylz Z» Intergroupsls

Q%O Applications for membership

The table below shows the users who have applied For membership on Intergroupil 2 Interesk Group.

@‘ Refuse Al ,;, Accept al

MName & Date & Message Actions
@ Categoryl0 2Z September 2008 Hello, T would be so happy to share lessons of experience with you, Yours J}E’ ,j(
Categoryl0 Faithfully, M Greenyard :;
Page 1 of 1 1

L eader s can opt to accept or refuse member ship requests

Invite a user who hasnot applied for member ship

Anyone who has a username can be invited to join an Interest Group. Potential members
without an account will need to create onein order to be invited. Information on how to
obtain a username and password can be found from the OSS user guide on the CIRCABC
Information Hub .

Leaders can invite users;

From the |G main menu:
ADMINISTRATION > Invite User

From any other administration page:
Go to Interest Group Administration Page > Invite User

@
W Invite User
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Follow the stepsin the 'Invite CIRCABC user' dialog:

v Select the user to invite

v Select an access profile

v Verify that the right profile has been given to the right user

v Optionally, notify the selected user that he/she is now a member of your group.

1. Select the user toinvite:

Insert any part (3 characters or more) of the user first or last name in the 'sear ch' field of the
'Select invited usersand profiles pane.

The same user cannot be invited twice (already invited users will appear in the list with the
comment 'Already Invited').

What if the user I want to invite has more than one account?

- Search the user by domain

- Check with the user on the preferred account

Note: It is strongly recommended that users with internally provisioned
accounts (European Commission, European Parliament, etc.) use these
over externally provisioned accounts.

£

|Eurnpean Commission j

ILe of Search |

Search Results

Sear ching only in the Eur opean Commission domain

Press Sear ch to display the results in the selection box, and select the user to invite:

Step One - Select invited users and profiles

Select new users and associated profiles

General Properties

All CIRCABC Users + | Leo [ search |

Results for 'Lec' in 'all CIRCABTC Users', Clear Results

Leo Reqis {leo, regulus@circa,com)

Userstoinvite

16
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Search for a user by:
v First name
v Last name
v Username
v' Email address (must include the'@' character).

2. Select the access profileto be assigned

Select an access profile from the scroll down list then click Add to list.

Select Profile

Inkerest Group Leader ~

Cantribuktor
Reviewer
Secrekary b

Which access profile?

Once both a user and an access profile have been selected, click Add to List:

#dd ko Lisk

3. Verify that the right access profile has been given to theright user
The page is refreshed to display the user identification and access profile in the name field at
the bottom of the page:

name

|Leu:| Fegis (P.uthu:ur]l| ﬂE

Select new Member

If the information is not correct, click the trash can icon at the end of the 'name (access
profile)' line to remove the selection.

When satisfied that the information is correct, click Next.

Can I select more than one user at a time?

- Yes, you can invite several new users at the same time. Repeat search
user, 'Select Profile' and 'Add to List' as many times as necessary, then
click 'Next'.

17
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4. Optionally choose to Notify new invited user sthat they are now members of the IG.
Step Two - Motify new invited users
Zompose your nokification message

General Properties

Do wiou wank ko send an email ko naokify the invited users?

® ves O Mo

Email message

Subject  |You have been invited to YCompany HomeIRCABC (HavealookjLinguistics' by cl:

Use Template | Select a template.., % [ Insert Template ]

¥ou have been invited to ' fCompany HomeCIRCABC Havealook/Linquistics'  #

Message by claudine claudine.

leareg@circa is invited as Conkribukor W

Choose whether to notify users

By default, the user will be notified, this can be changed by selecting No under 'Do you want
to send an email to notify the invited users?. The message text can be modified.

Bulk user invitation

Interest Group Leaders can invite multiple users (all with existing CIRCABC accounts) in
‘Bulk’ by:

v Inviting users from another Interest Group

v Inviting alist of users

From the IG main menu:
Administration > Bulk user invitation

From any Administration page:
Go to Information administration page > Bulk user invitation

Import from another Interest Group

If aLeader has already invited alarge number of membersto an existing Interest Group and
would like to invite the same users to anewly created group, it is possible to import these
USErs.

The IG Leader of the new group with the permission 'Directory Access to the |G from which
the users will be invited is sufficient to be able to import the users.

1. From the new Interest Group and select the Interest Group with the members that are to be
invited

v' Select Category

v' Select Interest Group with the membersto be invited
v' Usethearrow to add the |G to the right hand box

v" Click Next

18
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Select category: |C]RCABC - Information &amp; training

CIRCABC 1"TEST"

Select Interest group

| -~

EI CIRCABC I

-

"TEST"

Click thearrow to add or remove groups

CIRCABC - Information &amp; training

2. Optionally choose "Create new access profile for each of the selected CIRCABC groups'

[ Create new access profile for each selected CIRCABC groups

Email
AstroClo0@gmail.com
Mounir. MARZOUK@ext.ec.europa.eu

claudine.tayot@ext.ec.europa.eu

Allocate a profile to the new users:

v Select users
v" Choose aprofile
v" Click Update

Bulk operations

Profile
CIRCABC I "TEST"

CIRCABC I "TEST"

CIRCABC I"TEST"

New profile has name of the selected 1G

&

Change access profile: m Update | selected

Remove | selected users

users

Users to be invited

W select/unselect all users

Ig

: CIRCABC 1 "TEST"
f | creaBC 1 TEST®
||| crRess 1 TEST”
; CIRCABC I "TEST"
{|f crRensc 1 TEST
f| cmeasc T TEST®
CIRCABC 1"TEST"
CIRCABC1"TEST"

Group

File

Username
Astrolead
marzomr
ntayotce
MounirTest
popietro
ipmtest
beaurpi

astraccess

Email
AstroCloo@gmai.com
Mounir.MARZOUK @ext.ec.europa.eu
daudine.tayot@ext.ec.europa.eu
marzouk.mounir@gmai.com
pier.beauregard @gmail.com
steven.mai@dialogika.de
Pierre. BEAUREGARD@ext.ec.europa.eu

astroclo6@gmail.com

Notify users [~

Profile
Access
Access
Access
Access
Access
Access
Access

Access

ok @

Already member @

Not ok @

Status Actions
(%] m
o il
Q m
o iil
o il
Q m
° i
o il

19
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Notify users [

Ok @
Already member &
Not ok @

Newly invited users can be notified automatically. Status of each user isdisplayed

3. Click Finish to invite the users

Bulk invite members

1. Download the empty template

Load users from a template file

File: I

Browse... |

Uond [P iy e |

1
2
3
4
g
6
7
g
9

10
11
12
13

N

15
16

17

2. Complete the Excel file

20

A B & D E
username firstname lastname  email profile

Empty template to be completed

O~k WN =

A B C D
username firstname lastname email
beaurpi Pierre Beauregard Pierre. BEAUREGARD@ext.ec.europa.eu
intyrja Janet MC INTYRE
zscheel ZSCHERPEL Elisabeth.ZSCHERPEL@ext.ec.europa.eu
MounirTest marzouk.mounir@gmail.com
tayotcl
marzomr Mounir. MARZOUK@ext.ec.europa.eu
Smith.ben Ben Smith

Completed templateto be uploaded

E
profile
Access
Leader
Leader
Leader
Coordinator

Leader
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Mandatory:
It is compulsory to complete one of the two fields:
Username or email
_firstname lastname _profile
Optionally:
You may complete both:
Username and email
First name, Last name are optional
Profile is optional (Can be assighed later)
If the profile does not exist CIRCABC will create a new one

3. Upload the completed template

Load users from a template file

File:

4. Verify list of users

Users to be invited

L

_,_._,_—,_._

| select/unselect all users Ok ‘;)

Already member @

Not ok @

Ig Group File Username  Email Profile Status  Actions
C:\Users\marzomr\Desktop\__Temp\New members.xis beaurpi Pierre.BEAUREGARD@ext.ec.europa.eu Access [+] m
C:\Users\marzomr\Desktop\__Temp\New members.xls intyrja Janet.MC-INTYRE@ext.ec.europa.eu Leader [+] m
C:\Users\marzomr\Desktop\__Temp'\New members.xls zscheel Elisabeth.ZSCHERPEL@ext.ec.europa.eu Leader [+] m
C:\Users\marzomr\Desktop\__Temp\New members.xls MounirTest marzouk.mounir@gmail.com Leader Q m
C:\Users\marzomr\Desktop__Temp\New members.xls tayotd Claudine. TAYOT@ext.ec.europa.eu Coordinator () m
C:\Users\marzomr\Desktop\__Temp\New members.xls marzomr Mounir. MARZOUK@ext.ec.europa.eu .« m
C:\Users\marzomr\Desktop\__Temp\New members.xis smith.ben Leader m

Ben Smith will beignored: Probably the CIRCABC account does not exist
Thisuser can be deleted

5. Assign missing profile(s)

Bulk operations

Remove | selected users

Change access profile selected users Notify users [

Users to be invited

Ly

M

select/unselect all users ok @

Already member @

Not ok @

Ig Group File Username Email Profile Status  Actions
C:\Users\marzomr\Desktop\__Temp\New members.xls beaurpi Pierre. BEAUREGARD@ext.ec.europa.eu Access [+ ] m
C:\Users\marzomr\Desktop\__Temp\New members.xls intyrja Janet.MC-INTYRE@ext.ec.europa.eu Leader f) m
C:\Users\marzomr\Desktop\__Temp\New members.xls zscheel Elisabeth.ZSCHERPEL@ext.ec.europa.eu Leader g m
C:\Users\marzomr\Desktop\__Temp\New members.xls MounirTest marzouk.mounir@gmai.com Leader ._) m
C:\Users\marzomr\Desktop\__Temp\New members.xls tayotd Claudine. TAYOT @ext.ec.europa.eu Coordinator w.‘) m
C:\Users\marzomr\Desktop\__Temp\New members.xls marzomr Mounir.MARZOUK@ext.ec.europa.eu » m
C:\Users\marzomr\Desktop__Temp\New members.xls smith.ben Leader o

To notify new members, select 'Notify users
Motify users
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If the profile does not aready exist, CIRCABC will create the new one
tayotcl i_iﬂo_rg in Etﬂﬁ

6. Click Finish to invite the membersto the new |G
Sharea group of users
A different way to add membersto a group isto share agroup of users with another Interest

Group of the same Category. Thisis done through the export/import access profiles
functionality (access profile refersto agroup of users with the same access rights).

Export a profile (from an Interest Group '1G1")

The administrators of the Members service (those with 'Administer’ as access right on this
service) may export aprofile. In other words, they make a group of members with the same
access profile in their own group ready to be included in different Interest Groups under the
same Category.

To export aprofile:

From the |G main menu:
ADMINISTRATION > Access profiles > Export

From any other administration page:
Go to Interest Group Administration Page > Access profile > Export

Icon (L4)

List of defined profiles

Profile Name Information Role Library Role Directory Raole Event Role MewsGroup Role Actions

il

Access Access Access Access Access Access

=
=k

Author Access Full Edit Access Access Access and Post

1]

& ap ap
3 3
=

Contributor Access Access Access Access Access and Post
Registered Mo Access Mo Bocess Mo Access Mo Access Mo Biocess

Guest Access Mo Access Mo Access Mo Access Access

3

L4

Export this profile

e &ga

&

Reviewer Access Edit Snbhy Access . Access Access and Post

Select the 'Export this profile' icon. The profile is now marked with icon (k) which means
that

v Itisavailablefor the other groups of the Category

v The status can be reverted to 'not exported'
An application message confirms that the profile has been successfully exported.

The export can be done for as many profiles as needed.
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Import a profile (from another Interest Group '1G2")

The administrators of the Members service (those with ‘administer' rights on this service) may
import any profilesto their Interest Group.

To import a profile:

From the |G main menu:
ADMINISTRATION > Access profiles > Import

From any other administration page:
Go to Interest Group Administration Page > Access profile > Import

Select an item from the list of profiles available for importing. Confirm by clicking ‘Import'.

Import a profile

Import a profle: [ 2Select one= i [ Irnport ]

=Select one=
IG-Source:Proflakor
Inbergroupi12: Access

Intergroupk 12 Reviewsr

The profileislisted below the 'Manage access profiles screen. The name of the source
Interest Group and Profile is displayed.

List of imported profiles

Profile Name Information Role Library Role Directory Role Event Role NewsGroup Role Actions

IntergroupX12:Reviewer [:No Arccess Mo Bccess Mo Bccess Mo Bccess Mo Bccess j .g : ‘rﬁ'

Profile'Reviewer' remainsavailablein the Interest Group 'intergroupX12'

Then set the rights to be allocated to this new group of users. This does not affect the source
profile.

To undo the import, click the icon i

An Interest Group should not be deleted as long as any of its profiles are
imported by other groups.

Remove members

Removing a member from one Interest Group does not affect the user's memberships in other
Interest Groups. Leaders cannot delete users from the CIRCABC user list.
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Any type of member can be removed except for the last administrator in an Interest Group.
All Interest Groups must have at least one administrator.

To remove membership:

From the |G main menu:
ADMINISTRATION > Membership

From any other administration page:
Go to Interest Group Administration Page > Membership

2
W Membership

The Administration Membership page displays the list of members of the Interest Group.
Click the Remove icon () next to the member to be removed.

Profile filter

Filter on a specific Profile: IIGLeader 'l Search for: I Results per page: IlD 'l
Filter

Change Profiles

Assign new profile to filtered users: I NSG Contributor 'l Apply to all

Users and Profiles

Surname - First Name = Email = Profile @

Actions
& coLuMBrO Gabriele columbro@gmail.com IGLeader o &
& DELALANDE Romain romain.delalande@alfresco.com IGLeader &
.,9, FASSIAN Margot Margot.Fassian@ec.europa.eu IGLeader %’ 3‘
..9, MARZOUK Mounir Mounir. MARZOUK@ext.ec.europa.eu IGLeader %’ 3‘
..9, MC INTYRE Janet Janet. MC-INTYRE@ext.ec.europa.eu IGLeader %’ 3‘
..9, ORIGAS Benoit Benoit. ORIGAS@ec.europa.eu IGLeader %’ 3‘
& Tavor Claudine Claudine.TAYOT @ext.ec.europa.eu IGLeader & &
© ZSCHERPEL Elisabeth Elisabeth.ZSCHERPEL@ext.ec.europa.eu IGLeader ¢ &

From thisview, L eaders can remove or change access profiles

Confirm the choice or cancel the action.

Asthis action can take some time, it is possible to run it in the background by clicking the
Yes ... button.

Yes

<=

<
EE

"Filter on a specific Profile" and "Search for" can be used to easily find the
_member that is to be removed
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Change a member's access profile

The access profiles are not definitively assigned. The access profile of any member can be
changed at any time.
Note: An Interest Group must have at least one Administrator

Those who are provided the M anage M ember srolein the 'Members' service may modify the

access profile of any Interest Group member other than:
v" A unique Interest Group L eader
v Their own membership

To modify membership:

From the |G main menu:
ADMINISTRATION > Membership

From any other administration page:
Go to Interest Group Administration Page > Membership

@
W Membership

The Interest Group members list is displayed. Modify the access profile for auser by clicking

the change icon (&) next to that user's name and profile.

Y ou can aso use the "Assign new profile to filtered users' if you need to change the profile of

several members at the same time:

Change Profiles

Assign new profile to filtered users: | Author j Apply to all |

\ The user access profile is modified only for the current Interest Group.

Assist memberswith lost credentials

Lost, forgotten or mandatory resets of passwords are some of the most frequent issues users
may be faced with. Fortunately, this can be easily solved through an automatic procedure.

Self-reset password
Users who have lost their password follow the link 'Lost your password? from the ‘Login'

page. No action isrequired on the part of thelG Leader for this. The action hasto be
done by the user.
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Log in CIRCABC
You must be authenticated to access all the features of CIRCABC,

ey in your User name and password such as provided by the CIRCABC administrator

User Name : || |

Password : | |

Did wau !ﬁ:uruet your password 7| Just fill in the appropriate form, Your password will be e-mailed back o you
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Members Service

The Members service alows authorised users (Access or higher level role on this service) to
search for members, to view and download the list of Interest Group members.

B Information

B Library

I Events

b= Newsgroups
B Administration
¥ Search
“\ Advanced Search

The main menu as seen by a user with rightsto accessall the |G services
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Sear ch for users

User searches can befiltered by:
v Only members of the Interest Group
v" Any CIRCABC user
v' By user domain ('European Commission’, 'Externa’, 'All users...)
v' By profile

¥ Search for members

Search for: ISteIIa | |

Filter byt |[Memnbers only| W | | Al Users w | ||.ﬁ.uthnr| w | [ Search ]

¥ List of members

Surname = Firstnanie Access Profile Actions
| BLACKDUST Stells Author

L ook up a member from any user domain

Can I list all the members of my Interest Group at one time?

- Yes, if the Interest Group contains 1000 or less members.

- The 'Members' search function is unable to display more than 1000
members at a time (even if 'all CIRCABC users’', 'all domains' and ‘all
profiles' was requested). Once the limit has been reached, a specific
warning message is displayed.
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Library Service

Leaders, by default, administer the Library. This permission may be assigned to and shared
with other members of the Interest Group. Any member assigned with the 'Administer’
rolefor theLibrary isableto managethe Library Service.

About theLibrary

The Library is where contents (documents, links, etc.) are stored, managed and shared.

Library administrators are able to:
v Organise the library (create and modify spaces and sub-spaces)
v' Manage content (create, add or modify content)
v' Manage users

Further explanation about the Library Service can be found in the 'About Library' section of
the OSS CIRCABC User Guide.

OrganisingtheLibrary
The Library can be organised as atree of folders (called Spaces), and contents.

Creating Spacesin the Library
Who can create Spaces?

Users who have the right to add content are also able to create Spacesin the Library. The
‘Administer’, 'Full-edit" and 'M anage-own' roles are all able to create Spacesin the Library.

How to create a Space and sub-Space

Browseto theLibrary or to the Space where a new space or sub-space isto be created,
Click Create space

CIRCABC - information hub
-

I Information

» Add content
#¥ Create space
v Add URL

» Import

e

» Bulk operation

v" Name the space
v Click Create space to confirm
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Space Properties Create space |
@ Title IM',r Space| J _lEanceI

Q@ Space type Dossier

" Share Space Link

What is the difference between a 'Space' and a 'Dossier'?
- A Space can contain documents (text, picture, sound, web page, etc.)
- A Dossier can only contain links (to spaces or contents)

Further explanation can be found in the 'Create spaces and add content' section of the OSS
CIRCABC User Guide.

How to delete or recover sub-spaces

In the same way as you can add sub-spaces to your Library, you can aso delete them. Itis
also possible to recover a space that was deleted in error.

Deleting a Library sub-space

Further explanation can be found in 'Delete contents or spaces in the OSS CIRCABC User
Guide.

A space was deleted by mistake. Is it definitively lost?
- It can be recovered by Library administrators through Administer >
Manage deleted items until it is definitively deleted

Recovering deleted Spaces and Contents

To recover deleted Spaces:

From the |G main menu:
LIBRARY > Administration > Manage deleted items

From any administration page:
Go to the Library Administration Page > Manage deleted items

ﬁE—'Manage Dreleted Ttems

Restrictions for recovering Spaces
Only Library administrators can recover deleted Spaces.
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How to retrieve deleted contents
On the M anage Deleted | tems page, search for the deleted item using various criteria.

[H"t Manage Deleted Items

' Remove o recover previously deleted items

Deleted Items for *andiamoci@circa’

ijJ Use the Search ko find deleted items by name or content and use the filkers ko reduce the list,

| Show Al
57 when: all Today| Last 7 days|Last 30 days
@f]i_‘Recover Listed Items |'|‘[ Delete Listed Items
Mame & Original Location & Date Deleted w Actions
[ viagiare Company Home, CircaBCiClaTry/andiamo/Library 18 December 2007 10:17 & 1 |

User islooking for theitemsdeleted within thelast 7 days

v Deleted Spaces or contents can be searched by their name or their content.
Sear ch by name: search with any part of the name.
Search by content: search using whole words. The search engine deals with
proximity: the expressions or sentences can be quoted (i.e. 'task force'). The
dash in the compounded words is ssmply ignored by the search engine (right-
handed will be found whether searched with word 'right’, or with word 'handed'
or even with the string 'right handed').

v Search over atime span (the current day, one week or one month)

v Show all displays al deleted items

The search results display the name, location and deletion date for each item

How to recover deleted Spaces

v Recover listed items
If asearch returns several relevant results, they can be recovered at the same time by
clicking the Recover listed itemsicon (Eni) at the top of the resultslist.
To definitely delete all of these spaces, click the Delete listed items icon ().

v" Recover a specific item

In this example we search for the spaces and contents that wer e deleted using specific date
criteria. The space to be recovered is named 'Whynot'.

We click the Recover icon (%) next to "Whynot'.

@i_‘Recwer Lisked Items ﬂi Delete Listed Ikems

Mame & Original Location & Date Deleted w Actions
B Mew enetgies [Company Home/LookandTry 22 Maf 2007 14:46 GLﬁ[
= Gozzi-Goldoni,pdf fComparty Home/LookandTry 22 Mali 2007 14145 & 1l
‘,F'; Forestnzk_it.pdf JCompany Home/LookandTry 22 Maf 2007 14:45 GLﬁi:
“_\. whynot [Company Home/LookandTry 22 Maf 2007 09:25 GLﬁ[

Space 'whynot' isready to berecovered

Choose the location where to restore the space
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This can be either the original location or a different one.

Are you sure you want to recover "whynot™ from the deleted file store?

._iJ ol may select & destination where you wish the recovered items ta be placed. IF you do not select a destination, the original
location of the item is used, Recovery of an item may Fail if the destination does not exist or wou do not have permission to add
items there,

(\:_GD up
{:} 5\ Liser Homes
Destination: i\ LookandTry
@ b secret

Space 'whynot' will be recovered under space 'secret'

To recover the space to a different location, we indicate the destination before confirming our
wish to recover "Whynot' (top right Ok button).

Mame & Original Location & Date Deleted » Actions
B New energies ICampary Home,/LookandTry 22 Maii Z007 14:46 @v_”r
T Gozzi-Goldoni.pdf ICompany Home,/LookandTry 22 Maii Z007 14:45 @v_”r
T forestnzk_it.pdf ICampary Home,/LookandTry 22 Maii 2007 14:45 f‘v_”r

Oncerecovered, 'whynot' isremoved from theresultslist

"‘Whynot' is now listed as a sub-space of space 'Secret'.

Sharing Spaces of the Library

What does sharing spaces mean?

One or more spaces of the Library can be shared with one or more other I nterest Groups
under the same Category.
The top-level structure of the Library cannot be shared.

Who can manage space sharing?

v Userswith role'Administer' over the Library of the host Interest Group (Referred to
as |G 1) caninvite different Interest Groups to link to spaces of their Library.

v' Userswith role 'Administer' over the Library of the guest Interest Group (Referred to
as |G 2) can set links to spaces on the Library of different Interest Groups.

Who can access shar ed spaces?

A shared space can be only accessed by:
v" Members of its own (host) Interest Group
v' Members of the invited (guest) Interest Group(s)
v Any other user who has been granted the right to access the Library of both the 'guest'
and 'host’ Interest Group.
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How can I recognise that a space is pointing to a shared space?

- It is labelled with the icon 'paste as link' (=) in the Library of the 'guest’
Interest Group.

v Spaces

Title =

:"" Crocurnentation

5.2) Linktoandrea

:"" preparatary works

T Tesht

Actions on Shared Spaces

Library administrators can:
v" Check whether a space is shared or not
v Open a space of the Library to the members of different Interest Groups of the same
Category
v" Modify the access permissions assigned to shared spaces
v" Remove an invited Interest Group from the space sharing
v Link aspace of the Library to a space hosted by a different Interest Group

The other users can:
v Access the shared space to the level of access rights granted by the Leader of the host
Interest Group.

Invitean Interest Group to share a space

Sharing Library Spaces with other Interest Groups in the same Category is done in two steps.

Step 1. IG 1 Leadersor Authorsinvite IG 2 to share an existing space
From G 1 View detailsicon for the Space to be shared:

v Click Manage shared space (right box)

v" On top right of the page: Invite |G to share this space

v Select an Interest Group: Select an |G from your Category (thiswill be 1G2)
v Select the Maximum permission to grant to |G 2 members

v Click on Next and Finish

Maximum permission means that if IG 2 members have more rights to the Library
they will have only the selected permission to the shared space,

33




OSS CIRCABC 3.6 Leader Guide
Version of 08/08/2014

Library
é—,ﬁ Manage Shared Space
Share this space with other interest group
¥ 1nvite IG to share this épace
ame Permission Actions
CIRCABC IT Access Tl

Page1of 1 1

v/ Optionally, notify the Library administrators of the guest Interest Group.
Step 2: Leadersor Authors of G 2 make the shared space availablein IG 2

From IG 2, navigate to the Library or the Space where you want to create the shared space
Create Space

v" Name your Space
v Select Share Space Link on Space type
v" Then select the shared space from the list

Library
%, Create Space
4 Enter information about the space then click "Create Space".
Space Properties / Create space |
@ Tile Space IG 1 Ca_ncell

C Space
O Spacetype: € Dossier

@& Share Space Link

Share space link options

If the shared space does not appear in the list we recommend retrying step 2 in 15
minutes.

The Space is now open to consultations from the Interest Group 2 while the other Spaces of
Library that has shared the space remain available only to members of that Interest Group.

How to remove an Interest Group from space sharing?
At any time the Interest Group can be removed from space sharing.
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Interest Group invited other Interest Groups
To remove invited groups from the space sharing:

From the 'Spaces' pane, depending on how the Library is customised:
Standard 'look & feel'
Spaces pane: icon k= besides the shared space> Manage shared space > click on the dustbin
besides the group to be removed

Navigation preferences including icons to space sharing:
Spaces pane > icon k=x besides the shared space > click on the dustbin besides the group to be
removed
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Interest Group is guest of another Interest Group

To remove alink to a shared space:

From the 'Spaces pane, depending on how the Library is customised:
Standard 'look & fedl’

Spaces pane: icon k= besides the linking space> Action 'Delete Mipeete

Navigation preferencesincluding the 'delete’ icon:
Spaces pane > icon Il besides the linking space

Manaqing Library contents

An administrator can add, create, modify and delete content and also perform specific actions
over content such as adding translations.

About multilingualism

CIRCABC creates links between a given content and all of its trandations. This means that
you can display contentsin your favourite language. If the requested translation is not yet
available, you have an opportunity to read its propertiesin your language.

The OSS CIRCABC User Guide provides a detailed description of how CIRCABC handles
multilingualism (see 'How to deal with multilingualism).

How to add content

Information about adding content can be found in the 'Create spaces and add content’ under
'Perform common actionsin Library' section of the OSS CIRCABC User Guide.

| mport contents
Import

Files can be uploaded in bulk using the Import functionality.

¢ Add content
» Create space

» Add URL

» Bulk operation

A detailed explanation of how to upload a series of documentsin one batch is availablein the
'‘Download or upload documents in bulk' section of the OSS CIRCABC User Guide.
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Import viaFTP

From inside the European Commission only, it is possible to request an FTP access to be
able to upload alarger volume of documents.

Note: when uploading via FTP there is no check box for enabling/disabling notifications.
o If notifications are enabled, members will receive one email notification for
each document uploaded.
o0 To avoid this disable the notification mechanism before uploading or cut the
inherit parent space permissions for the space where the documents will be
uploaded

Bulk Operations
Bulk Operations allows Library Spaces and contents to be copied, moved and deleted.

The selected contents are placed in the Clipboard from where they can be placed in another
section of the Library

The path Library > Bulk Operations will open a page with the list of spaces and documents to

be selected plus the drop down menu of actions
Library

Perform bulk operations for library contents and spaces.

Bulk Operation: copy =

¥ Spaces

Select All

1- Guides & Trainings .

2- Release notes .

9- Screenshots (FAQ) Eb

3- CIRCABC 055 B
>

- Internet space (restricted access)

¥ Content

Select All

CIRCABC Factsheet.pdf am
Towards an easy use of CIRCABC. ppt e
Vers une ytilisation facle de CIRCABC.ppt e

FAQ.html &=

After selecting the files to be copied, cut or deleted, click Ok to confirm the action. The
selected files will appear in the Clipboard along with details on the remaining capacity.
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¥ Clipboard
LT B by b
1% 1- Guides & Trainings Il [ [=
Paste All | Remove All | Download All
Download All Limit: 50 MB

Cumulated: 28.61 MB
Remaining: 21.39 ME

Depending on the action to be performed:

Move contents

Browse to the area of the Library where the space/contents are to be placed and select 'Paste
All' to complete the move.

Clear the Clipboard

'Remove All' removes the items from the Clipboard.

Bulk download

The contents of the Clipboard are downloaded to a zipped archive along with an index file.
The 'index.txt' file contains the properties of the contents stored in the archive.

Bulk downloading is done in three steps.
v Select and copy contents

v Click onlink 'Download al' from the Clipboard
v Open or save theresulting zip file

Content versioning

About Versioning

The contents are automatically versioned when they are uploaded (or pasted from a different
space). Thefirst instance is displayed as version '1.0'.

¥i/ersion History

Yersion « Motes @  Author @ Date @ Actions
1.0 TestLeader

18 December 2007 16:19 Yiem Properties
Page 1 of 1 1
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All the versions of a same content are listed in the 'ver sion history' section of the ‘content
properties’ page (accessible through icon:=). The following is displayed for each version:

Notes

ASENENENENEN

¥ersion History

Yersion - MNotes @

1.0
2.0
2.1

Version number

Name of the author

Cresation date

Access to the full text of the corresponding content (link 'View")
Access to the properties of the corresponding content (link ‘properties)

Date m

158 December 2007 16:19
18 December 2007 16:43
12 December 2007 16:44

Actions

Yiew Properties
Yiew Properties
Yieny Properties

'2.0' correspondsto a major change while'2.1' representsa minor change

The number of the current version can also be seen on the content properties (in 'Details

view), under 'Version label'.

2003_30_EC_2de pdf
Adobe PDF Document
UTF-8

o

<]

12089 KB

2.1]

Yes

Test eader@circa

14 December 2007 16:00
Test eader@circa

18 December 2007 16:44
DRAFT

PUBLIC

Thecurrent version islisted among the content properties

Note: Security Ranking is metadata for the document. In CIRCABC, al documents will be
downloaded via https. Documents with the 'Internal’ and 'Limited' rankings will be excluded
from bulk downloads, however they can be downloaded individually. Restricting access to
content and spaces is done with access profiles and roles.
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Modifying contents
Updating a content

Detailed information is available in "How to update contents in the OSS OSS CIRCABC User
Guide.

Check out and Check in contents

Check out creates aworking copy where the user make the changes while the main
document remains locked for all other users. Once the changes have been made, the
document is checked in which replaces the original document by the working copy, updates
version and unlocks the content.

Leaders are also able to check in locked documents:

From the VView detail of the working copy related to the locked document:

L. uw

& CIRCABC Leader Training ECHA (Working Copy).ppt  1-16 13 September 2013 E F LR N

MB  10:38
B3l CIRCABC_Leader_Training_ECHA.ppt i 1.16 17 October 2011 = (H B { W
MR 10:47

Click on Undo checkout or Check-in.

For additional information refer to the 'Check out and check in content' section of the OSS
CIRCABC User Guide.

Managing Library users

'User management' deals with changing the rights for the whole Interest Group. The
following is an explanation of how to modify the role played by a Member in the Library or
even apart of the Library.

What is user management for?

- It allows you to restrict access rights to a specific space - some users
will not be able to view the space, some will be able to read and download
only and some will be able to upload and edit documents.

Library Roles

The following roles can be assigned for the Library:

No access: Accessto the Library isdenied

Access: Able to read and download contents and view their properties

Edit only: Edit contents; cannot create or delete any contents

Manage own: Create, edit and delete own contents and access (read and download) the
documents created and managed by other members.

Full edit: Create contents and edit the content of any owner; can only delete own contents.
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Administer: Same rights as the full-edit role plus the ability to delete any content, organise
the Library and manage users.

Changing a user or profilerolesfor a Space
How to change therole of an access profile
In the following example, the Library of the Interest Group 'Antartica’ contains three Spaces:

¥ Browse Spaces

Mame &
A ice sampling i
fj. Training i

5 wild Fauna i

Spacesin theLibrary of the |G 'Antartica’

Problem:
The Interest Group Leader wishesto assign rights for the Space "Wild fauna' as follows:
v 'Access profile can add their own documents in the space while being able to
read/download contentsin the rest of the Library.
v 'Authors will not be allowed to upload and will read only in this Space while
retaining the rights to upload, edit and delete on the rest of the Library.
v Registered and guest users will not see the space Wild Fauna while still being allowed
to download fromthe Library (role 'Access' for the Library).

Resolution:
v' Therole'Access of profile 'Access will be changed to 'Manage own' on the Space
‘Wild fauna’

v' Therole'Full edit' of profile 'Author' becomes 'Access
v No changes to profile 'Registered'

To manage the rights for a specific Space:

From the 'Spaces pane, click on the Space name/title, then:

Administration> Manage permissions

'E‘f\ﬂanage Perrmizsions

Thelist of access profilesis displayed:
v Desedlect (uncheck) the option 'Inherit Parent Space Permissions
v" Click 'Grant new user/access-profile’
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Library = wild Fauna
@@ User and Access-Profiles roles on: wild fauna
S Manage the permissions you have granted to users who access this location,

'“I-] User "Wl is the current owner

- IiGrant new user,."access-prnﬁle:l

Users and Access-Profiles

Mane O Username - Roles @ Actions @

Mo iterns ko display,

[D Inherit Parent Space F‘ermissinnsjl Apphy

Theinheritanceis deactivated: Accessremoved for all profileson this Space

On the 'Change access rights' page, select the new rights for each profile for this Space:

v' Select aprofile

v' Assigntherole

v" Repeat this operation as many times as necessary, press '‘Add to list' for each
profile/permission pair

The profiles which are not selected will not be able to access the Space

When done, press 'Next' and choose whether or not to notify the affected users.
Press 'Finish' to save the changes

ANENEN

For the "Wild fauna' space example above:

42

Select profile 'Access and assign the role ‘Manage own'

Select profile 'Author' and assign the role 'Access

Do not select 'Registered' or 'Guest'

Select the other profiles which should retain the same access rights, and assign them
with their initial role.

ANENENRN
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Library = wild Fauna

Steps

Change access right

This wizard updates the access rights,

1. Step One - Modify the access right 2. Motify invited uzers

Step One - Modify the access right

Madify the access right about this person ar profile

General Properties

|F‘ru:uF|Ie V| |

|[ Search ]

Fesults for " in 'Profile’. Clear Results

Reqistered
fauest
Contribitor
Author
External
Aiccess

Secretary
rnigr akeur

Ea

(£

Select Role

Access

Mamage Cwn
Edit Snly
Full Edit
Administer

Add to List

Mame

Access (LibManagewn) m

Authar (LibAccess) m

Contributor (LibAccess) m

Leader (Lib&dmin m

'Registered’ and 'Guest' will NOT have accessto this Space

Press 'Finish' and verify the list of members or profiles allowed to access this space.

Library = wild Fauna

Qgﬁ User and Access-Profiles roles on: wild fauna

Mamage the permissions you have granted bo users who access this location,

i g
Q User "nsuppoci' is the current owner,

Uszers and Access-Profiles

@ Grant new user/ access-profile

Manme O3 Username = Roles @

& Access
& Author
& Leader

& Cantributar

|:| Inherit Parent Space Parmissions

LibManageCwn
LibAccess
Libadrnin

LibAccess

Actions @

& o & €
G G G G
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Mor e about the inheritance process

The rights to access a Space are inherited from one level above — G level > root of the
Library > Space > Subspace > Contents.

If the lower level is assigned aright opposite to what is allowed at the highest level, the
stronger rights take priority over the weaker ones. This means that in our ‘wild fauna
example, keeping the inheritance activated would result in the following status for 'Access
and 'Author:
v 'Access would be given permission 'manage own' rights on the space 'wild fauna
while visiting the other parts of the Library in read-only mode.
v Although having been given the role 'Access for 'wild fauna, the profile '‘Author’
would accessto it with itsinitial 'Full-edit' role. This because the role 'Full edit' takes
precedence over therole 'Access.

Cutting 'inherit parent space permissions' for a Space can be used:

- To assign a profile with different role than is provided at the level of the
parent Space (or Library)

- To prevent a space from being viewed by certain profiles

The disadvantage of deselecting 'Inherit parent space permissions ' is that for each space the
users or access profiles need to be invited with the new access rights. Thisis done viathe
‘change rights page (in the example above, 'Leader' and 'Contributor' are re-invited and
receive their initial roles). This defines the actions that a user can perform.

Per mission to access a subspace
The same 'M anage space per missions' procedure allows you to invite members of your
Interest Group to a subspace of the Library with arole which does not match their access

profile.

To modify, on asingle space, the permission for accessing to the Library, without modifying
the member's profile:

From the 'Spaces pane, click on the Space name/title, then:

Administration> Manage permissions > Grant new user / access-profile

'ﬁManage Perrmizzionz

This launches the wizard for changing the access rights. Click 'User' instead of 'Profil€' then
search for the member and allocate a new role.

For more information about restricting spaces to subsets of user, refer to the CIRCABC —
Information Hub under Tutorials https://circabc.europa.eu/w/browse/c08dc5fb-022d-4983-
8d62-3b288925d432

v" How to build arestricted access per space

v" How to build arestricted and public access to the Interest group
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Events Service

General information about the events as well as how to check appointments can be found in
the OSS CIRCABC User Guide.

The Leader guide explains the actions that only an administrator can do in the 'Events
Service.

Eventsroles

The following roles have been defined for the service 'Events':

v Administer
v Access
v No access

|G Leaders by default are assigned the role 'Administer'. This means that Leaders can crezte,
modify or delete appointments and can view the menu:

b Wiew EventsMeetings
» Create Event
» Create Meeting

Administer events menu

M anage events

View Events/Meetings

View events or meetings over a selected time period:

Events
E&g List of Events and Meetings
This page shows the list of Events and Meetings schedulded in this Interest Group.

Search for Events and Meetings
Search
i

Current/Future

B
g
2
B

Current/Pravious
Exact Date
13 ~ March ~ 2014 ~ | Today

® Current Interest Group
All Interest Groups
List of Events / Meetings
Interest Group = Title Date + Types Contact ® My status @ Actions

Page 1 of 1

1
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Create an event or a meeting

The main difference between Meetings and Events is that only
Meetings offer the users the opportunity to accept or reject the
invitation.

To schedule an event:

From the IG main menu:
EVENTS > Create event / Create meeting

Follow the link 'Create event' to activate the three-step creation wizard:

v Enter general information
4 Define an audience
v Provide details about the organiser

Step 1 - Enter general information

Provide a name and description, degree of priority, the place where the event will occur and
other details.

Event Properties
@ Language: |English V|
© Titk: Fish & chips |
Fishermen and cooks meet for lunch and
discussion shout the future of fishervy.
Abstract:
@ Type: Appointment %
® Priority:
@ Dae: [01 [ April v|2009 v [ Today |
@ Only Once
@ Ocours: e} |Daily Vlfarl |times
O E\rer\;| ||Days v|F0r| |times
© Start Time: :
@ End Time: '
© Standard Time Zone: | GMT+1 (%
Location: |C|I"| hoard
Feel free to come and participate in the
o debate and samplings.
Irwitation Message:

The title and abstract are not multilingual
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Set the occurrence rate of the appointment:
In the illustration above, we prepared a single event: the option 'Only once' is checked in the
field 'Occurs.

Set up a series of events by combining a periodicity and a number of occurrences.
In the example below, we scheduled a weekly appointment to be repeated three times:

™y Only Once
© Occurs: |.@. Weekly w | for |3 times|
"y Every Days | for times

Various periodicities are possible

Step 2 — Define the audience
The event will be 'open’ or ‘closed'.

Open events are limited to members of an Interest Group.
Closed events can bring together:
v" Members of your Interest Group
v" Members of any other CIRCABC Interest Group
v Registered users - users who are logged into CIRCABC and are not
members of an Interest Group
v" Anonymous users - users without a username or are not logged in

Step Two - Define the audience status for your Event

Audience Status:
® Open O Cloged

y Your audience status is set as 'Open’. Do yau still want ta inform all members of your Interest Group?

O autormatically send the details of this event as an invitation to all Mermbers

Ta continue click Mext,
Every member of the Interest Group may attend this event
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In the case of aclosed event, a screen is opened where the participants can be added:

@ Audience Status:

© Open[© Closed

@ The audience status has been set to 'Closed'. Flease, specify the participants.

Part A: Write the emails of the|external users|(separated by 'Enter’)

HEerlioz@vahoo.fr
Jphil.Rameaul@barocco. fr

Part B: Select|internal users]|

|AII Users V||Iernuge | [ Search I

Results for 'lerouge' in 'All Users '. Clear Results
Erick LEROUGE (AstroCloA@gmail.com)

Name
Amadeus WEBER. il
Aida VERDI il

Participants from outside and inside CIRCABC can beinvited

Step 3 - Provide details about the organiser

By default, the person who created the event is the organiser. Verify and edit the information
as necessary.

Step Three - Contact Information

@ Mame: |Stella BLACKDUST

@ Email: |AstrDCIDD@gmail.cDm

|
© Fhone: |1234567 |
|
|

URL: |

To continue click Finish,

A different organiser assigned
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Create a Meeting

Creating a meeting follows the same steps as for creating an event plus an additional step to
set arelation between the meeting and a Space in the Library of the Interest Group.

In step 2 of setting up the meeting properties, optionally select a subspace of the Library:

Step Two - Relevant Space in the Library

¥ou can optionally define a relevant space of the Library for this Meeting.

LGo up
@® > Landscapes

To continue click Mext.
You could aswell not select any space

The related space will be quoted on the details page of the meeting:

¥Relevant Space

[ Library/Landscapes/ |

Modify Events

To edit an event or meeting:

From the |G main menu:
EVENTS > View Events/meeting > icon = > actions 'Modify ...'

1ed
=5 Modify General Inforration
¥
i Modify Contact Information
'ﬁMndiﬁ; Audience

Change general information

Almost all data can be modified with the exceptions of changing the dates of a repeated
appointment and the standard time zone.

Modify contact information

The organiser can provide different contact information (e-mail, phone, etc.). The changes are
specific to this appointment only. The CIRCABC user account of the contact is not affected.
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Modify audience
It is possible to swap between open and closed audiences.

Delete events

To cancel an event or meeting:

From the IG main menu:
EVENTS > View Events/meeting > icon 2 > action 'Delete’

mDelete

To cancel occurrences of repeated events, should the whole appointment

be deleted?
- It is possible to remove either single occurrences or the entire series

(see example below).

We have scheduled a meeting which should be repeated daily between the 1% and 3" May
2009.

May 2009 =
dary Thursday Friday Safurday Sunday
30 1 Mgy 2 3
| - 19.00M - 14:00M - 14:00M |

This meeting is expected to occur threetimes

If for any reason, we have to cancel the appointment of Saturday May, 2™. We display the
calendar and click the link - 14:00 M' on the cell labelled '2' to display the details of this
meeting. We click 'delete’ in the actions list. We are asked for what to delete.

Events
“”i” Delete Meeting

To remove "Evolution of the language of IT" from the calendar, click "Finish".
You are about to delete a recurrent meeting, Do you want 1o delete all the occurences of the recurrent meeting or just this one?
© Delets this occurence,
O Delete anly the futire oocurences,
|O Delete the series. |

Either one occurrence or the full series can be deleted

We check the radio button beside 'Delete this occurrence' and confirm the operation.
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May 20089

=
dary Thursday Fridan Saturday Sunday
a0 1 May 2 3
- 14:00M - 14:00M

When complete only the appointment of May 2nd has been removed from the calendar

If the first appointment of a seriesis cancelled, the meeting details will be refreshed with the
date of next occurrence. The 'start date’ field will not change.
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Newsqgroups Service

Newsgroups is the online discussion service of Interest Groups where members can hold
conversations in the form of posted messages. The Newsgroups service is a collection of
'Forums' that contain 'Topics and 'Discussions.

Optionally, discussions can be moderated (messages need to be approved by a moderator
before they become visible).

General information about Newsgroups and forums can be found in the OSS CIRCABC User
Guide.

The CIRCABC Leader Guide explains only the actions that Newsgroup administrators can
perform.

M anaging Newsgr oups Users

Rolesin the Newsgroups service

Participating and performing actions in Newsgroups is conditioned by the role that has been
granted for this service. Theroleis assigned by any Interest Group administrator (the IG
Leader, for instance).

Specific roles for the Newsgroups service:

No-Access: Cannot even see "Newsgroups" listed in the main menu
Access: Can only read posts

Access and Post: Can read and post message,; can edit or delete your
own posts

Moderate: In addition to creating topics and posts, can approve or reject
any subject or message created in a moderated forum

Administer: Can create, administer and delete forums. Consequently,
can create topics and post messages,; can also delete any topic or
message.
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Createa Forum

To enable discussions, a Leader must first create a new Forum:

My Interest Group 7

b= Information
b Library
= Members

= Events

ilw o
b Create Forum

= Administration

Name the Forum and specify whether it is moder ated or not (the description is optional).
Then Create Forum:

Newsgroups
Create Forum |
Enter information about the new forum then click Create Forum.
¥ Forum properties Create Forum |
Cancel |
@ Name: |C]RCAEC Improvements
Please advice how can we improve CIRCAB
Description:
Apply moderation: [
Newsgroups Http | Back
@ Newsgroups
This service contains forums wherein the members of your interest group can exchange their views.
¥ Browse Forums
Title + Description = Actions
& CRcasc Impravements Please advice how can we improve CIRCABC =
Page 1 of 1 1

Top of the page =
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Moderated forum

Discussions can be moderated when messages need to be approved before becoming visible.
Therole 'Moderator' can be assigned by an Interest Group Leader.

Posts waiting for approval

atch this thread

Author Subject: Online editor
@ """E")i" MARZOUK Fosted on: 31 December 2013 11:58 i
ﬁ I propose to add an on line documents editor,

Frofile: Author

U Signal an abuse

Creating new topics

Navigate to the forum where the new topic is to be created.

Leaders must first create a Forum, then Authors, Contributors or anyone
with 'Access and Post' permission can create a Topic in the Forum

Delete a Forum or post

Click on View detail icon next to the Forum or Topic

¥ Browse Forums

Title + Description @ Actions
W clrcasc Improvements Please advice how can we improve CIRCABC |_] i
Page 1 of 1 1

¥ Browse Topics

Title - Number of Replies @ Actions
# online Editor 0 @ i

Fage 1 of 1 1

Click on Delete Forum or Delete Topic, or navigate to the topic and click on deleteicon

Author Subject: Online Editor
Mounir MARZOUK Fosted on: 31 December 2013 13:47 ad N

O
W)

Crofie: fthor I propose to add an online documents editor,

| PR ]
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Information Service

About the I nformation service

The Information Service iswhere an Interest Group's website is hosted. This can be visible
to invited users only or to everyone.

This service consists of two parts:

v' A repository: whereinformation to be published is stored
v' A publishing area: the place where links to information are published

I nformation Serviceroles

Users granted the Access role can browse the service and look at the links in the publishing
area.

Administrators of the Information service can:
v Upload, modify, remove documents on the repository
v Create links to be published in the publishing area
v" Manage users rights for the Information service
By default, Interest Group Leaders are assigned the role Administer.

Presenting the I nterest Group

A mini website is created locally on a computer and the elements uploaded to the
Information Service. Finally the elements are associated with an index file where links are
set to the documents to be browsed on the publishing area.

Creating an information page

The web pages for the Information Service are created off-line then uploaded to the Interest
Group Information Service repository.
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To access the repository:

From the |G main menu:
INFORMATION > Browse repository

F Erowse repository

Click on 'browse repository’ to find the commands for uploading to the information site:

IntergroupX12 ™

» Add content
¥ Create space

B Library

- Members

I Events

= Newsgroups
B Surveys

I Administration

Two commands and theinformation site takes shape

v Click 'Add content' to load the html file.
In our example, we add 'EU-gallery.htm'.

v' Then'Create space' to create the space where the files will be uploaded. This space
will be related to the htm(l) file loaded in 'Content’ (similar to a'file folder’) and will
contains the documents to be inserted into the web page, such asimages.

Our folder 'EU-gallery files contains 5 pictures.
We create the space 'EU-gallery_files' and upload the 5 images.

A future release of CIRCABC will offer the opportunity to load these documents in
bulk.
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Information
g = =
{‘1 i Information Service

The Information service provides useful information about the current Interest Group.

Http
WebDav
¥Spaces
Name = Title Modified Actions
2 EU-gallery files 23 March 2009 14:27 (=)
Page 1 of 1 1
Top of the page =
VcContent
Hame = Title Size Modified Actions
i EU-gallery.htm EU: photo gallery 29.23 KB 23 March 2009 14:26 i #0E
Page 1 of 1 i |

Uploaded web pages on the'Information service' repository

Lastly, the content is linked to the space through an index.

Configure the index file:

From the |G main menu:
INFORMATION > Administration > Edit Information Service properties

From any Administration page:
Go to Information administration page > Edit Information Service properties

5 Edit Information Service properties

The index has the same name as the htm(l) file uploaded as content. On the page 'Modify
space properties, input the exact name of htm(l) file in the field 'Index page'.

Infarmation

.— Modify Information Service Properties
EE;? Modify the Information Service top Falder properties then click Ok,

|Inﬁ:\-rmatinn Transiate

Transfate

® | |
| |
[ | EU-Gallery.htm | ]

Tick 'Adapt' and theinformation pageisdisplayed in the same window

Confirm the changes and close 'Edit Information Service properties.
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How can I verify the layout of my new Information page?
- Through the 'Preview’ link on the Information Service main page

@ Preview

In the example below, 'Adapt’ was un-checked: the information page opensin a new window.

Information

@ Information Service
el = EU: photo gallery - Windows Internet Explorer, |Z”§\E\
=
ed \g, https:ficircabe.development. europa. eufwebdav CircaBCiCater. V‘ 3 ‘ || X | ‘ Peabs
VSpaces : Fle Edt YView Favortes Tools  Help
Name + v e - B - & v [2hrage - 3 Tods - @~
* 3 EU-gallery] ~
EU: photo gallery 1
of the page &
¥Content . . -
onten See also http://europa.ew/abe/suropean countries/mdex enhtm =
Hame =
] El-galleryl

Slovenia

1

of the page =

A previ of the new information page

Modifying an information page

Spaces in the Information Service are similar to those in the Library and can be edited or
removed in the same way.

Contents have the same properties as those in the Library and similar actions can be
performed on them.
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Administer the Interest Group

Interest Group Leaders and Administrators can manage the group at the levels of the entire
Interest Group, the services... using the Administration console.

Administer thelnterest Group

The level Administer the Interest Group allows Leaders to configure settings over the group

asawhole.

Administer the Interest Group "TEST':

Administration tasks:
3Lﬂg Files
3 Edit Properties
Eenterest group summary
¥ Manage auto-upload
HEva nage External Repositories

Log Files

Log files allow administrators to view actions by user, by service, by method (type of action)

and by date range.

Log files viewing
View the log file for the current Interest Group

Search Filter

User: All -
Service:  All -

Method: Al -

From: 25 » February — 2014 ~ | Today
To: 04 - March v 2014 ~ | Today

| Export log to excel |

Edit Properties

To change the title, description or contact information for the homepage of the Interest Group,

proceed as follows:
Click on Administration (from the Interest Group homepage; from any other page of the
group, follow this path: Administration > Go to theinterest group administration page)
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Click on Edit properties (under Administer the Interest Group "xxx"); make all the necessary
changes
Click OK to save the changes

Administration Console
Use this view to perform system administration functions.

CIRCABC - information hub ™

B Information

= Library Administer the User ‘crcabcsup”:
- Members ?

1
B Events My Account

Eview Memberships
= Mewisgroups

mMy Calendar

B Surveys .
“\My saved searches
ﬁMy Notification Status
¥ Search

| Gol Administer the Interest Group Infohub’:

“\ Advanced Search Administration tasks:

Main Menu

Fimlmbm Tombm e e

%? Modify Interest Group Properties
- Modify the Interest Group properties then click OK.

Test & Dem0| Translate

Translate

L] Test&Demo

Administrator admin

Translate

Translate

I you change & property, the English transiation will be changed or created.

I nterest Group summary

The Interest Group Summary iswhere the |G Global statistics, Timeline activity and Interest
group structure can be displayed and exported.

Manage Auto-upload

Thisiswhere uploads can be scheduled to automatically update documents from an FTP
server.
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Manage auto-upload
~28) You can configure the auto-upload feature in this page

. " Ok

List of configurations |j
Cancel \

Status CIRCABC path to file File name Ftp Host Job notification Auto extract Date restriction Actions

@ Enabled

@ Disabled

@ Problem (please verify document)

Configure auto-upload:
FTP host:
FTP port:
Path to file:

Login:
Password:

‘ Test connection ‘
Click here to select the destination
File should be uploaded: Day: |Every day F at Hour: |Every huur|T

Auto extract: ] Auto extract archive in case of ZIP file
Job notifications: [ Select to enable / unselect to disable
Email recipients =

More information related to auto uploads can be found in the OSS CIRCABC User Guide
under 'Update via auto-upload' in the 'Perform common actionsin the Library' section.

Manage External Repositories

This functionality is specific to European Commission users of the central repository 'Hermes
to facilitate registering of documents directly from CIRCABC. For more information, please
contact DIGIT ARES SUPPORT.

Manage External Repositories
Allows an interest group leader to add or remove any of the available external repositories to register documents

Configured Repositories

Name - Registered On @ Actions
8 Hermes 01 October 2013 fil

Page 1 of 1 o
New Available Repositories

Add a New Repository: You already configured all available repositories. If you need to integrate another repository please contact your system administrator.

Manage documents

The following actions, allow administrators to configure the following:
Manage documents:
“IKeywords
GD}rnamic Froperties
Bhotification Status
Manage paste notifications

“\Public saved searches for interest group

Keywords

CIRCABC alows users to describe documents with a set of multilingual keywords defined by
the Interest Group Leader as Library Administrator.
Content creators may add keywords from the list to the contents they upload or edit.
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To define new keywords:

From the |G main menu:
ADMINISTRATION > Keywords

From any administration page:
Go to the Interest Group Administration page > Keywords

G(eywnrds

Choosing keywords' takes you to the page 'M anage document keywor ds where you can:
v Create new keywords (optionally with trand ations)
v’ Edit or delete the existing keywords

@ Manage Document Keywords
Manage the documentd keywords define in this Interest Group.

I [Define new keyword)

|Kekurds Defined |

Language Filter: |AIILanguages V| [filter]

Value + Actions

Ausschuss der Regionen, alueiden komitean, KomuTeT Ha perkoHWTe, Committee of the Regions,
Comite des Regions, Regick Bizotizaga, Coiste na Reigion, Regionsudvalget, Comitato delle

regioni, I-FKumitat tar-Regjuni, Regiony komitetas, Regioonide Komites, Enmponry Too

Meprpspeicy, Comitetul Regiunilor, Comité de las Regiones, Redionu komitejas, Wybar regicnaw,

odbor regij, Regionkommittén, Yibor regiond, Comité das Regifies, Comitd van de Ragio's,

Komitet Regiondw

Gol, Rad, But, Goal R
Medio ambiente, Ambiente, OkonHa cpega, NepPaihoy, Environnement, Environment R
Mexico, Messico, Mexique, Mexico R
onopatulaku, Keyword, Karustra R

Keywords are managed by the |G leader from this page
Create keywords

We wish to add the keyword 'design’ to our list of descriptors. We also need to associate the
equivalent Italian, Czech and Romanian keywords

To create keywords:

From the IG main menu:
ADMINISTRATION > Keywords > Define new keywords

From any administration page:
Go to the Interest Group Administration page > Keywords > Define new keywords

] Define new keyword
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From the page 'Define keyword', select alanguage, input the new keyword and press'Add to
list'. Repeat these actions until al the preferred linguistic versions have been added. Finally,
press 'OK" to save the changes.

& Detine Keyword
This dialog helps you to define a keyword with its related translations to be later assigned in the documents stored in your

Interest Group.
1. Specify language and description for the keyword
Fomanian w | desen

2. Add keyword to the list
Addto List

Language Name
en design ]'|if

cs designu i

A new multilingual keyword is added

Click OK to return to the page 'Manage document keywords' to view the new keyword.

Manage Document Keywords
Manage the documentd keywords define in this Interest Group.

) pefine new keyword

Keywords Defined

Language Filter: | AllLanguages ¥

Yalue - Actions

Ausschuss der Regionen, alugiden komitzan, KomMuTeT Ha pervonare, Commithee of the Regions, €26
Comité des Regions, Régick Bizottsaga, Coiste na Reigiln, Regionsudvalget, Comitato delle

reqioni, IFKumitat tar-Redjuni, Regiony komitetas, Regioonide Komites, EmTponr) Toow

Meprpepeicn, Comitetul Regiunilor, Comité de las Regiones, Regionu komitejas, Wybor regionoy,

Odbor regij, Regionkammittén, Yybor regiond, Comité das Regides, Comité van de Regia's,

Komitet Regiondw

designu, design, design, desen B |
Gol, Rad, But, Goal LWL
Medio ambiente, Ambiente, OkonHa cpeaa, NepiPaihoy, Environnement, Environment Bg
Mexico, Messico, Mexigue, Mexico Q@
onopatulaku, Keyword, Karustra £

The new keyword isdisplayed with the'All Languages filter

In theillustration below, we asked to display only the keywords in Czech.
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Manage Document Keywords
Manage the docurmentd keywords define in this Interest Group.

“J pefine new keyword

Keywords Defined

Language Filter: | Czech V| [ filter ]

Value -+ Actions
designu PG
Rad LG
Wibor regiond G

Only the keywordsin Czech are shown

Edit keywords

Icons 'Edit' (%7) and 'Delete’ (“7) allow keywords on the 'Manage document keywords page
to be modified/del eted.

To modify or delete only one linguistic version of aterm, select the relevant language
‘Language filter' then click on the appropriate icon beside the keyword to be deleted or
modified. The corresponding dialog is launched.

I would like to delete a keyword that was created in several languages.
Does it need to be deleted language-by-language?

|- Not at all. Just select 'All languages' as the 'Language filter' on the

' page 'Manage document keywords'.

Dynamic properties

CIRCABC provides default properties for contents and spaces, for instance: Name, Title,
Description, Creator etc... To include additional properties (tags) specific to the |G needs, use
'‘Dynamic Properties.

By default, there are no 'dynamic properties defined and these can optionally be created by an
administrator of the group.
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Managing dynamic properties

To create, edit or delete dynamic properties:

From the |G main menu:

ADMINISTRATION > Dynamic properties

From any administration page:

Go to the Interest Group administration page > Dynamic properties

CID\,rnamic Properties

Thelist of already created dynamic propertiesis displayed for editing or deletion:

@ Manage Dynamic Document Properties
Manage the dynamic document properties defined in this Interest Group

Name

GoodOrBad
Targeted audience
sound frack

“J (lick here to define a new property

Type Languages Valid values Actions
SELECTION [en, bg] good; BaD; €D
TEXT_AREA [en, fr] BT
SELECTION [en, fr] Yes; no; €D

View the dynamic properties

I nclude additional propertiesin documents

To create new properties:

From the |G main menu:

ADMINISTRATION > Dynamic properties > Define new property

From any administration page:

Go to the Interest Group administration page > Dynamic properties > Define new property

L Drefine new property

Type aname, in as many languages as needed. Then associate a val ue to the name.

In the example below, we add a property for our catalogue references. We maintain three
catalogues which are called 'vegetables), 'flowers and 'other seeds. These may be read by

Danish-, English-, Italian-, and Maltese-speakers.
We create a document property 'catalogue’ available in the above-listed languages.
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We capture the property description in all the languages we need. The 'content language
filter' applied will determine which language the 'catalogue’ will be displayed in.

Steps
|1. Define Descriptinnsl 2. Specify Type 3. Summary

Step One - Define Descriptions

Specify language and description for the property

baltese w | |katalgu Add Description

List of descriptions per language

Language Translation

bl

en catalogue il
it catalogo iill
da Sortsliste i

The property name will be displayed in one of these languages

Click on Next, in step two we choose a type of property from the following:
v Datefidd
v' Text field (oneline)
v' Text area (a paragraph)
v' Selection (user chooses between several options).

If using the type 'selection’ be sure to list each item on a separate line in the dedicated
textbox...

Steps

1. Defing Descriptions 3. Summary

Step Two - Define the property type
Define the property bype

1 Specify the property type
Selection %

2. Specify valid values for the property

Flowers
Wegetables
Dther seeds

Selection: write onevalue per line
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The records are displayed for validation. Press 'back’ to edit or 'Finish' to accept the
changes.

Steps

1, Define Descriptions 2. Specify Type

Step Tree - Summary
The information you entered is showr below,

Property type: Selection

Property description: (en) catalogue, {it) catalogo, (da) Sortsliste, (mt) katalgu
If you agree, press'Finish'

The new property is now listed on the page 'Manage Dynamic Document Properties.

@ Manage Dynamic Document Properties
Manage the dynarmic document properties defined in this Interest Group

“J click here to define a new property

Mame Type Languages Walid Values Actions
catalogue SELECTION  [da, mf, it, en]  Flowers; Yegetables; Other seeds; G@|
GoodOrBad SELECTION  [en, bg] good; BAD; g
Targeted audience TEXT_AREA  [en, fr] G
sound track SELECTION  [en, fr] ¥as; no; g

A new key isavailable for document analysis

The dynamic properties are displayed with the details of Library contents. To add them
retrospectively, run the action 'Edit content properties’ (‘contents pane of the parent space >

'view details > 'Edit content properties). For all future uploaded contents the property will be

proposed on the page 'Modify content properties:
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»~| [Details of ‘Baltic sea.jpg’ |
"= View the details about the confent,

¥Properties

Baltic zea. jpg
IPEG Image
UTF-2
Baltic sea.jpg @&
L]

S5.48 KB
Astrolead@circa

9 September 2002 10:47
tayotcl@cec

26 September 2008 15:40
DRAFT

good

no

hierbalists, plant collectors, gardeners
Dther seeds

FUBLIC

These propertiesonly belong to our Interest Group
Remove a dynamic property

To remove a dynamic property:

From the |G main menu:
ADMINISTRATION > Dynamic properties > icon <@

From any administration page:
Go to the Interest Group administration page > Dynamic properties > icon <@
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Modify a dynamic property

To edit an existing dynamic property:

From the IG main menu:
ADMINISTRATION > Dynamic properties > icon &2

From any administration page:
Go to the Interest Group administration page > Dynamic properties > icon %2

It is possible to add or remove trandations along with the actions to edit the property.

|Edit Dynamic Property |
This dialog helps you to modify the dynamic property defined in your interest group

1. Specify language and description for the property

Bulgarian w | |karanor [Add Description

2. List of descriptions per language

Language Translation

h]

da Sortsliste ]
mt katalgu ]r|if
it catalogo il
en catalogue il

Add a new trandation

Notification status

Interest Group Leaders can set up the global notification status for their users and profiles. To

check or edit the members notification profiles, and to define new profiles, use the option

'‘Others notification status.

To define a notification status:

From the root of the Interest Group, for the whole group

From the root of the Library or Newsgroups, for the whole Library or Newsgroups

From the main page of the space, for a single space

ADMINISTRATION> Notification status

Selecting this command, displays alist of the notification profiles already created.
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Libr ary
f 1 ¥iew Others" Motification Status on Library
X F I the current location the Following users have set its notification status,

Mate that only SUBSCRIBED and UMSUBSCRIBED status are displayed, Users and profiles with the INHERITED status are not shaownr,

@
@& Define Notification Status

Type « Manye O Motification Status @ Actions
User beaurpi Unsubscribed :‘
User Astrolead Subscribed :‘
Page 1of 1 1

The natification profiles set on the Library
Define a new notification status
This allows Leaders to associate a notification status to specific users or access profiles.
Providing the access profile 'Contributor' with status 'unsubscribed’, for example, resultsin
no Contributor receiving any notification. However, the 'Contributors who wish to receive
notifications anyway can override this status by individually subscribing to notifications as

'‘Users.

To add users or profilesto anotification list:

From the root of the Interest Group, for the whole group
From the root of the Library or Newsgroups, for the whole Library or Newsgroups
From the main page of the Space, for asingle Space

ADMINISTRATION > Notification status > Define notification status

@
& pefine MNotification Status
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Select the user/profile and assign it a Notification Status

| Frofile V| ||::|:|ntrib |[ Search
Fesults for 'contrib' in 'Profile’, Clear Results
Contributor

Select Motification Status

Subscribed

LInsubscrbed

| Add to List |

Type Username Motification Status
Profile DynProz Unsubscribed il
Profile Author Subscribed il
User  Astroiccess@circa Subscribed ]

Profile Contributor Unsubscribed il

Contributorswill not receive any natifications

Remove a notification status

Use the 'Define notification status procedure to delete a status using the trash can icon
beside the type of status to be removed.

Modify notification status

To change a notification status:

From the root of the Interest Group, for the whole group

From the root of the Library or Newsgroups, for the whole Library or Newsgroups

From the main page of the Space, for a single Space
ADMINISTRATION > Notification status > action 'Edit status

Er
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Three options are proposed:

Library

() Change Others' Notification Status on Library
G Edit the notification status of the selected user/profile on the current location

Edit the notification status of user Beawrpi” ‘Unsubscribed |
Subscribed
Unsubscribed
Inherited

‘Inherited' means users keep the status from one level above (default assigned for the whole group)

\ The default notification for the Interest Group level is Unsubscribed

M anage paste Notifications

Allows administrators to select whether to notify users when documents are pasted in a space

'_F_‘ Manage paste notifications
== Manage paste notifications

Notify paste all [
Notify paste [

Public saved searches for interest group

Lists any saved searchesfor the IG

M anage look and feel

The look and feel of the Library, Newsgroups and Information Services can be customised to
make it easier to find favourite actions, group Library spaces on the same page, or reach posts
in afew steps through the Administration console > Navigation preferences

Manage look and feel:
= Navigation Preferences

:=lCustom Logo
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From the IG main menu:
ADMINISTRATION > Navigation Preferences
From any Administration page:
Go to the Interest Group administration page > Navigation Preferences

i |
E=IMavigation Preferences

On the main page of 'Navigation Preferences, there are options for modifying preferences for
the different services:

Manage Navigation Preferences on CIRCABCdoc ﬁ

! This page helps you to manage the navigation lists.

Navigation lists avaliable for customization

L I Inherited from @ Actio
Information Service Contents (urls and documents) [CircaBC =l
Information Service Containers (spaces and dossiers fCircaBC Ely/

ibrary Service CircaBC

The customised items are displayed with the icon.
Library Service Contents [urls and dacurnents] SCircaBiC JE:;*
Library Service Discussions (bopics on spaces or contents) JCircaBiC 2k
Library Service Containers [spaces and dossiers) Current Mode i

Thelook of Containers (spaces) is customised
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Library interface preferences

Library
% Library
The Library is the space where contents are stored, managed and shared.

The Library is the space where contents are stored, managed and shared.

Library Bulk Operations

¥ Spaces

tfmb - Modified Date =
¥ Accessible lSpecify optional columns
B Administer
A CIRCABC - user manuals 10 January 2013 10:43
B CIRCABC movies 18 March 2009 14:51
O direct-try 25 August 2009 08:34
B EMPL H4 25 November 2000 13:53
= essaipermissions 9 March 2010 08:35
S for testing purpose 28 May 2010 11:24
\-) GC-SANCO 7 December 2009 08:29
D GF-Estat 4 December 2009 08:10

Page 1 of 3 1232/

I Row to display

¥ Content

Author =

lTrtle - Size
EE assessment, monitoring and reporting 341 10 January Carlos 1.0 10 February RELEASE|

under Article 17 of the Habitats Directive KB 2013 10:38 Romdo 2010 14:27
age 1ofl 1 ]

Version
bel o

Customise the display of Spacesand Dossiers

Edit the Library Service — Containers (spaces and dossiers) to customise the display the
Library's page:

Specify breadcrumb and navigation behaviour
Layout of breadcrumb

@ Shortname © Title
With this option you can chose if the banner breadcrumb uses shortname or title to render the navigation list.
Specify mandatory columns

) Display the name.

@ Display the title.

i© Display both (name and title).
) Display both (title and name).

What is the difference between displaying name or title?

The name is the file name.

The title is either generated by the tool (e.g. Microsoft Word), or taken
from the document metadata.

Additional properties can be displayed on the main page of the space, such as the number of
documents contained in the space, the path from the root of the Library...
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Crezcription
Creator

Created Date Maodified Crate &'s

Mociher X |Documents) 3

Expir ation Crate
Path
Size

Select a property and pressthe green-labelled arrow

The selected properties are added into the right-hand column. Change the order by using the
up or down arrows. The 'Reject’ icon (<) will remove the selection.

--1:,l Consultation Labour Law

_’,} The Library is the space where contents are stored, managed and shared,

Maodified Date @ Documents @
28 Owctober 2007 11:08 ]
16 February 2010 02:31 1

Display by title, modification date and number of items per space

In the same way, you can display your favourite actions, change the number of spaces

displayed per page, €tc.

Specify actions

"I\:I The action "Wiew Details" will be displayed by default

Edit Properties

Zuk

Take Ownership
My Motification Skatus

Histary

Wiews Discussions
Start Discussion

Specify other options

Initial Sorting calurnn:

Initial Sort descending:

Ernail re this dossier
Drelete i

Copy 2
Manage shared space

(Row o display:

=First Calumn= %

Changes can be cancelled by using the links 'revert changes, 'load default values or icon

'‘Reject'.

Contents display preferences

Proceed in the same manner to display a set of properties and actions on the ‘contents' pane of
any parent space. The number of contents shown per page can also be configured.
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Discussion display preferences

To view, at aglance, how many replies a post received or if it was approved, set thisin
navigation preferences for discussions attached to a content of the Library.

Other navigation options

Navigation inside forums or topics can be customised using the 'Newsgroup service'.
The page for managing the Information service can aso be adapted to your preferences.

L ogos

L ogos can be added to 'brand' the Interest Group and to distinguish between the different
Sservices.

To manage logos:

From the |G main menu:
ADMINISTRATION > custom logo

From any administration page:
Go to the Interest Group administration page > custom logo

E=ICustom Logo

Managing logos is done in three major steps:
v" Upload logos
v Configure the logo display (picture size, location...)
v' Makethelogo visible on the different pages

Different logos can be used for each service of the Interest Group.

Upload a logo

Upload alogo from a computer or from the Interest Group Library.
It will be stored in the 'list of available logos. The logo can be made the default one for the
whole group.

List of available logos.

Preview Mame Inherited from Actions
. cireabe_logo.af fcircaBe L3l
W
| S
%, CIRCABC
i

To set thelogo as by-default, presson icon L
Configure and place the logo
Customize the display of thelogo for:

v" the group homepage
v' thevarious services
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Apply specific settings For Interest Groups Services

Service Override Display Logo

Information Falze

Mewsqgroups true

Library brue
Members Falze
Surveys Falze
Events troe

| ig_logo.qif w |
| circabe_loga.gif v |
| circabe_logao.qif W |
|:| | 280px-Shink.ansen_SS00_1089309751024.jpg W |
F | 280px-Shinkansen_S500_1063309751024.jpg ¥ |
| 280px-Shinkansen_SS00_1069309751024.jpg % |

'Override’ displaysthe selected logo in place of the default logos
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About Search

Which kind of search?
The search engine explores the metadata and content.to facilitate finding spaces, contents or
posts from anywhere in the Interest Group.

For additional information regarding the Search functionality, refer to 'About searching' in the
OSS CIRCABC User Guide.

General search

A general search allows you to ask for text to be retrieved from the name, title and/or content
of any space or document. The general search enables you to perform the most frequent
queries.

Advanced search

Use the Advanced sear ch to execute finer searches built on queries involving dates, time

spans, specific file formats ... You can also use it in order to search in specific sub-spaces.

Save and re-use queries

General and advanced queries can be saved in CIRACBC for future use
For more information refer to the '"How to save and re-use searches' section of the OSS
CIRCABC User Guide.
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Need further support?

FAQ's, Guides, Tutorialsand Training Materials

Additional resources are available on the public Interest Group ' CIRCABC — Information
Hub' (under Category 'DIGIT'):

CIRCABC FAQs
https://circabc.europa.eu/webdav/CircaB C/l nformati cs/| nfohub/I nf ormati on/en/index.html

OSS CIRCABC USER Guide (PDF) & LEADER Guide (PDF)
https://circabc.europa.eu/w/browse/5b627009-61e7-4d9e-8c8a-689a33ac8955

Training (PPT) — Step 1 Manage your documents/ Step 2 Manage your | nterest

Group
https://circabc.europa.eu/w/browse/1cc24c94-c571-4191-b414-8bdf 766151ec

If links in this document do not work in your browser or take you to the CIRCABC main
page, please copy and paste them into the URL bar of your browser.

To browseto CIRCABC —Information hub step by step:

From the entry page https://circabc.europa.eu follow

Browse Categories > DIGIT (under European Commission) >
CIRCABC - Information hub
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Contact DIGIT CIRCABC OSS

Contact DIGIT-CIRCABC-OSS (DIGIT-CIRCABC-OSS@ec.europa.eu).
Please include the following information:

Name

E-Mail
Organisation
Telephone number
Description

In addition please provide information to facilitate troubleshooting such as:

Name of the CIRCABC Category and Interest Group
The CIRCABC Servicethat is affected

Attach a screenshot of the error message received
Any other relevant information regarding the problem

o
%, CIRCABC
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