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Welcome to the CIRCABC user guide!

This guide aims to help you in your daily use of CIRCABC. It intends for both fir st-time and
advanced users.

If intending to manage your own CIRCABC private workspace and user community, you
will also consult the "CIRCABC Interest Group Leader Guide".
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Newcomers

Welcome to CIRCABC!

You said CIRCABC, didn't you?

CIRCABC ("Communication and Information Resource Centre for Administrations,
Businesses and Citizens') is used to create collaborative workspaces where communities of
users can work together over the web and share information and resources.

With CIRCABC you distribute and manage documents and files in any format, many languages and
with version control

So you can
v Deal with tranglations through version-controlled multilingual editions
v Search in multilingual documents
v Start discussion forums
v Manage documents and users through interactive forms

Furthermore, the members of a collaborative group can see only what they are allowed to.
Depending on their user rights, they can also
v manage their individual workspace in a decentralised manner
v launch audit trail facilities
v/ create or answer surveys through the integration of CIRCABC with IPM (Interactive
Policy-Making at http://ec.europa.eu/yourvoice/ipn/)

CIRCABC has been devel oped under programme IDABC" . It is based on Open Source
Software?. It is distributed free-of-charge under the EUPL V. 13 (European Union Public
Licence).

Whom is CIRCABC intended for?
CIRCABC isavailable free-of-charge for
v" Public Administrations
v' Businesses
v' Citizens

! The IDABC programme is presented at http://ec.europa.eu/idabc/
2 Further information on OSS is available at http://www.osor.eu/
®The EUPL V.1 isexplained at http://www.osor.eu/eupl
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Can you speak CIRCABC?

CIRCABC callsan Interest Group (IG) the private workspace designed for and shared by a
community of users.

Several Interest Groups and related information are grouped together in categories.

Some Interest Groups may be entirely or partly public (no authentication required). Others
have their access reserved for their members.

An Interest Group is characterised by:
v" A group of users (potentially unlimited)
v A set of services
v" A collection of contents brought together under a main topic.

A group of users

The user responsible for managing the Interest Group is known as the leader . Other users
may be granted more or less rights depending on the user access profile the leader has
assigned to them.

A set of services

Library: the library can be seen as atree of folders (so-called 'spaces) filled with content.
Thisisthe place where the documents are stored, managed and shared. These can be viewed,
downloaded, modified, versioned, sent by e-mail, etc. They can be grouped together with their
trandations into multilingual editions.

Members: this service provides information about your interest group fellow-members. It
allows you to search, aso, users who may apply for membership in your interest group. The
members of an interest group can ask for their contact information to be hidden from or
shown to other people.

Newsgroups: thisis the place where you create forums and manage discussions. Note that
you can have talks about individual documents, outside this service. The "start/view
discussion” action, indeed, is attached to the documents uploaded in the Library.

Events: in afirst time, this has to be considered as a mere calendar.

Information: this set of actionswill be for customising the interest group presentation.
Surveys:. optionally, members can build and follow surveys through the integration of
CIRCABC with IPM (Interactive Policy-Making).

A collection of contents
The documents you are working on are known by CIRCABC as "contents'. The contents are
grouped into spaces and/or sub-spaces.
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Accessing CIRCABC

Requirement

CIRCABC is aweb-based application, so you need an internet connection and a browser
(Internet Explorer, MozillaFirefox...).

Y ou must use aunique e-mail addr ess (several members of an association, for instance,
cannot share their organisation's global email as registering in the CIRCABC OSS version).

About the access systems

About ECAS

The registered users, external aswell as European institutions' staff, log in CIRCABC through
the European Commission's Authentication Service (ECAS). Y ou need an ECAS username
and password.

If you do not have any, you will register in ECAS (see page 7).

Otherwise, you follow the link "L ogin" (see page 10) Then, you select your user domain
("external", "European Commission", "European Court of Justice"...). Lastly, you enter your
ECAS username and password. Y ou are directed to CIRCABC.

I sthe accessto CIRCABC public?
You get in CIRCABC...
Via public access:
Y ou have logged in CIRCABC as aguest. No username neither password is required. But it
should be noted that:
v"you can only access the Interest Groups which have been granted public accessibility.
v"you can only read and download documents.

If wishing to collaborate more closely in an Interest Group, you are warmly advised to apply
for membership after registration in ECAS.

Vialogin:

The registered users have an opportunity to go further into CIRCABC since they may ask for
membership of an Interest Group. Before joining any Interest Group, however, you may be
granted very limited access rights by the Interest Group Leader.

It isfor the interest group leaders to determine whether access to their group will be public or
reserved for membership. They can choose between three dternatives:

v public access. anybody, whether or not registered, can get in the interest group

v' registered access: those only who have a username and password can enter the interest

group
v" member access. those only who have got membership of the interest group can access.

Getting an account
Sign up via ECAS
v you select L ogin in the CIRCABC main menu
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Main Menu

m Browse categories
=|Logn]
m Help

The ECAS login page is displayed showing by default the domain "European Commission”.

v’ If your username belongs a different domain, you follow the link titled "change it".

iy ¢

- X
g - CIRCABC

H

Domain Eurcpean Commission [*)

Username [] remear

ECAS password
D Warn me each tirme an application asks ECAS for my identity

|:| View rmy ECAS account details after logging e in

Don't vet have an ECAS passwa)

(¥ Is ¥he selecdted domaln corvect? If not, p."eas ga it b oor alse pour usarname or a-mall will not be recognised.

Having followed this link, you pick "External” out of the domain list and press on "Select".
Y ou are taken back to the ECAS login page.

v" Now this showsthelink "Sign up for ECAS".

. CIRCABC %

Domain: External (*)

Username or email address [[] remember me

Fassword

D Warn me each time an application asks for my identity

Submit | |Sign Up for ECAS

Having problems reqgistering or logging in for the first time?
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v" Having followed thislink, you reach the ECAS registration form.

Registration form

Fields marked with a * are rnandatory

UJsername: Chama911

First name: Yictor-Hugao *
Last name: Romanesco *
ernail: charm31l trash@gmail com *

Security check: |

Generate anuther image

Please, type in the characters appearing in the image
*

Fill in the form according to the directions at screen and submit. All goes right? The message
below comes up at screen:

ECAS password initialisation success
Y our ECAS password was successfully initialised!

v' Some whiles later, you receive an e-mail with an activation link.

Dear %ictor-Hugo ROMANESCO,

Your account has been created by the European Commission Authentication Service. Your user
narne is Chama911. Please follow this link to initialize your password.

If the abowe mentionned link does not woark, you can copy-paste the following address (withaout any
line break) in your browser address bar;

https:ffecas.co.cec. ew. int: 7002 ecasdinitfinitialise PasswordLogin. do®wayf domain=external Sawayi.
rermember=checkediwayf submit=Select &uid=nromanvifresetCode=

f5d 731628 eb067 03ee 1502047 20182001 456 25d346558196a0dcS e The

b3b1189d3a60179a9fc5 1 bde90d7 560251701 dbS9 & semvice=https: A circabe. europa. euffacessspf
extensionfwallecasfecaslogin. jsp

=ent to you by
European Commission Authentication Service
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v" Through thislink, you go to a page where you can set your initial ECAS password.

Mote: Please take great care in entering your new password, Once you have created it, you will only be able to change or reset it yourself after 1 day(s).

Domain External
Username Chamad11

Confirm new ECAS password

A unique username and password allow you to apply for membership in several Interest
Groups.

Logging in CIRCABC

Now you are aregistered user. You can enter CIRCABC through its "Login" menu
CIRCABC main menu). You are directed to the ECAS login page. Having followed the
ECAS"login" link, you select your user domain ("external™) and enter your ECAS username
and password.

Once successfully authenticated, you are taken back to CIRCABC. The option "Logout"
comes along with your username in place of "Login".

Main Menu

@ Browse categories

@ |Logout (Chamad11)]
m Help

m Administration

What if | have forgotten my password?
Follow the link "Forgot your password?" that can be found on the ECAS login page.

‘European Commission
Authentication Service

|FR

|‘.:-'.'-r':_'~-.>;'g::'--.r'g}eh.-:-.-':-'»:--ji | : Change Password : Prvacy Statement : I

== EUROPA > Authentication Service > Login

Login

Please enter yvour username and your ECAS password:

Authentication requested by CIRCABC
" o %
e . CIRCABC
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How to change my password?
Y ou can change your ECAS password through the " change password" link of the ECASlogin
page.

‘European Commission
Authentication Service

Forgot your password? jliiwnx_:'r.- !?rsl.'-ﬁ#n:-:*r_il : Privacy Statenment : Contact : Help

=> EUROPA > Authentication Service = Login

Login

Please enter vour username and yvour ECAS password:

Authentication requested by CIRCABC

" o kﬂ
— CIRCABC A

Becoming a member of an Interest Group

What isan I nterest Group?

The Interest Group has been defined in Can you speak CIRCABC? (see" Welcometo
CIRCABC").

Interest Group

How to join
category » Interest Group % an Interest Group
group in CIRCABC

Interest Group

Navigate and join an I nterest Group

Browse
categories

category

Why to become a Member of an | nterest Group?
What makes membership attractive is the possibility to perform awide range of actions over

the contents and to collaborate closely with people who are sharing your concerns and
projects.

-11-
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A unique username and password allows you to become a member of several Interest
Groups.

Y our rights to access and manage depend on the access profile the |G |eader has assigned to
you.

Enter an Internet group in five steps

The below screenshots describe the successive steps from the authentication step to your
Interest Group main page. Feel freeto try at your own pace...

v" Youlogin CIRCABC through

Main FMenu

@ Browse categories
=[Logn]
@ Help

Y ou are taken to the CIRCABC main page viathe ECAS system:

Welcome in CIRCABC

v You click Browse categories from the left-top "Main Menu'":

Main Menu

@ | Erowse categories
m Logout (Astrolead)
m Help

@ Administration

v On the next page, you choose a category name under which your category is listed:

Category Name
European Commission
Cither institutions and decentralised bodies

-12 -
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v Then you select the category you wish:
¥ Others

Category Name
[wild Life Observatory|

v" Once you have selected the category, you access your interest group by clicking its
name:

Mame -

Animal welfare

Apply for membership
Once you have passed through the authentication step and browsed the categories, you reach
thelist of the Interest Groups available to you. These are classified under three headings
mirroring the CIRCABC main access types.
v Members: shows the Interest Groups of which you have M ember ship.
v' Registered access: lists Interest Groups of which you may become a Member of.
These are only visible for authenticated users.
v Public access: lists the Interest Groups which are accessible to everybody irrespective
of authentication.

The Interest Groups that are partly for public and partly for registered access are listed
as "registered access".

Once authenticated, you choose an Interest group such as listed under "registered access' or
"public access'. Clicking "Join thisgroup" from the list of the interest groups displays the
"Apply for member ship" page.

The"Apply for membership” pageis split in two areas:
v Thefirst oneinforms you about whom to contact for further details on the interest

group:

¥ Contact Information

For subscription or other information on this Interest Group you may contact:

Interest Group Leader: tel 45889

Contact the |G leader

-13-
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v The second area allows you to apply and, optionally, to put forth the reasons for your
application:
¥ Apphcation form membership
Pleass, briefly introduce your application:
This information will be forwarded to the Interest Group leader(s) togethar with your CIRCABC account,

Submit your application

Having filled out the application form, you submit your application. Y ou get this messagein
return:

"Y our application to the Interest Group has been taken into account. A mail is forwarded to
the Interest Group Leader(s)".

Astrophysics

== Welcoma in the Interest Group ‘Astrophysics'

¥ Your application to the Interest Group has been taken into account. A mail is forwarded to the Interest

Group Leader(s)
¥ Contact information
Mz Blackdust ar M Green; Orbit 53

Confirmation message

The interest group leader will then accept or refuse your application.

First steps towards an Interest Group

The previous section has introduced the basics for accessing CIRCABC. You have
membership of an Interest Group.
Now let us go on and discover our Interest Group.

First-time access

4 Browse Select Select Login >
= CIRCABC cakegaries Zakegory Interest ——
groun nin this group

Browse and enter an interest group

-14 -
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Keep in mind that an interest group is characterized by a group of users (potentially
unlimited), a set of services and a collection of contents.

Let ustake afirst glance at your interest group:

= Trfor mation

b= Library
b Members
Interest Group
Homepage P Events

b= Mewwsgroups

B Administration
—— Clipboard

——  Search

——  Main menu

The services offered by your Interest Group

Your Interest Group is made of a number of services:

Information: you can present information about your interest group as web pages.
Library: thisisthe main service of your Interest Group. It receives your documentary
content.

Members: thislists the members of your Interest Group.

Events: you can choose the appointments and meetings you would like to attend.
Newsgroups: you take part into or create discussions.

Administration: this provides features for managing your Interest Group as well as your own
account.

To make this list complete, we should add the optional service:

Surveys: this enables to participate in surveys published through IPM ("Interactive Policy
Making").

Y our ability to access each service, the actions you can perform, depend on the permissions
you have obtained from your 1G leader.

-15-
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About the Library

How to deal with the Library

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

-You said "content"... What do you mean?

-The content is the unit of information of the library.

Each content item carries a set of information structured as a semantic whole, a meaning
supported by whatever type of medium (text, picture, video, sound, multimedia, a piece of
software, a web page, etc).

Whom isthe Library intended for?
The IG Leader isfreeto grant public accessto the Library. In this case any user, whether or
not authenticated, can read contents.

Otherwise, any Interest Group member who has been
v’ authenticated
v’ granted accessto the Library

can at least read contents.

Depending on the role they may play in the Library, the |G members can read only or
perform further actions.

It should be noticed that the |G Leader can also deny access to the Library (or part of it) for
some users, even authenticated.

The roles related to the Library are:

Access: only allows reading contents; you can only download contents as well as their
properties.

Edit only: you can only edit contents; you cannot create nor delete any.

Manage own: you can create, edit and delete your own contents. You can only access
the documents created and managed by the other members.

Full edit: you can create contents; you can edit any content whoever be its author. But
you can delete only your own contents.

Administrate: basically, you have as many rights as the full-edit role. Additionally, you
can delete any content. Moreover you can organise the Library and manage its users.
No access: the access to the Library is denied.

It should be noticed that the roles are not definitely assigned. They can be changed at the
initiative of your Interest Group leader or on request.

-16 -
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What doesit look like?

The Library can be figured as a tree of folders (so-called "spaces") filled with content. In the
example below, "LIBRARY" isthe library of our Interest group. It includes sub-spaces at two
levels with sub-space "biodiversity” including sub-space "wild Birds".

Library>Biodiversity>Wild Birds

r —} LIBRARY

- .
y = Biodvirsily
’J

b 'ﬁ Wi Birds

TheLibrary can be split up into sub-spaces

Y ou can add as many branches to thistree as you need...

Y ou can upload content at any level of the tree, including the root of the library as shown
below:

Contant |
P =L LERaRY . = = |
o < @ R =
. .
v J-;J Biodiversity
- ..} i B Content
d [ @ E =

TheLibrary structure: sub-spaces and content

Each space of aLibrary is characterized by:

Properties (name, description, creation date, modification date);
A set of actions authorized for the current user.

Each space can contain sub-spaces and content.

Each content item can be defined by:

Properties (title, description);
A set of actions authorized for the current user.

-17 -
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Visit the Library

Feel free to jump to the chapter which more especially describes your role in the Interest
Group:

Visit the Library through the ACCESS role (page 18)

Vigit the Library through the EDIT ONLY role (page 19)

Visit the Library through the MANAGE OWN role (page 22)

Vigit the Library through the FULL EDIT role (page 29)

Visit the Library through the ADMINISTRATE role (page 30)

Interest group leaders, please, read also the Interest Group L eader guide.

Visit the Library with the ACCESSrole

Y ou have been given the most limited rights:
v" You areonly allowed to read and download contents from the Library.
v You can choose the language in which you would like to read the multilingual
documents.
v You can view the details of any content but you are unable to modify their properties.

How can | view the details of contents?
You click the" View details" icon ( =), next to the content name in the main page of the
Library. By so doing, you display the content properties.

How can | read a multilingual document in my favourite language?
Y ou will find further explanation in selecting alanguage for the display of contents (See p 32
"Setting your language pr eferences”).

How can | download content?
Y ou can download contents from the Library's content list by clicking their name.

Y ou can also display its details page (viaicon "View details") and click itsfile format icon as
illustrated below:

¥Properties

FPor | birds_agresment pdf
fnida

Adobe PDF Document

UTF-8

Accordo fra BirdLife
International e FACE sulla
direttiva 79/409/CEE @

To download content, click thefile format icon

How to be notified about new content?
Notifications are sent whenever a document is uploaded in the Library of your interest group.
An option in your user account allows you to enable or disable them.

-18 -
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Notifications are disabled by default. So, to enable them, select the administration service

from the CIRCABC main menu:

Main Menu

@ Browse categories
@ Logout (Astrolead)
m Help

@ | Administration

The"administration" menu is accessible from the CIRCABC root

Then follow the link "Manage your account":

m Administration Console

Lk this view o perform syatem administration funchions

Administrate the User ‘AstroLead®;

[“¥Manage your account

How to edit your user options

Y our user information is displayed. Choose "enabled" in the "Global notifications’ field of

"User options" pane.

User Options

Content Language Filter: | All Languages v
Language English (en) v
|Global Notification: Enabled v

Personal Information: Mat visible v
and choose " enabled"”

Once done, press on "Save" (at the top-right corner of page "Edit your CIRCABC account").
From now on, you will receive notifications about any new content loaded (initial uploads as

well as updates) at the e-mail address which has been recorded in your account.

Y ou are now aware of what you can do if given the lowest role. Let us try now some more

activerole...

Visit the Library with the EDIT ONLY role

v You can read and update contents.
v You can neither create nor delete any content.

-19-
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v" You are alowed to modify the properties of any item (modify a description, change a
title and so on).

How to modify the content properties

Y ou select acontent item in the Library.

You click the View details (=) icon located next to the item name. In so doing, you display
the content properties along with the actions allowed.

You pick "Modify Content Properties’ from the action list.

FActions

& Madify
Content
Froperties

QUpdate

L hdake

Multilingual
Ernail me this

document

Select " modify Content properties"

Y ou are taken to the page "Modify Content Properties’.

Modify Content Properties)
Modify the content properties then click OK.

] 2003_30_EC_de.pdf
Adobe PDF Docurnent -
UTF-8 ~
@
@
< ]
] DRAFT -

MNone

PUBLIC

MNone
Customise the content properties

Y ou key in the changes you need and press on the OK button: your changes are saved and
you are taken back to the details of the document. Click "Close" on this page to come back to

the main page of the Library.

-20 -
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Update a document
The Editor can update documentsin the Library (except for documents that have been
temporarily locked).

Wherefrom can | start the Update action?
Y ou click the "Update” icon (&) beside the name of the content in its space's main page:

¥Content
Name - Title Size Modified Actions
8 300py-airplane_vortsx_edit.jog sirplane_vortex  20,19KB 18 November 2008 15:14 Sl

Page 1 of 1 1

Launch "update” from the main page of the space...

The "Update" action can be run, also, viathe content properties: click "View details' (:=).
Then pick "Update" from the Actionslist.

TActions

A/Modify Conternt
Froperties

“HCheckout
AT ke Crwvnership
":\.f.l_deate

Or select " Update" from the" View details' page

How can | load a new version of a content?
By clicking the Updateicon (f’i), you access the Update form:

Library
Update document for 'birds_agreement.pdf*
Use this page to update a document

¥ Upload Updated file \
L. Locate your updated file o upload
2. 2. Click Upload

Upload a new version of content " birds agreement”

Just select the document to be loaded and click Upload. The new version of the document is
uploaded. A confirmation message is displayed and the Update button becomes active.

-21-
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Library
& Update document for 'birds_agreement.pdf’
' Use this page to update a docurment

¥ Uploaded Content

W s agreerment_bis.pdf' was uploaded successfully,
e

¥ Confirmation
Click update button to confirm the update of your document,

Confirm the updating

Click Update in order to validate the action. The content is updated with the document you
have just uploaded. Y ou are taken back to the main page of the Library.

Do not forget that you can give up any action before its term just by pressing the Cancel
button that appears on each page of the action form.

Now for the actions allowed by the role "manage own" ...

Visit the Library with the MANAGE OWN role

v" You are alowed to add contents.

v" You may also create sub-spacesin the Library.

v Since you might have to modify the contents you add, you can edit your own contents.
But you cannot edit contents created by others.

Y ou can aso modify and delete your own sub-spaces.

Y ou can delete only your own contents.

AN

Add content into the Library

Wherefrom can | start the "Add content” action?
You will find the "Add content" action under "Library", in your interest group services list.

Intergroup®12 ™

» [Add contert]

b Create space
b Create dossier
b Add URL

b BLlk Upload

b MMembers
b MNewsgroups
B Adrninistration
Takealook at theLibrary title bar

-22 -
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How can | add content?
Y ou open the Add content dialog and browse your system to locate the file to be uploaded.
Once done, you upload the selected file.

Likr ary
- Acked Comtent
Thig Biaibg fepe »ou i0.asd Content 0.4 5pane,

¥ Upload Lontent

1. Low s ol b il = Ciannal
| Mrowse
A Chdk uzlsad
Upioad

How to add content

The next page informs you about the state of the uploading:

Library
.. Add Content
This dialog helps you to add content to 2 space.
¥ Uploaded Content
W paltic sea.jpg' was uploaded successfully,

¥ Upload Content

@ Mame: éElaItic sea.jpg

You can still correct the file nameif this contains forbidden characters

- But... I really do not know which characters are forbidden!

- These are:
RN > < ?2 ] 1|

-23-
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If you agree with the file name, press on the OK button. Thistakes you to the "M odify
properties’ step.

Modify Content Properties
Modify the content properties then click OK.

o Baltic sea.jpg
JPEG Image v
UTF-8 v
Baltic sea.jpg
]
]
<]
[+] DRAFT v
Nore
PUBLIC  +
More

If you do not wish to modify the content properties, click OK or Cancel. The Name and
Status fields are mandatory.

- I have to manage a document together with its translations into various languages.
Does the "Add content" process enable me to take into account the relationship between
the original document and its translations?

- You can make multilingual any content you have uploaded (see on page 33).
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Create sub-spacesin the Library

From scratch

Once you have reached your interest group, select "Library" from the serviceslist. Later,
click "create space”.

Intergroup®12 ™

b Add content

[Create space]

b Create dossier
oA LIRL
b BLlk Upload

b= Members
b MNewsgroups
B Administration

If you can add content, you can create spacesin theLibrary

Y ou are requested for providing basic properties. The name is mandatory. Then press on
create space. The new sub-space is definitely created.

Library
' ) Create Space

Enter information about the space then click "Create Space”

¥Space Properties

© Mame: |Ar1hu3use |
Title: |Ar1hu3use movies |
movies fromw swall companies all over the world

Description:

Expiration Date:

Organisethelibrary in sub-spaces

And now you can define another space in this new sub-space of the Library.

Library = arthouse
f ) Arthouse
- The Library is the space where contents are stored, managed and shared,

¥Spaces

Name - Title Modified Actions
3 sustralian arthouse Australian movie-making 24 Septernber 2008 10:04 =llry

We have built space " Australian arthouse" intheLibrary sub-spacetitled " Arthouse"
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By copying another space of the Library

Y ou can copy and paste a space in the same way as you do for content.

For instance, let us create a new space in the Library by copying sub-space "Australian
arthouse" of space "Arthouse".

Y ou display the properties of "Australian arthouse" from the main page of "Arthouse" ("View
details" icon). You click to "copy" from the Action list of the "Australian arthouse" details
page. Y ou go back to the Library.

In the meantime, the clipboard has appeared on left hand, below the "main menu" and shows
"Australian arthouse". Click icon [5] to paste this space to the Library.

Intergroup®12 ™
% Library
m— _ = The Library is the space where contents are stored, m:
b Add content

b Create space

b Create dossier Name - Title |

p Acdd URL B arthouse Arthouse rmovies

¥ Bulk Upload
b Members
B MNeswsgroups

¥Content
B Administration
¥Search Mame - Title
&5 o5 N9_ne_star. jog 25_0B_08_star. jpg

FClipboard
L1 sustralian arthouse ]l'!'
=

Pazte all | Remove
All | Dowenload Al

Space" Australian arthouse" isready for being pasted in the Library

The Library contains two spaces, now. If wishing to rename the pasted space, just display its
properties (icon "View details' from the main page of the Library).

% Library

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

¥Spaces

Name + Title Modified Actions
A arthouse Arthouse movies 24 September 2008 09:45 =l
Dlaustralian arthouse Australian movie-making 24 September 2008 11:12 =

The sub-spaceis copied with all of its own spaces and contents
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Please, note that in so doing, you copy not only the container but also its whole content, that is to
say all of its sub-spaces and content.

Check out content and check in

"Check out" provides you with aworking copy for adding changes while the main document
remains locked for anybody but you. Once you have made all the changes you wish, you
"check in" which unlocks the content.

Where can | run "Check out" from?

Display the "View details" page of the content to be modified. Y ou find the "Actions' list
wherefrom "Check out" is available.

T Actions

AModify Content
Properties
ke Crwnership
" Check out" in the document properties page

How to check out?

Y ou have selected "check out”; aworking copy is created. This copy looks like any other
content with its properties, its information content and a set of potential actions.

Library = Flying machines = wingshot {Working Copy).jpg
.| |Details of "wingshot (Working Copy).ipg'|
1 Miew the details about the content,

¥Properties
_ & . . .
/mEE wingshot (Working Copy). jog ¥Actions
R IPEG Image
UTF-2 )
. 2 Modify Content
wingshot @ Properties
(<] FCheckin

. . . . ] §1‘l Indn i~heckont
The properties of the working copy include specific actions
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A link to this working copy is added to the properties of the content being modified.

Library = Flying machines = wingshot. jpg

| Details of ‘wingshot.jpg' &
“— View the details about the content,

¥Working Copy

Wiorking Copy: wingshot {Woarking Copy’.jpg

¥Properties

. wingshot, jog
i JPEG Image

Theworking copy isaccessible there...

Keep in mind, therefore, that the checked-out content has been locked as soon as you have
created the working copy. It will remain locked so long as you will keep the working copy
available.

Since you have created the working copy yourself, you can see the "locked by owner” icon
(&) in thetitle bar of its details page. For instance:

Details of 'wingshot.jpg'

The other IG members see the "locked" (=) icon. So,

Details of 'wingshot.jpg' &

The "locked" icon is repeated next to the name of the checked content, on the main page of
the space.

After modification, the content is ready for being checked in. Thiswill unlock it.

What if I change my mind and wish not any longer to modify my document?

- While you have not checked in, you may give up the "check out" action. This can be
achieved by displaying the "View details" page of the Working copy and choosing "Undo
check out" (fg’ﬂ) among the items of the Action list. The working copy is deleted and the
content unlocked.
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How to check in?
To upload the modified document and unlock the content, you check in the working copy.
The"check in" icon (*.) islocated in the Actions list of the "View details' page of the
Working copy:
¥Actions

& Modify Cortent
Properties
%3 ndo Checkaout
" Check in" in the document properties page

It can be found, also, next to the name of the working copy on the main page of the space.

Asaresult,

The content of the working copy is moved to the original content.

The working copy is deleted.

The original content item is unlocked.

The version number of the content is upgraded (if versioning has been allowed on this
content). For example, this number would be upped from 1.0 to 1.1 in case of a minor
change. Otherwise it would become 2.0.

ANANENRN

Delete contents or spaces
Keep in mind that you can delete only your own contents.

Y ou go to the main page of the Library and select the content or space you wish to delete.
You will click the "View details" icon (:=)) and launch the Delete action.

Please, do not forget that as deleting a space, you erase not only the container but also its whole
content, that is to say all of its own sub-spaces and content.

Visit the Library through the FULL-EDIT role
Authors receive thisrole by default. What can you do with the full-edit role? Y ou can:
v’ create contents;
v modify your own contents;
v" modify the contents of other members;
v delete only your own contents.

Add content
Please, refer to "Visit the Library with the "Manage own" role” (see "Visit the Library";
"Vigit the Library with the "Manage own" role" on page 22).
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Edit content
Please, refer to "Visit the Library with the "Edit only" role" (see"Visit the Library"; "Visit
the Library with the "Edit only" role" on page 20).

Delete content
Please, refer to "Visit the Library with the "Manage own" role" (see "Visit the Library";
"Visit the Library with the "Manage own" role" on page 29).

Visit the Library through the ADMINISTRATE role

Please, refer to the Interest group Leader guide to learn how to organise your Library and how
to deal with its users.

You will read "Visit the Library with the full-edit role" (see"Visit the Library"; "Visit the
Library with the "Full edit” role" on page 29) to know more about document management.
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How to deal with multilingualism

CIRCABC isfully multilingual. Its User interface, indeed, is available in several languages
while it manages various trandations of a same content item (content + properties).

In this chapter, you will learn how to deal with the multilingual features of both your User
Interface and Library's content.

We shall see how to:

- change the language of the user interface;

- set your own linguistic preferences;

- make content multilingual;

- display the various language versions of a content;

- deal with the translations of a content.

Which languages for CIRCABC?

Asthe language of the User Interface

The User Interface is being trandated to the 23 official languages of the European Union.
These are ordered aphabetically and coded according to the 1SO "codes for the representation
of names of languages®--Part 1. Alpha 2 codes (1SO 639-1, alpha-2).

As content language
Y our documents can be worded in the languages defined and listed in ISO 639-1, apha-2.
These languages are sorted alphabetically, in the following order:

v’ the official languages of the European Union;

v’ the officia languages of the candidate countries;

v'all the other languages defined in the | SO 639-1, alpha-2 standard.

Setting your language preferences
Y ou can draw your own linguistic profile and specify:
v" thelanguage in which you would like to read the menus;
v the language in which you would like to read the contents.

Inkerface Language: English e
Content Language Filker: | Ikalian W

Linguistic preferences

Who can use these options?
- Any user can change the User Interface language while only authenticated users can
select a Content Language Filter.

Selecting the language of the user interface
v’ Users, whether or not authenticated, can change the language of the user interface for

at most the time of their CIRCABC session. To perform this action, pick alanguage
out of thelist presented at the top-right corner of the CIRCABC screen.
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mportant legal notice

English (en) w

Contact | Search on EUROPA
Change the language of the user interface, temporarily

v Authenticated users may change the language of the user interface for alonger time.
To achieve this, choose the "Administration” service from the CIRCABC main menu.
Then follow the link "Manage your account”. Y ou are taken to a pagetitled "Edit
your CIRCABC account”. Pick the language you wish out of the field "language” in
the "user options" pane.

User Options

Content Language Filter: | All Languages hd
Language English (en) hd

Global Matification: Disabled

Fersonal Information: Motwisible

Save your favourite user interface language

Selecting alanguage for the display of contents
The User options aso allow you to read the contents in your favourite language. For that, you
will set a Content Language Filter.

Only authenticated user s may choose another "Content Language Filter".

- I have no linguistic preference. I do not wish, therefore, to read the multilingual contents in any
specific language. Is it possible?

- Yes, you will simply pick "All languages" out of the list attached to field "Content Language
Filter":

Caontent Language Filker: | All Lanquages w

This lets you see every language version of a same multilingual content. Moreover, "all languages"
is the default filter applied in the registration form.

v To change the Content Language Filter, you must be authenticated. So, once you have
logged in, choose "M anage your account™” from the CIRCABC " Administration”
menu.

Scroll down to the "User options” area, expand "Content language filter" and pick
one of the 165 languages listed.

Content Language Filker: | Ikalian W

A " Content language filter" isapplied
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Do not forget that this really makes sense when applied to a group of tranglations (see
"Displaying trandations"; "Displaying translations only in your favourite language" on

page39).

Dealing with multilingual documents
First, let uslearn how to make documents multilingual.

Making multilingual
The documents are monolingual by default. Y ou can make them multilingual, if necessary.

"Making multilingual”... What do you do?

Y ou associate a number of translations to a same original content in a manner which allows
you to navigate easily from any translation to the original content and reversely. All of the
elements of your so-obtained multilingual document share characteristics (so-called
multilingual information) between them.

Who can make multilingual a document?

Any Interest Group member who can create a document in the library can make it
multilingual .

How to do?

Y ou can make a content multilingual from its "Details’ view: the "M ake multilingual”
command can be launched from either the Multilingual Content Info pane or viathe Actions
list.

¥ rMultilingual Content Info

This document has no multilinguism aspect,

e take Multilingual

Make multilingual viathe" Multilingual content info" pane

vActions

= Modify Content Properties
“H_hackout
Llpdate
ALt
ICopy

lDelete
Make Multilingua

Ernall me this document
Adllow Wersioning

Make multilingual viathe" Actions" list
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You click the "M ake multilingual” command, what takes you to the M ake multilingual
dialog:

Make Multilingual
Transform this document as a multilingual document.

¥ Common Multilingual Properties
@authar :[nobody
@language:| <Select a language> [

"Make multilingual" dialog

Y ou must mention an author and a language (as expressed through "@", the "required field"
symbol). Aslong as you will not have selected the language of the document, the "OK™
button (at the right-top corner of the form) will remain greyed, preventing you from reaching
the last step of this process.

Once you have mentioned the language of the document, you can click OK. In so doing, you
are taken back to the content "Details" page.

Now, the "Multilingual Content Info" pane shows information relating to the original
document. This information will be shared among all the trang ations to come later.

Multilingual Content Info

Properties

D= BN - PE
1.0

fes

[talian
PLBLIC

View of the" Multilingual content info"

The version number applies to the whole multilingual document.

Another areais appeared in the "Multilingual Content Info" pane. Thisisareferencelist of all
the trandations added into your multilingual document. In the screenshot below, you can only
see the name of the pivot tranglation because no additional trandglation has been yet uploaded
(do not forget that you have just made it multilingual).

vRelated Translations

[

MName - Language = Actions

| Jigom2003_0S72i01 pdf ) IT Dietails of content
Page 1 of 1 1

New actions become available from the "Actions’ list of the "View details" page. These are:
v' Add atrandation

v' Manage multilingual content
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¥Actions

& Modify
Content
Froperties
AACheckout
#BTake
Chwnership
QUpdate
Delete
L@Add a
translation
Manage
hdultilingual
Content

Ernail me this
document

W Start
Discussion

Other actions appear in place of " Make multilingual"

Adding trandations
Y ou go through two actions:
v" You upload afile;
v You indicate the author and language of this new content. In the same time, the
"related trandations" part of "multilingual content info" is updated with the new
tranglation.

How can | add translations?
CIRCABC dlows you to add trandlations from three possible starting points:

v' fromthe "View details' page of any multilingual document;
v from the "Manage multilingual content" page;
v from any related trandlation.

Fromthe" View details' page of any multilingual document

"Add translation” may be run from the "Actions’ list of the "View details" page of the
multilingual document:
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Thctions

& Modify
Content
Froperties
SCheckout
AT ake
Chanership
@Update
Mpelete
Laridd 5
translation
Manage
hultilingual
Content
Ernail me this
document
¥ Start
Discussion

Add trandationsviathe" View details' page

From the " Manage multilingual content" page

Once you have picked M anage multilingual content out of the "Actions’ list of the "View
details" page, select "Add atrandation" as shown below:

: .Manage Multilingual Content for 'birds_agreement.pdf*
— Use this page to manage manage multilingual content,

¥ Properties
Flume
1.0 VActions
Yes
Italian 5 Change Detall
dhCut
FUBLIC icopy
llpelets
_2add a
Top of the page & translation
¥ Translations e edition
Name - Language @ Actions
LI birds_agreement.pdf T Wi

Add trandlationsvia" Manage multilingual content"

Fromany trandation

Y ou can increase a series of tranglations starting from any related translation. Y ou can reach
the properties page of the selected trandation by following the link "details of content™
located next to the file name in "related trandations®. Then you find the command "Add
trandation” in the action list of this properties page.
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How can | add a translation with content?

First, make sure that the content where you are about to add atrandation isreally
multilingual. If not, make it multilingual following the "Make multilingual” procedure (see
"Dealing with multilingual documents'; "Making multilingual"; "How to do" on page 33).

Run Add trandlation from any of the above-listed locations. Firstly, you are requested for
providing afile.

Add Translation
This dialog helps you o add a franslation to the document.

¥ Upload Translation

1. Locate translation to upload
2. Click upload
Upload

How to add a translation with content... First step

Secondly, you detail the properties of the trandation you are adding.

Y ou can change the name of the translation. Y ou must indicate its language. As soon as
selected, each language is taken out of thelist. The reason why isthat you may not add
twice a same language version.

Add Translation
This dialog helps you o add & ranslation to the document.

¥ Uploaded Content
9 ‘BirdsFR2, 1.pdf was uploaded successfully,

¥ Upload Translation

@ Marne: |BirdsFR2.1.pdf

© Language: | Select a language ~

How to add a trandation with content... Last step

Remember that symbol @ ("required field") means that the fields "Name" and "Language" are
mandatory.

Once you have keyed in the right language and pressed on the OK button, you are proposed to
modify the content properties. If you need not to modify anything, just presson "OK™".

Now the trandation is presented as a new content:

E birds agreement |_,_j|' Arcorda fra BirdLife Intemational @ FACE sulla direftiva 90,16 12 October 2007 =

79,/409/CEE KB 13:41
= pi-,]FQ_‘J_‘_:m Accorda fra Brolife International e FACE sulla drettiva 90,16 12 October 2007 =g LY
F0A400/CFE [4:) 1£:20

A new trandation has been added

Please, note that:
v The language codes have been made visible because we have not selected any Content
language filter ("Content language filter" option set to "All languages").
v By clicking either the PDF icon next to each content name or the content names
themselves, you reach the full text of the trandation.
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Do not forget that:
v"You can add another translation either from the original document or from any of its
trandations.

Displaying the details of a translation
We shall focus now on the "Properties’ and "Multilingual Content Info" areas. Each
tranglation, indeed,
v includesits own properties;
v’ shares properties with every related trandlation; these shared characteristics are
grouped within the "Multilingual Content Info".

Displaying the properties of a translation

Y ou display the details of atrandlation by clicking the "View details" icon (:=)) which appears
next to its name, in the "contents" area of its parent space. Or you follow the link titled
"details of content” located next to the file name in the "related trandations' pane of the
"multilingual content info" section of any other related trandation.

The detail s page shows the following areas:
Properties

Multilingual information

Related translations

Version History

Actions

ASANENENEN

The "Properties’ pane only describes the current tranglation. Keep in mind that the
"Language” field reads the language of the current trandation. It does not refer to the original
document (so-called "pivot tranglation”). Also the version label only refers to the current
content.
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The "Multilingual content information” includes:
v' properties shared between al the trandations;
v thelist of al the trandations related to one another.

Flume
1.0
Yes
Italian
FLBLIC
¥Related Translations]
Name - Language @ Actions
L birds_agreement.pdf 1T Details of content
|| pirdsFR2.1.pdf FR. Details of contant

Page 1of 1 1

Displaying " Multilingual content info"

The properties listed in "Multilingual Content Info" are common to the whole group of

trangations. The language field, here, refersto the "pivot trandation”, that isto say the source
of all trandlations.

Displaying trandations

How to display translations
Y ou can reach the full text of trandlations starting from various locations.

Fromthe " Content items" area of the Library main page
Click either the content name or the file format icon.

Fromthe " Details' page
Thefileformat icon is available from the properties area.

YProperties
= BirdsFR2.1 pdf

— Adobe PDF Document
o UTF-2

Accordo fra BirdLife Internatanal
e FACE sulla direttiva
TO40HCEE @

Download tranglation through the " file format" icon
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Thetable "related trandations” in the "Multilingual Content Infor mation™ pane of the
content "details" page also provides with access to full text:
Click either the tranglation name or its language code (at end of each trandation line)

YHoelaled Translations

Mame Language o Actions
_-':.l'-_:-:-lil:-: '.Ll.l'l !?r'-i Datails of contant

Page 1of 1 1

Download trandlation from "related trandations"

Through " Manage multilingual content”

Select the command "Manage multilingual content” from the "Actions' list of any transation
of the original document.

Thetable"Trandations' in page "M anage multilingual content™ gives you an opportunity to
download each related trandlation. This can be done by clicking the link of your choice:

v' Filename

v' Language code

v' "View" action

¥ Translations

Name Lanquans & Actions
||. F W

Displaying a trandation through " M anage multilingual content"

IBirdeFr2 1 pat|

Displaying translations only in your favourite language
As previously explained (see "selecting alanguage for the display of contents" on page 32),
you can select alanguage for displaying the trandations.
If you do not choose any language, each translation comes up with its own linguistic code.

¥ Content

Name Title Size Modified Actions

b C_lEtEIEDD?D?JEDbgDDS‘lDDS?.pdfm c_16520070720bg00340037 . pdf 11247 10 October 2007 =iy

KB 10:07

b c_168200?0?20hu0034003?.pdfm c_16820070720hu00340037 . pdf 95,15 KB 10 October 2007 s=b=at{l
10:10

T enzymes_ESC opinion.pef [E] ¢_16820070720en00340037 pdf 79.48 KB 10 October 2007 s=iiE
na:14

Displaying trandationsthrough filter " all languages'
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Now, let usimagine that you prefer reading the multilingual document in Hungarian. Y ou
pick "Hungarian" out of the list of the Content Language Filters (accessible through the
"CIRCABC main menu", "Administration”, "manage your account™). Once done, you display
the multilingual document again:

¥ Content
Name + Title Size  Modified Actions
s £ _16820070720h000340037 pof £_16820070720hu00340037 pdf 95.15 10 October 2007 pbd

kB 10:10
Hungarian isthe Content language filter

Only the Hungarian trandglation appears. No linguistic code is added.

What about the other related trandations? Y ou still can access them
v from the "Related translations" area of the "Multilingual content info" pane on the
document "details’ page
v from the "trandations" pane of the "Manage multilingual content" page.

Modifying a trandlation

Once uploaded, the translations are not definitely fixed. At atime, you will probably wish to
modify either their text or their properties. Thisis partly equivalent to modifying monolingual
contents. So, through the following lines, we shall just explain what is specific for
multilingual documents.

Who can modify a translation?

Those who are enabled to modify a document can modify trandations (refer to How to deal
with theLibrary" for whomisthe library intended? on page 16).

Modifying the properties of a translation

To change the properties of atrandation, click " Modify Content Properties’ from the
Actionslist in the "View details' page (accessible through icon:=).

Factions

el ify
~orant
Properties

| heckous

T ik
Cremershup

Ll lpdate

M gl e

#idd a
translation
Sidanage
Multihngual
~orant

Email ma this

Focumen
¥ Slan

Dizcussion

Modify the trandation properties
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Most data can be changed just like in any monolingual document. Replacing the language
information, therefore, is specific for the trandlations:

Since each language is taken out of the properties language list as soon as assigned to a
tranglation, you are proposed a shortened list so as you have no chance of assigning twice a
same language.

When modifying the properties of atrandation, keep in mind that both trandation name and
language are compulsory data. So you cannot delete these fields.

Automatic changes

Related trandlations

Thelist of related tranglations is automatically updated whenever
v you add or remove atrandlation;
v’ you change the name of atrandlation;
v" you replace the language assigned to atrandation.

For instance, we detail the properties of ¢_16820070720hu00340037.pdf and replace
Hungarian with Finnish. The list of related translations will read FI as the language of
c_16820070720hu00340037.pdf:

Name - Language =
|| c_182820070720bg00340037 . pdf B

L c_16220070720hu00240037 . pdf
Related trandations befor e changing language in the translation properties

MName - Language @
L c_18820070720bg00340037 pdf B
L| c_16820070720hu00340037 . pdf @

Related trandations after changing language in the trandation properties

Version history
The Version label is automatically incremented as soon as the trand ation has been checked in.

Updating a translation
Y ou can update a translation as any monolingual content. Please, refer to Update a document
(see Visgt theLibrary with the Edit only role; Update a document on page 21) for more
details.
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Checking out a translation

This action is similar to checking out any monolingual content. The "Check out any
content..." (seeVidt theLibrary with the Edit only role; Check out any content and check
in on page 27).

Once the new version of the trandation has been loaded and saved (see "Check in" actionin
Vidgit the Library with the Edit only role; Check out any content and check in on page 29),
the version number (visiblein "Version label") isincremented.

BirdsFR2 1 pdf
Adobe FDF Document
UTF-8
Accondo fra BirdLife Internationa
e FACE sulla diretiva
TAUONCEE @
oY
nobiody
90,16 KB
| 20
Yes

During checking in, the version number of thetranglation isincremented

The version number of the group of trandations which it belongs to (visible among the
multilingual content properties) is not changed. Thisis changed only if we make a new
edition (the edition being an image of a group of trandations at atime).

Deleting a translation

Y ou can delete translations like any monolingual content, just by clicking the Delete icon (1Il)
in the Actions list of the trandlation "Details" page (accessible through iconi=).

The pivot tranglation, however, does not show any "Delete" icon. Please, keep in mind that
you cannot delete the pivot trandation as long as other translations are based upon it.

Reversely, deleting all of the related translations also enables you to clear the pivot translation
(the Delete icon (lil) becomes available from the "Details' page of the pivot trandation).

Managing the multilingual content
Remember that the multilingual content represents information common to both the original
document and all its trandations.

The "Multilingual content" area deals with the notion of edition. An edition could be defined like the
image of a group of translations at a time. This means that any action performed over the
multilingual content affects the whole group of translations.

Therefore, you must be prudent while managing the multilingual content.

The related actions are accessible through the "M anage multilingual content™ command of
the"Actions’ (in the "details" page of the content).
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¥Actions

& Modify
Contant
Propertiss
“dACheckout
Tk
Urwrigrshg
Whipdate
W DiEete

®add &
tranzlatior

=Shtanage
Mluiltilmguial
L arant

Email me this

gocumeri
& Stan

Discussios

M anage the infor mation about a group of translations

Having selected "M anage multilingual content”, you access a page showing:
v The properties of the multilingual content;
v' Thelist of the trandations of the original content;
v" Theedition history (history of the successive versions of the multilingual document);
v' Anaction list.

21 Manage Multilingual Content for 'Biofuels in transport.doc’
Use this page to manage manage multilingual content.

¥ Properties
European Commission
1.0 FActions
Yes
Irish & Change Detail
PUBLIC dhCut
ICopy
pelete
_dadd a
Top of th =
op ol ine pege translation

¥ Translations

v edition

Name - Language = Actions
|| piofuels in transport.doc GA Vg
|| 1P-01-1543_1T.doc IT Wigw
L) 1P-01-1543_sW.doc =1 Wie

Top of the page &

¥Edition History
Edition @ Motes  Author Date Actions
1.0 astrolead@circs 25 October 2007 =]

M anage multilingual content

Modifying the properties of the multilingual content

Do not forget that changing the properties of the multilingual content affects the whole edition
in which the modifications are made.

In the example below, we change the language of the "pivot trandation” (remember that the
pivot trandation is the original document, so the document all the other trandations are based
on).
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CIRCABC alowsyou to change it under the following condition:
Y ou must choose the new original language among the related translations (seeillustration
above).

In our example, Irish isthe language of the pivot trandation. Both the Italian and Bulgarian
texts, added later, are based upon it. For some reason, we consider that the translations
added from now and onwards should be based on the Italian version. We choose Italian as
the new "pivot tranglation”.

Firstly, we select "Change Detail" from the Actions list of the page "Manage multilingual
content” (seeillustration above).

We can modify the following properties:
v Author;
v’ pivot tranglation;
v’ security ranking;
v expiration date.

We expand the language list attached to the field "Pivot Trandation™: the languages there
match the language versions listed in the "Tranglations" pane of "Manage multilingual
Content" (seeillustration above).

.1 [Edit Multilingual Detail|
~~! Use this page to edit multilingual details

¥ Properties VActions
European Cormmission
.

ltalian

How to changethe original language
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Once selected, the new pivot trandation is shown in the multilingual content properties:

Fhiultilingual Content Info

Properties

European Commission
1.0

Yes

[talian

FLUEBLIC

¥ Related Translations

Name - Language = Actions

LI piofuels in transport.doc A Details of content
Ll 1P-01-1543_IT.doc IT Details of content
L | 1P-01-1543_Sw.doc =" Details of content
Page 1aof 1 1

Italian replacesIrish asthe pivot translation

Creating a new edition of the multilingual content

Let usremember ...

What is an edition? Thisis an image of a group of translations at a given time.
What is a pivot trandation? This is the trandation all the other trand ations are based upon.
The pivot tranglation provides the multilingual properties of the document.

Specificities

The new edition of amultilingual document is a new group of trandations of a same
document. So it remains a multilingual document.

One of the trandations, including the pivot one, grouped in the current edition is chosen as
pivot trandation of the new edition. The other translations will be excluded from the new
edition.

The other tranglations grouped in the current edition will not be available any more from the
new edition.

How to do
We shall make a new edition of the multilingual document figured below.
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Y Manage Multilingual Content for 'Biefuels in transpert.deoc’
Use thiz page to manage manage multiingual content.

¥ Properties
European Commission
10 VActions
Yes
Irish & Change Detail
PUBLIC dcut
Copy
Dpelats
LwAdd &
Top of the page & :
P pag translation
¥ Translations A ew edition
Name -+ Language = Actions
|| piofuels in transpart.doc A Wigw
L) 1P-01-1542_IT.doc T Wiew
|| 1P-01-1543_sW.dor S ey
Top of the page &
¥Edition History
Edition @ Wotes  Author Date Actions
1.0 astrolead@circa 25 October 2007 =]

First edition

The current edition groups three translations of a same document (initially titled "Biofuelsin
transport; 1P-01-1543"). These are Irish, Italian and Swvedish.

We need to create a new group of tranglations based on one of the existing language versions.
The trandations we shall add later will be sourced in the Swvedish text of the current edition.

First of all, you select "Manage Multilingual content” from the "Details" page of any of the
three tranglations gathered in Edition 1.0. Then, you click command "New edition" in the
Actionslist of the "Manage Multilingual content” page (see illustration above).

The "new edition" dialog is launched.

New Edition Dialog
This dialog helps you to create a new edition of a multilingual document.

=

¥Create new edition

1. @ Choose the content item you want to create the new edition] VActions
IP-01-15843_5W doc v —

= -FInISh
2. Edition Motes:

[CItinar Change,

3. Other Properties:
|®Authur. European Carmrmissiar| |

Security Ranking: | Public ~
Expiration Date:

Building a new edition from edition 1.0 of a multilingual document

Y ou are requested for providing the pivot trandation of your new edition. This must be
chosen among the tranglations existing in Edition1.0.In the example above, we take Swedish.

Y ou are free not to create an edition full different: if you check "minor change”, you will just
build a sub-version of the previous edition. You will create Edition 1.1 from Edition 1.0, for
instance.

If the changes are important enough to justify the creation of atotally new edition, you do not
check "minor change'. In so doing, you obtain Edition 2.0 from Edition 1.0.

Finally, you enter the author of the new multilingual content and some other properties.
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Both the author and the pivot translation are mandatory fields: they are marked as being
"required" (symbol@).

Y ou press on the button "Finish", the new edition is saved.
Before coming to an end, let us take alook at the resulting multilingual details:

Manage Multilingual Content for "IP-01-1543_SW.doc'
LIse this page to manage manage multilingual content.

e
b=

¥ Properties
carmoni
20
Yes
Swedish
FPUBLIC
Top of the page &
¥ Translations
Name - Language = Actions
| 1P-01-1543_Sw.doc s W iEy
Top of the page &
¥Edition History
Edition = Motes  Author Date Actions
‘E.D astrolead@circa 15 MWowember 2007 =] |
1.0 astrolead@circa 25 October 2007 =]

Edition 2.0: multilingual content information

The "Edition history" has been incremented. It contains information on each edition.
The new edition starts with one translation, the pivot one.

The trand ations grouped in Edition 1.0 are not directly available from Edition 2.0.
The multilingual properties are similar to the properties of the pivot trand ation.

- Do you mean that the translations in Edition 1.0 are definitely lost?
- Not at all. You can access them through the "Edition History". Just click the "View details" action
besides "1.0"

Copy multilingual content

In the below example, we copy a multilingual document which comprises two editions. The
second edition contains three translations (respectively in Svedish, German and Dutch). The
original document is in Swedish.

We copy the all three tranglations into another subspace of the library.
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Y Manage Multilingual Content for 'IP-01-1543_SW.doc'
Usze this page to manage manage multilingual content.

¥ Properties
carmaoni
20 FActions
Yes
Swedish =/ Change Detail
PUBLIC doCut
+ICopy
Dslete
L2hdd 5
Top of the page & :
P pad translation
¥ Translations ey edition
Name « Language = Actions
|1 P-01-1543_DE.dac DE Mg
|| 1P-01-1543_ML.doc FL WiEy
| 1P-n1-1543_5w.doc 5 Wigy

Top of the page =
¥Edition History

Edition @ Notes  Author Date Actions
2.0 astrolead@circa 15 Movember 2007
1.0 astrolead@circa 25 October 2007

Multilingual content of the document we ar e about to copy

Specificities
The whole group of translationsis copied at one time. In case of a multi-edition, however,
only the current edition is taken into account.

How to do

Y ou select "Manage multilingual content” from the "Details" page of any of the three
trandations. Then, you look for command "Copy" in the Actions|list of the "Manage
Multilingual content” page (seeillustration above).

Asaresult, the page is refreshed and information is displayed at top of screen:

"An item was added to the clipboard. There are now 1 item(s) in the clipboard..."

The clipboard is displayed in the |eft-hand column between the services list and the main
menu. It contains the name of the file used as pivot trandation and a series of icons
symbolising actions. None of the other translations of the group is appearing there.

¥ Clipboard

| B [pp1-15435_Sw.doc I
Lyl

e

FPaste All | Remove All

Once you have browsed to your target-space, you press onto the "paste” icon (.fn). Having
taken alook at the main page of the target-space, you notice that all the three trand ations of
the group have been copied.
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¥ Content

Mame Title Size Modified Actions
Ecirca leaflet.pdf Circa leaflet.pdf 16957 KB 20 October 2007 11:56 =
L= Iceland_MER_ES. jpg Iceland vista del cielo 21.94 KB & MNovember 2007 14:00 ;_:'Fu{l
o IP-01-1543_DE.doc m 375KB 15 Moverrber 2007 10:27 ==ty
o IP-01-1543_ML.doc 26.5 KB 15 Movernber 2007 10:27 ;_:'Fu{l
oo IP-01-1543_Swd.doc Biofuels in ransport SW 36,5 KB 15 Moverrber 2007 10:27 ;_:'Fu{l
o Space_maritime_policy_EM.doc m 26.5 KB 5 Movember 2007 10:04 ;_:'Fu{l
s space_maritimejolicy_FR,pdf Space and sea 20,65 KB 5 Moverber 2007 10:04 =L

The whole group of trandations has been copied

Displaying the multilingual content of any of the three translations confirms that the copied
document is still multilingual and contains the same trand ations as the source document.
Moreover thisreveals that:
v The copy has a same pivot trandation as the source document;
v" The previous editions of the source document do not appear in the copy. The "edition
history" of the copy is back to one.

Manage Multilingual Content for 'IP-01-1543_SW.doc'
Use this page to manage manage multilingual content.

b
[

¥ Properties

10
Yes
Swedish
FPLUBLIC
Top of the page &
¥ Translations
Name « Language @ Actions
L1 1P-01-1542_DE.doc DE Wigw
L] 1P-01-1542_ML.doc ML Yiew
Ll 1P-01-1543_5W.doc =3 Wigw
Top of the page &
¥Edition History
Edition = Motes  Author Date Actions
1.0 astrolead@circa 15 Movernber 2007 =]

Only thelast edition is copied
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Delete multilingual content

We decide to delete the multilingual document containing the three trandations figured
bel ow:

¥ Content

Name + Title Size Modified Actions
E cirea leaflet.pdf Circa leafletpdf 163,57 KB 30 Octoher 2007 11:56 g
& [rpland_MER_ES.jng Iceland vista del cielo 31.94 KB 6 Moverber 2007 14:00 g
8 [p-01-1543_DE doc m I75EKR 15 Mowermber 2007 10:27 g
8 [P-01-1543_ML.clac IS KB 15 Movember 2007 10:27 el
fooc] IP-01-1545_SiW.doc Biofuels in transport- S 36.5 KB 15 Movermber 2007 10:27 :_:';,3-&
EE Space_maritime_policy_EM.doc m IS KR 5 Movermber 2007 10:04 el
T space_maritime_policy_FR pof [f3 Space and sea 80.65 KB 5 Nowernber 2007 10:04 =g 2

Specificities

Deleting multilingual content means deleting the whole group of translations. It affects not
only the current edition but all of them (in case of a multi-editions document).

How to do

Y ou select "Manage Multilingual content” from the "Details" page of any of the three
trandlations. Then, you look for command "Delete” in the Actions list of the "Manage
Multilingual content” page.

Y ou are requested for confirming the action of deleting the multilingual document along with
all itstrandations and successive editions.

l”” Delete File
To remove this file and any previous versions, click OK.

Are you sure you want to delete "IP-01-1543_SW.doc" and all previous editions ? Each
kranslation will be deleted too. ¥Actions

All trandations and all successive editions are deleted

Once you have clicked "OK", each tranglation of the group is removed from its parent space
(Library root or a sub-space of the Library).

¥ Content

Name + Title Size Modified Actions
Ecirca laaflet. pdf Circa leaflet pdf 169,57 KB 30 October 2007 11:50 Eaae
L=} Iceland_WER_ES. jng Iceland vista del cielo 3194 KB & MNovember 2007 14:00 E»";:‘Q
BEB Cpace_maritime_policy_EM.doc 36.5KE 5 November 2007 10:04 =g ity
s space_maritimeJ:oIicy_FR.pdfE Space and sea 20.65KE 5 Movember 2007 10:04 e

Page 1of 1 1

Thethreerelated trandations have been deleted at atime

Now you are proficient in managing the documents of your Interest Group. Y ou can
download, add or delete contents. Y ou know how to modify their properties or the
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information they contain. Y ou can group them together with their trandations in multilingual
editions. Let us go on afew further and create direct paths to documents.

How to deal with links and dossiers

Create and manage links to contents

In CIRCABC, you can read and download contents. Y ou can aso create some kind of
shortcuts to the documents (contents, discussions, spaces...) you would like to access quickly
and directly. So you set links that will be used alone or grouped together into dossiers. We
shall examine now how to make and manage such links.

Making links
First it isimportant to keep in mind that the links you create must point to documents inside
your interest group.

Having accessed the library (or alibrary's subspace), you select and copy the contents or
spaces you would like to link to. The copied items appear along with "paste” and "remove"
icons, in the clipboard view, on left-hand.

Navigate to the space wherein you wish to have links recorded. Then click the icon "paste as
link" ("==") besides each item name.

¥ Clipboard
ol
2006_01_17_naiades_cormmunic:
il [
Paste All | Remove All
Click theicon " paste aslink"

A link is built and pasted in the space you wish It is explicitly shown as"link to" and is
symbolised with icon "=".

¥ Content

Naime - Title Size
= Lire: to Link o 0 KR

2006_01_17_nalades_cormmunication_|tpdfiurl 2006_01_17_naades_communication_itpdf

A new link isavailable from thelibrary

- What about multilingual documents? Can I link to a translation?
- Yes, you can. Such links however will be lost in case of a new edition of the related multilingual
document.

Viewing and editing the properties of a link

A link created in this manner is given alimited set of properties and actions. But we can see
in "link destination" its most specific property: thisinforms you about the location of the
linked content.
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Asfor any content, the properties and actions can be seen through the link's "view details"

page ("#=" icon).

Liorary > Links > Link to 2006_01_17_naiades_communication_itpdfurl

. Details of 'Link to 2006_01_17_naiades_communication_it.pdf.url’

View the detalls about the content

¥ Properties

Link to 2006_01_17_naiades_communication_it.pdf.ur|

Link to 2006_D1_17_naiades_communication_it.pdf g

Link m 2006_01_17_nalades_communicaton_icpdf g

fLibrary /Security ranking,2006_01_17 _naiades_communication_itpdf
Astrosuthor@circs

16 July 2008 10:58

Astrosuthor@circa

16 July 2008 10:58

Link properties such asdisplayed through the " view details' page

Asusually, the actions you can perform over alink depend on the role you may play in the
library. Those who have been granted the role "full edit” ("Libfulledit") or "administrate”
("Libadmin") can do the most. This means that they can create, cut, copy and delete links.
They can also modify the name, title or description of the link.

Downloading through links
To download the linked document, just press the name of the link.

Editing links
Y ou can move, copy/paste or delete links. But actions really specific of contents such as
making multilingual or versioning are irrelevant.

Several links can be grouped together thematically. Thisiswhat we are about to explore by
creating and managing dossiers.

Create and manage dossiers
Take aglance at these pages. Y ou will learn how to group contents together, virtually, in
dedicated spaces of the Library.

What do we call a" dossier” ?

A dossier isathematic group of links set to contents or spaces dispread throughout the library
of your interest group. It isimportant to note that dossiers do not contain the documents
themselves, only links.

Where can you find dossiers?

A "dossier" isaparticular space of thelibrary. It is usually symbolised by icon 3", Its
properties are of a space, not of content, and you can only perform actions relating to spaces.
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How to read dossiers?

Y ou just need the library (or the space in which dossier has been created) to be accessible to
you. In other words, you can read dossiersif you can visit the library through any of its
associated roles except "no access' (see page 16).

Y ou can browse adossier as any space of the library, keeping in mind that "contents’, in a
dossier, means "links". The dossier, being a space, can include sub-spaces.

How to create dossiers?

Who may create dossiers?

Creating a dossier requires that you may create a space in the library. To do so, you need to
be granted the role "administrate” over the library.

How can | make a dossier?

Y ou open the library (or the sub-space of library where you wish to create adossier). The
option "create dossier” is shown under header "Library”, in the services list.

Clicking "create dossier” launches the space creation wizard. At this step, you make a new
space. Once built, this space shows Icon "23" so as to be typified as a dossier.

L|brar\,r = CHO
UCcmo9
) The Library is the space where contents are stored, managed and shared,

¥ Spaces
Name Title Modified Actiuns
15 Food safety Food and feed safety 24 July 2008 09:20 =0

Dossier " Food safety” created in the subspace” UCM09" of the lerary

Having built the structure, you start recording information in your new dossier. Do not for get
that you cannot add contentsin thiskind of space. So you will establish linksto the
contents you would like to access from your dossier.

How can you achieve that? Just select and copy the contents or spaces you wish. Then, you
display the dossier main page. Lastly you paste as links the selected contents and/or spaces.
Remember that icon "==" stands for "Paste as link".

Library = Messun dorma

) Nessun dorma
The Dossier is the space where links are stored, managed and shared.

¥Spaces
Name Title Modified Actions
= Link to Exoplanets.ur| Link to Exoplanets 16 Septermber 2008 16:00 Bl
=5 Lirk to Food safety.ur] Link to Food safity 16 Septermber 2008 16:06 Ll

Page 1of 1 1

Top of the page =

¥Content
Mame « Title Size Modified Actions
5 Link to Charte-reg-minor-LG-en-148.dac.url  |Link to Charte-reg-minor-LG-en-148.doc | OKB 1 July 2008 15:36 =il
5 Link o Gozzi-Galdani.pdf.url Link to Gozzi-Goldonipdf OKB 25 July 2008 15:10 =il

Thedossier ispopulated with linksto contents, spacesand other dossiers
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It isimportant to note that you can set two links to a same document in a same dossier.

- Now what if I wish my dossier to refer to another dossier?
- You just set a link targeting this other dossier.

Intergroupx12 ™ Lirary > LCMO9 > Transportation
% Transportation
_ > The Dessier is the space where links are stored, managed and shared,
# Mambers ¥ Spaces
B MNewsgroups
ge Name -« Title
P adminstration ik o ||‘|:||'=l=-'"'i Lirk to linguae
» Jsich 7 Link to Security ranking.url Lirk to Security ranking
G :
LA g
B [nouasd 1 1 E ¥ Content

Faste All | Remave All
A link to dossier "linguae" isadded into dossier " transportation”

How to deal with dossiers
Depending on the role you play over the library, you can perform actions ranging from
viewing to deleting:

Access: you can display dossiers, follow and email links, view a discussion about a dossier.
Edit-only: you can display and edit dossiers, follow and email links, edit linksin a dossier,
view adiscussion about a dossier.

Manage-own: you can display and edit dossiers, follow and email links, view a discussion
about adossier. You can add, edit and delete your own links. Y ou delete your own dossiers,
only.

Full-edit: you have same rights as "manage own".

Administrate: you have same rights as "full-edit". Moreover, you start discussions about
dossiers.

How to modify the details of a dossier?

Y ou will find the command "edit dossier properties’ in the properties list of the dossier. This
list is accessible through theicon "View details’ next to the dossier name on the main page of
its parent space, meaning the library or any Library's sub-space.

How to manage discussions over a dossier?

The procedure is quite similar to creating and managing discussions over whichever space of
thelibrary.
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More actions

Following your rolein the library, you can also cut or copy dossiers, in the way you cut/copy
any space of the library.

How to download or upload documents in bulk

Bulk-download documents from the Library

Who may bulk-download?
If you may download documentsin single, you may also do it in bulk.
In other words, you need to be granted at least therole " access' for theLibrary.

What can be bulk-downloaded?
Any kinds of items are available for bulk-downloading:
v’ spaces created in the Library
v documents non multilingual
v’ trandations
v dossiers
v links
What you may not get thisway is.
v' thewhole Library
v forums, not even single posts
v’ contents with a security ranking set to "internal” or "limited"

How to do?
v you select and copy documents and/or spaces from any part of the library
v now, just focus on the clipboard: the items are copied there. In the below part, you
find the link "Download all"
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v you presson "Download al". A zip file, titled "Download.zip" is issued.

L1 % another space I

(=1

o
=l

L] dictionary of old

laniguage. bl il

iy
L =

| ez Iceland_EM. jpg ﬁi ;l %’
L 8 Ieeland_ES. jpg W B =

| Fh e
" & [celand_RULIPG Il L =

ik

i

L]

Tibet_Plateau_MNordest. jpg

iy
L ==

B/ %ﬂ Link o Patagonia. jp

Paste All | Remove

Al || Dovenlozd Al

We bulk-download a space, a URL, trandlations,
alink and a single document

Thefile"Download.zip" contains:

=

g

url

]

=i

v' Anindex file. Thistext file gathers the properties of each downloaded document.

v" Every downloaded document

Marne

El
lﬂ-ﬂintrnduce charte-reg-minar, doc
IﬂTn‘jTiI:uEI:_F'I.Eulze.zuu_r'-.lu:uru:I'u'-.-'esI:.j|:n;|
IﬂTa"JShink,ansen_SSIIIIZI.j|:n;|
IaTﬁlﬂF'.E'|I:.5h|;|-:||'|ia.j|:u;|
B 1eeland_RU. IR
@IEEEI‘Id_ES.]'Dg
ISTi||j1n:EIanu:|_EN.j|:u;|

& | dictionary of old language. htrnl

Tvpe

Text Docurment
Microsoft ...
JPEG Image
JPEG Immage
JPEG Image
JPEG Image
JPEG Image
JPEG Image
HTML Dacurn, ..

" Download.zip" containstheindex file plus downloaded contents

Mame Type Modified Size | Ratio Packed = Path
24/02{2009 14:22 1371 S6% 557
lﬂl introduce charte-reg-minar, doc Microsaft ...  24/02/2009 14:22 33,792 82% 5,918 LibraryiCla samples\another spa.. \
@; Tibet_Plateau_NordWest,jpg JPEG Image 24/02/2009 1422 41,972 0% 41,974  LibrarylCla samples',
& |Shinkansen_3500.jpg JPEG Image 24102/2009 1422 19,761 5% 18,720 LibraryiClo samplesianother spa. |
@; Patagonia.jpg JPEG Image 24102/2009 14,22 164,794 16%  139.244  Library)
Ig‘_]lcelant:l_RU.JPG JPEG Image 24102/2009 14,22 33.706 1% 33.373 Librar\Clo samples
@'_]Iceland_ES.]pg JPEG Image 24102/2009 14,22 32,709 1% 32,387 Library\Clo samples
@'_]Iceland_EN.jpg JPEG Image 24j02§2009 14:22 32.408 1% 32,179 LibraryiClo samplest,
€ | dictionary of old language. html HTML Docum...  24/02[/2009 14:22 257 24% 196  LibraryiClo samplest,

Each document of a space bulk-downloaded islisted separately
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We have bulk-downloaded a link set to document " Patagonia”. The file "Download.zp"
presents the linked-to document (see figure above, document named " Patagonia.jpg").

-What happens if the clipboard contains a confidential document among the items to
be bulk-downloaded?

-It does not matter. The confidential document is just ignored while the other items are
downloaded.

Bulk-upload documentsinto the Library

Y ou bulk-upload through an archive made in an open file format, for instance, a .zip archive.
Thisfile contains
v' Anindex file. Thistext file gathers the properties of each document to be uploaded. It
isoptional;
v The documents themselves.

Who may bulk-upload?
Those who may load documents into the Library can do bulk-uploads. In other words, you
need to be assigned any of the following roles over theLibrary:

v" Manage own

v Full-edit

v' Administrate

What can be bulk-uploaded?
Y ou can load documents in any format. These will be documents non-multilingual aswell as
trandations.

Wish to load links, dossiers or URLS? Please, be patient; thiswill be possible through a
further version of CIRCABC.

- Can I manage my multilingual documents through the bulk upload?

- Making an index file allows you to add translations to an existent multilingual
document. It also helps loading a full multilingual document comprising an original
version and several translations.

How to do?

v" You group the files to be uploaded and the index filein azip archive

v Optionaly, you define the index file which comes along with the files to be uploaded
You put it at the root of the archive

v You enter your interest group and display the Library's space you want to start the
upload into. Y ou launch the bulk-upload.
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You group the files to be uploaded into a zipped archive

The path, in the zip archive, to the items to be uploaded defines the space structure that will
be used for storing the documentsin the Library.

In the example below we would like to upload some files at the root and othersin subspaces
of the Library, following the tree figured below:

:> Clo samples
)
dbrary o tedb ey

¥Spaces

IntergroupX12 ¥

Hame -

" Gnother space

Wewant to bulk-upload to each of these locations

- So the source folders on my system and the target spaces in the Library should have

similar names. What if any of my source folders cannot find any equivalent space in the
Library? Does the upload fail?

- In this case, the spaces required are created in the Library, automatically, as you run

the upload.

Lib-subspacel Clo samples
| |

[Subspace n| [ another space]

the structureof our Library, after the upload

Our filerepository contains a folder so-called " Clo samples® which includes a sub-folder
titled "another space”.

The documents we want to store in CIRCABC are grouped in a zip archive a detail of whichis
shown below:

Mame (..} Path
IEIJSpace_maritimEJ:uDIicy_EN.u:Iu:u:

,ﬂ Swedish lapland.jpg | Clo samplesanother space'l,|
,ﬂ Iceland.jpg Clo samplestanother space),
1 Languages_year,pdf
1 Cor-UM-Culture, pdf Clo samples),
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Optionally, you define the index file

Y ou define the index file which comes along with the files to be uploaded (thisstep is
optional). You put it at the root of the archive.
The index file specifies the properties of the documents you bulk-upload.
Thisisatab-delimited text file. It must be called index.txt.
Thisindex looks like atable:
v the columns list the names of the properties of the documents to be uploaded;
v" therows contain the values of these properties.

NAME AUTHOR | STATUS | SECRANK | KEYWORDS
[Travel§/Byboat/Rivers.pdf Fisher DRAFT | PUBLIC | (en) tourism;(fr)
tourisme;(it)
turismo;
[Travels/Byboat/L akes.pdf Tartarella | FINAL | PUBLIC
[Travel§/Byplane/Enjoyyourflight.doc | Arrow DRAFT | PUBLIC | (en) Europe;(fr)
Europe;(it)
Europa;

As building the index, you only put the properties you need. Y ou can choose among the
properties listed below:

Properties common to every documents

NAME Name of the file to be uploaded and its path in the archive (mandatory)

TITLE Title of the document to be uploaded

DESCRIPTION Description of the document

AUTHOR Author of the document

KEYWORDS Keywords describing the document

SECRANK Security ranking of the document. Its value can be "public"*, "limited"
or "internal”

STATUS Status of the document. Its value can be "draft”, "final" or "released”
(mandatory)

ISSUE DATE The date when the document has been published

REFERENCE Reference: code allocated to the document to classify it

EXPIRDATE After this date, the document will not be valid any longer

ATTRI1 upto Dynamic properties defined by the administrators of the Library (you

ATTRI5 cannot create more than 5 dynamic properties)

TYPE Type of content (JPEG Image, PDF, etc)

Pay attention that:

Theproperty "NAME" contains the name of the file and its path such as defined in the
archive. The path isrelative to the Library. The folders quoted in the path are recognised as
spaces of the Library. If they do not yet exist on the Library, CIRCABC creates them.
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|,"|T ravels /Byboat/Rivers.pdf

Name of the file

Space & sub-space where "Rivers.pdf" will be stored. If not existing on
the Library, CIRCABC creates them

The path to the file is relative to the starting point of the bulk-upload

Theproperty "Name" of theindex file

Properties specific for multilingual documents

TRANSLATOR | Name of the author of the trandlation

LANG Language of the translation to be uploaded ("en", "it", "It", etc)

ORILANG Linguistic version al the translations are based on (also called "pivot
trandation” or "source document™). Itsvalueis"y" or blank. "Y" means
that the document to be uploaded is the " source document”.

RELTRANS Any tranglation of the "source document". Its value is the path to the
"sour ce document”.

NOCONTENT | Document without full text. Contains the translation of the properties of the
"source document”. Itsvalueis"y" or blank. "Y" means that this
trandlation has no full text. No file is to be uploaded.

TRANSLATOR |LANG MOCOMNTE ORILAMNG |RELTRAMS OYERWWRITE
It i
pt b
fr
Bs M Mrack boum/Fisheries hoats. jpy

Examples of index files

1. - We bulk-upload a document not multilingual

Files/Folders in Zip file: 4

PerzonalfPlanes,
PersonalfPlanes/firplane_wvortex, jpg
Personal

|

Thestructure of the archive mirrorsthe structur e of the fileson the user'slocal system
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We attribute a set of document properties to the file through an index file

[NAME LAMG AUTHOR TRANSLA STATUS |EXPIRDATE SECRANKORILANG NOCOMTERELTRAMNS
1EF‘ersunaIfF‘IaneszirpIane_vonex.jng Siman FINAL PUBLIC

Bulk-upload document 'Airplane_vortex' (not a multilingual document)
in sub-space 'Planes’
of space 'Personal’
of the Library

We add some document properties

The result of such bulk-uploading is:

Ij_il:urary = Personal = F‘Ianes:l

“ Planes
,,-)‘ The Library is the space

¥Spaces

Mame -
Mo item ko display

Content

Mame -

L]
¥ pirplane_varkex.jpg

Space " plane" hasbeen created by CIRCABC

2. - We bulk-upload a multilingual document

This document consists of a source document translated to 2 languages, meaning:

- adocument which must be understood by CIRCABC as the pivot-translation of a
multilingual document;

- two trandlations relating to this "pivot-trandation” and with full text.

M yinZip - UploadML.zip

File Actions View Jobs Options Help

-

QAT RERS W@

Hew O|I:|en Farvorites Add Extrack Encrypt Wigw Checkout wizard Wien Skyle
Mame Type Madified Size  Ratio Packed Path
My Car, pdf Adobe Acro,.. 3001002007 14:21 173.500 T% 161,154 Personaly
E Meinauto. pdf Adobe Acro...  30/10/2007 14:21 173.500 7%  161.154  Personaly
T mavoiture. pdf Adobe Acro,.. 30/10/2007 14:21 173,500 T% 161,154 Personaly
[Z] indes bt Text Document  21/09/2009 11:54 445 45% 247

The path to the documentswill bereproduced by CIRCABC
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5,

We set the index:
v' the document properties that are common to all of the translations only appear as
properties of the pivot-trandation .
v Weset thefield "ORILANG" at yes ("Y") on the line describing the file
"Personal/MyCar.pdf". So, this document will be interpreted as the pivot-trand ation.
v" Weinsert the full name (so, name + path to the Library) of the pivot-trandation in the
field "RELTRANS' on the line beside each related translation.
v" We add one line per trandlation related to the pivot-trandation. And for each, we only
insert its own multilingual information, that is to say:
» itslanguage
» the name of its translator
» the name (file name + path) of the source document it isrelated to.

MNANME LANG AUTHOR | TRANSLATSTATUS | EXPIRDATE | SECRANK ORILANG [NOCONTERELTRANS

fPersonalMyCar. pdf en | Smith DRAFT 250972010/ PUBLIC &)
fPersonalMatoiture. pdf fr Aglad PersonalMyCar pdf
{Personal/Mleinfuto. pdf de Ludwig fPersonal/MyCar. pdf

Bulk-upload a multilingual document:
Two translations ('MeinAuto' & 'MaVoiture') are related to an original document ('MyCar.pdf')
We add the properties specific for the multilingualism

The result of such bulk-uploading is:
Fivlultilingual Content Info

Smith

1.0

fes

English

FLUBLIC

25 Septermber 2010

TEelated Translations

Mame - Language @
L Mavaiture pdf FF.
L Meinsuto,pdf DE
L My Car pdf EN

CIRCABC hasdispatched the properties among the concer ned documents
3. - We add trandations to an existing multilingual document

The source document existsin CIRCABC. It has been made multilingual. It istitled
"MyHouse.doc" and is stored in the space "Personal” of the Library.
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We bulk-upload:
v’ atrandation with full text, so-titled "MeinHaus.doc";
v atrandation only consisting of properties (no full text). Its name must be made of the
name of the source document plus its own the language code (in the example below,
"MyHouse el.doc")

) WinZip - UploadPersMoTx.zip

File Actions YWew Jobs Options  Help

>

™ e Fae e BEE N
QB R B BT

fii

Tt Qpen Favorites Add Extract Encrypt Wigw Checkout wizard Wien Shyle
Tarn Type Modified Size | Ratio Packed = Path
Microsoft wy,,,  13/01f2009 10:59 33912 7o 9,768  Personall
Text Document  21/09/2003 9:00 204 34% 135

The index file allows us to set these specificities:
v Wewritetheletter Y inthefield "NOCONTENT" of the description line for the
document "Personal/MyHouse _el.doc", meaning that this has no full-text.
v" Weinsert the full name of the pivot-trandation in the field "RELTRANS' beside each

translation
[MAME LANG AUTHOR TRANSLA STATUS  EXPIRDAT SECRANK ORILANG NOCONTERELTRAMS
/Personal/MeinHaus.doc de e fPersonal/MyHouse. doc
/Personal/MyHouse_el.doc el Angelos ® /Personal/MyHouse. doc

Y ou group the files to be uploaded and the index file in a zip archive. Y ou are now ready to
run the bulk-upload.

You launch the bulk-upload

Y ou enter your interest group and display the Library's main page. Y ou select "Bulk upload”
from the Library's main menu:

B Information
L1Drary
» Add content
» Create space

* Create dossier
b add URL

» [k upioad]

I Members

You input the zip archive, titled "Upload.zip", that you have just built. You click "upload".
The archiveisloaded and analysed.
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The uploading is evaluated; an error report isissued. This can contain two types of error:

v Fatal: this mistake prevents the documents to be added. Y ou can only cancel the
current bulk upload to take time to correct before trying again. Or you can go back to
the previous step to choose another archive.

v' Warning: thistype of error isnot blocking. Y ou have no obligation to modify
anything. The bulk upload is made as well.

1. Check the information submited in the index file
File Name

2. Check the following Error List

Row Number Error Type File Name Error Description
i [Mo index file provided|

Currently, we cannot provide any index

Not to provide any index file brings up only awarning since thisindex is optional. So this
does not matter regarding the achievement of the bulk-upload.

If the evaluation results only in warnings or even in no error, you press on the NEXT button
again. Lastly, you presson FINISH. The documents are stored to the Library subspaces
defined according to the paths read from the archive. The spaces which did not yet exist are
created, automatically.

The bulk upload has been completed.

The right information can be found in the right place:
v" The document "space_maritime policy EN.doc" had no path detailed in the zip
archive. This means that it was expected to be located at the root of the Library of the
target interest-group. And thisisthe case:
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e The Library is the space where contents are stored, managed and shared.

¥Spaces

Hame -

(G sompes

3 Under the snow Title English

Title

¥Content

Hame -+ Title Size

36.5 KB

'3'.153'|Space_maritime_pnlic',f_EN.dnc|

Space_maritime _policy EN isaccessible from theroot of the Library

v The documents "languages year.pdf" and "Conv_UN_culture.pdf" are expected to be
found at the root of folder "Clo samples'. Such section, if not existing in the Library

of the target interest-group, is created by CIRCABC. Then the documents are placed
into it:

lLibrary = Clo samples|

Clo samples
,,-'-\ p

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

¥Spaces

Hame - Title Modified

(5 12 March 2009
¥Content

Hame - Title Size
&8 Conv-UN-Culture.pdf 59.89 KB
o Languages_year.pdf 1.2 MB

Both documents ar e contents of the space " Clo samples’
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v" Theimages "Swedish Lapland" and "lceland" were accessible from the sub-folder
"another space" of folder "Clo samples'. The target interest-group reflects this
structure:

[Library = Clo samples > another space]
'J;} another space
The Library is the space where contents are stored, managed and shared.

¥Spaces

NHame - Title
Mo item to display

¥Content

Hame - Title Size

L= Iceland.jpg 31.65 KB
&2 |Syyedish lapland.jpg 40.15 KB

Both images ar e contents of the sub-space " another space”
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About the newsgroups

Y ou might wish to exchange your views with the other members of the Interest Group. Thisis
possible thanks to the Newsgroups service.
Specific forums can also be launched from any content of the Library.

Some more about the "Newsgroups"

What is" Newsgroups" ?
"Newsgroups' is one of the services of your Interest Group. It contains forums about any
theme having raised the interest of your community of users.

Who can participate in newsgroups?

Participating and performing actionsin "Newsgroups' is conditioned by the role you are
permitted to play in this service. Such role is assigned to you by any Interest Group
administrator (your |G Leader, for instance).

Specific roles are attached to the Newsgroups service:

No Access: You cannot participate in any discussion, nor even read any message;
Access: You can read posted messages but are unable to post any;

Post: you can read and post messages;

Moderate: you can create topics and post messages. You can delete your own topics
and messages; you can access moderated articles and approve or reject them. Please,
note however that the article moderation is not yet implemented in CIRCABC.
Administrate: you can create, administrate and delete forums. You can create topics
and post messages. You can delete any topic or message.

"Newsgroups" is accessible through the CIRCABC main menu.

b= Library

b Mermbers

b Surveys

b Administration
¥ Search

CIRCABC main menu
What does the Newsgroups service look like?
The newsgroups service is hierarchically structured as shown below:

Forums>Topics>Posts
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A Forum is the place where the members of the Interest Group can read discussions or
exchange their views.

A Topic isthe subject of agroup of messages.

A Post is an original message or areply to a message.

Each forum contains "Topics'. In each Topic, "Posts" are created, read and answered.

How to manage newsgroups

How to deal with forums
Access forums

First of all, you select "Newsgroups' from the CIRCABC main menu. In so doing you access
the "Newsgroups" welcome page where the forums are listed.

Mewsgroups
@ Newsgroups
Thig view allows you to browse the farums available in your Interest Group.

¥ Browse Forums
Name -

 Black night

& Falling stars

& star nLrsery

Description

Page 1 of 1 1

Top of the page
The Welcome page of " Newsgroups' presents Forums

Create forums

Users who are granted the "Administrate” role over the Newsgroups service can create
forums.

They choose "Newsgroups' in the interest group services list. Then they choose the option
"Create forum".

Intergroupx12 ™

B Library
b Members

[» Create Forum|

B Administration
¥Search

Select " createforum” from the" Newsgroups' menu
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How to deal with topics

Access and read a topic

The topics discussed in aforum are listed on its welcome page. To access atopic, you enter
the "newsgroups" service and click the name of aforum of your choice. The topics developed

in the forum are listed on its Welcome page.
Y ou can see their name and the number of answers their initial message has received.

Mawsgroups = Falling stars

|y_}j Falling stars

Thiz view allows you to browse all the topics available in this forum

¥ Browse Toplcs

number of Replies
i]

1

Name «
¥ calendar of fa ling stars

o Expansion

¥ parallel unherses o

Page 1of1 1

Topic" Expansion" contains one message plus one answer

By clicking either the name of atopic or its "Topic" icon ('F), you access its content, that isto
say alist of related messages.

Create atopic
Those who have been given rights "Administrate”, "Moderate”" or "Post" over the

"Newsgroups" service can create topics.

While the forum welcome page is displayed, the option "Create topic” is revealed under the
"Newsgroups" option of the serviceslist.

W Library
b Members

WE QLI

¥ Create Topic |

What you seeif you are allowed to create topics

Y ou press on "Create Topic" and access aform wherein you can add a new subject.

Newsgroups >[Falling stars
=, Create Topic
Enter information sbout the new topic

¥ Create new topic |rj|k
Clase

1.|@ Subject ! |—|

Comets

2, [o Message]

Don't miss AAZOOS061ZNKLM which will shine in the european sky for 3

weeks !

Createtopic: both subject and message are mandatory
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Y ou must enter both a message and its subject. If any of them is missing, an error message is
displayed and the new topic failsto be saved.

The message will be shorter than 200 characters.

Click "OK" to validate the creation. Y ou are then taken back to the forum welcome page
where the new topic is listed.

How to deal with posts

Access and read a post

The messages can be accessed through the topics they depend on. To access a post, you enter
the "newsgroups" service and click the name of any forum of your choice. Then you choose
atopic and click its name or its "View topic" icon. The postsit contains are listed on its
Welcome page.

Mawegroups = Fallng stars > Comets]
=| Comets
This view allows you to browse all the posts available in this topic.

¥ Browse Posts

Post Author Posted « Actions

Don't miss AA200806 12WKLM which will shine in the europaan sky for 3 weeks! Astrolead@cica 3 June 2008 15:29 &

Ok, but when? I:Testead@circa 3 June 2008 15:33 &
Page 1of 1 1

The Welcome page of topic " Comets' presents Posts

Y ou can see the text, author and posting date of each message. Y ou can answer through the
icon "post reply" if granted sufficient permissions (see on page 68).

Create a post
Y ou can either answer a message or create a post from scratch.

To reply to apost of your choice, just click the "post reply” icon as suggested above. This
displays the following form:

ewsoroups > Falling stars = Comets|
= Post repl
N q . Py
Enter your reply.

¥ Reply
o[Maszaoa: Close |

Even more 20 given That 1t comes back every thres centuriesa!

Reply to a post under Topic " Comets' in forum " Falling stars'
Y ou cannot send an empty message. The message will be shorter than 200 characters.

If you click OK, the message is "posted"”, that is to say, made available from the Topic
Welcome page.
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To create apost "from scratch”, open aforum, click the name of atopic. Then, select "create
post” from the "Newsgroups" option of the CIRCABC main menu.

b= Library
b Members

| b Create Post

b Surveys

b= Administration

Add a messageinto a Topic

The "create Post" form is displayed. You can fill it out, following the rules expressed above
(no empty message; message shorter than 200 characters). Y ou will finaly click "OK" and the
new post will be listed in the main page of the Topic.

How to manage the discussions launched over contents of the
Library

These specific discussions are directly launched from contents of the Library. Users are given
opportunity of viewing discussions, starting new ones and keeping them going.

Start a discussion over a content means create a new discussion about some content of the
Library. Only those who may create contents may start such discussions.

How can | start a discussion?

Y ou open the "Details' page of the content you wish to discuss about. You will find theicon
"Start discussion”" (#¢) in the Actions list.

The"Create discussion” dialog islaunched. Y ou type in a subject as well as the text of your
message. Both "subject” and "message” are mandatory.

=. Create Discussion
Enter information about the new discussion

¥ Create new discussion El

| Close |

Maiades

How Lo Hnow more about the related policiss)

A new discussion is started

Once you have posted a message, its subject islisted as a new topic. Other members can read
it and reply.
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To create anew topic, click the "View discussions' icon from the actions list of the "Details"
page. The list of topicsis displayed while the "create topic" command is made available in the
serviceslist, under "Library":

Orary

¥ |Create Topic

B Members
B MNewsgroups
b Administration

Click " createtopic" to broaden the discussion

How can | participate in an ongoing discussion?

Access and read messages

As soon as an |G member has posted afirst message, the "View discussions' icon (Cﬂ) comes
up in the action list of the content's "Details’ page, in place of "start discussion”:

¥ Actions

2l Check Cut

4 Edit

Q Update

b Cut

L] Copy

il Delete

#49 Take Ownership

.:; Manage Conkent Users
E| Creake Shortout
Preview in Template
Iﬂ Fun Action

| Make Multilingual

Hig Start Advanced WorkFlow

View discussions
By clicking thisicon, you can reach the discussion topic list

In the example below, the discussion has just been started and contains only one topic:
Library > Gozzi-Goldoni.pdf discussion
D:J [Gozzi-Goldoni.pdf discussion|

Below are displayed the topics.

¥ Browse Topics

Kame = Number of Replies
T Gozzi versus Goldon

Page 1of 1 1

Select atopic
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To access and read a message, you click either its subject or the T icon. Y ou are then taken
to the "Browse posts’ page. This shows the message, its author, the date when it has been
posted and the actions you may perform.

Library =[Gozzi-Goldonipdf discussion] > Gazz| versus Goldoni

= Gozzi versus Goldoni
This view' allows you o browse all the posts available in this topic

¥ Browse Posts

Post Author Posted - Actions:
Cradevn || Gozz| dl essers un gran'amica del Goldonl, non & vero? claudine@arcs 3 Juna 2008 09:51 =4
1 thought Gozzi and Goldoni o be good friends, wasn't it?

Page 1of 1 1

Browse posts
If allowed to post messages, you can reply.

Post areply

To participate in the discussion, by sending areply, you click the “3 icon that can be seen in
the "Browse posts’ page (in the actions list, next to the message).

The post reply dialog is launched. Y ou type in your answer or comment before clicking
"Reply” (or cancedl if you have changed your mind in the meantime).

Mewsgroups »[Gozzi-Goldoni pdf discussion] » Gozzi versus Goldoni

\:_-q Post reply

Enter your reply.
¥ Reply
31 Meszans: Clase

E wero. Erano amlicl nellsa wita k& nemici aocanitl 3ul palcoscenico!

Posted

Enter and post areply

Y our answer isthen listed as a posted message. Other |G Members can read it and/or reply.
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About the notifications

Would you wish to keep yourself aware of any upload made into the library of your Interest
Group? To follow at any time the conversations your fellow-members are exchanging through
the newsgroups? If so you will subscribe to the "notification” service.

Some more about the notifications

Whichever role you play in your interest group, you can keep aware of some events occurring
in the library and the newsgroups. Y ou receive detailed alerts in your mailbox.

What is notified?

Y ou can ask for getting a notification whenever amember of the Interest Group:
v" uploads adocument in the Library
v expresses oneself via the Newsgroups

In the library, the notified uploads include:

Theinitial uploading of new documents (standard, bulk or viae-mail)
The updating of contents

an existing document to be replaced by anew version

atrandation to be added to a multilingual document

ANENENRN

In the newsgroups, are notified:
v’ the adding of anew topic in aforum
v the answer to a message posted viaa forum

What does a notification look like?

CIRCABC sends short e-mails showing alink to the notified content, its location and main
properties. In the specific case of atopic in an ongoing conversation, the e-mail also contains
the body of the message posted.
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Below are samples of notifications:
Dear DELEOSC Nelly,

Please note that boollet lanmuages vear pdf, the below-described document, has just been uploaded in the interest group
Intergroupi 12 (category: Category12).

The properties af this document are listed below

title: Boakied languages_yearpdl

created: Wed Sep 10 08:04:07 MEST 2008

modified: Wed Sep [0 08:04:07 MEST 2008

security_rantoang: FUELIC

status: DRAFT

direct acces wl fitpssicircabe.development. europa.er’w/brovwse/a@0dbe i 5-Fef- 1 1 dd-5 5 5a-404d02 387 3cf.

Please do not reply to this message. Thiz having been sent automatically, no one would recerve and read your answer.

Eest regards,

The CIRCABRC Team.

A new content has been uploaded

Dear DELBOSC Helly,

Please note that a new message has been posted under the topic The future of voung farmers of the nterest group
Intergroup{12 {category: Category12).

Astrolead@eirca has written

“Where can I find more mformation about this topic? T'm ghly mterested i the evolution of thiz job and the role of
managers of the landscape young farmers are now playing.

Please do not reply to this message. This having been sent automatically, no one would recewve and read your answer.

Best regards,

The CIE.CABC Team.

A new topic has been added in Newsgroups

Who does receive notifications?

This serviceis reserved for the members of the interest group (the "access' profile is enough
for being able to accept or reject notifications). The interest group leader may choose which
users and which access profiles will receive notifications. But remember that the notification
serviceisfirst of all tailored to your needs. Whatever was decided by the IG leader, you can at
any time set your own user notification status.

How to manage the notifications

How can | start or stop receiving notifications?
Y our notification status, indeed, indicates under which conditions you can or cannot get the
notifying e-mails. It is made of:
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v A global authorisation
v' A user notification status
v A profile notification status

( Modify your personal Notification Status for the current location
~
Y Modify the configuration of your notifications and then click OK
DISABLED
Unsubscribed

UNSUBSCRIEED

According o the preferences defined, you will NOT be nobified of the events ocourred in the current
space.

The notifications default to off

Y ou can edit the two first options whereas only the |G leader is able to let awhole group of
users (all users with a same profile) subscribe.

A global authorization

The notification service is disabled by default. To get a chance of ever receiving notifications,
you must enable them at the global level of your user account. How to do that?

As soon as you get connected, press the "Administration” link from the CIRCABC "main
menu”. Click the "Manage your account” option. Y our user account is displayed. Scroll
down to its "user options” section and turn " Global notifications' to " enabled” . At last,
press on the "Save" button at the top-right corner of the "Manage your account” form.

User Options

Content Language Filter: | [talian i
Language italiana (if) w
Cibaltoticatont  [Disabled |

R Ty |Enabled
Personal Infor mation: ;
Dizabled

Enablethe notificationsto reach your mailbox

Top of the page 4

A notification status for user

Once you have set " global notification” to " enabled” (do not forget that thisisasine qua
non of receiving notifications), you have to check your user notification status. This must be
set to "subscribed” to let warnings reach your mailbox. This status, however, defaultsto
"unsubscribed"”. It can be defined by your interest group leader but you are free to changeit.
Asamatter of notifications, indeed, users wishes prevail.

Now let us see how to modify this profile.

You select "Administration™ from the main menu of the interest group. Y ou are proposed
various actions, according to the role you may play. If you have been granted the lowest role
in each service, that isto say "access', you can see at |east the two optionsiillustrated below.

-77 -



o
%, CIRCABC

Administrate the User "AstroAccess”

L Manage your account

|@::h'. 0N Notification Status |

How to subscribethealert servicefor all or a part of your interest group

Y ou choose "Edit own notification status'. The three components of your status are then
displayed. Y ou can notice that "notification profile for user" iseditable. Turnit to
"subscribed”.

Modify your personal Notification Status for the current location
= Modify the configuration of your natifications and then click OK

EMABLED

‘ Subscribed v

SUBSCRIBED

according to the preferences defined, you will be notified of the events occurred in the current
space.

Edit the notification statusfor user

Now you can receive the notifications about events occurring anywhere in the library and the
Newsgroups.

A notification status for profile

Y our interest group leader can determine a notification status to be applied to all the users
who share a same user profile. For instance, al of the "authors" will receive the notifications
about documents uploaded into the library and none of them will be informed about the
messages exchanged through some forum of the newsgroups service.

The interest group leaders are the only ones who may define or modify a profile notification
status.

- So, let us imagine that, as a "contributor" I may not receive emails about documents loaded in a
section of the Library. But I really wish to get them. What can I do?

- Do not worry about it! Just remember that your user notification status prevails over the profile
status notification. So, you will just turn the user notification status to "subscribed".

How can | receive only targeted notifications?

Would you prefer to be alerted to contents just loaded in a certain sub-space of the library? Or
would you be interested in the messages sent via one forum, not others? Thisisreally easy to
obtain.

Being warned of eventsin one space of the interest group

We have just seen how to set your notification status at the root of the interest group (on page
77). This action covers the whole library and newsgroups. But the notification process can be
limited to a space of the interest group, as well. This means that you can get (or the interest
group leader can let you get) warnings concerning the only library or the only newsgroups
service.
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For instance, we shall consider that you wish to be informed about any new upload occurred
in the library but you are not interested in the dialogs taking place in the various forums of
the newsgroup service.

You simply select "Library" and then "Administration” from the main menu. Now you repeat,
at the level of the library what was explained above (see page 77).

To make sure not to be notified of the newsgroups, repeat this process after having selected
"Newsgroups' from the main menu of the interest group and set "user notification status' to
"unsubscribed".

- I read "inherited" in my user notification status at the level of the library. What does it
mean?

- "Inherited" means that you are granted, at the level of the library, same permissions as
you have at the level of the interest group. If you are uncertain about your status at the
root of the interest group and wish to check it, click on the name of the interest group in
the CIRCABC main menu. Then go to "administration" and "Edit own notification status".
If you can read "subscribed" besides "user notification status", do not change anything:
you have inherited the permission of receiving notifications at the level of the library, as
well. In the opposite, if "unsubscribed" is written, go back to the library and activate the
"administration"/"Edit own notification status"”. Now turn "user notification status" from
"inherited" to "subscribed". You will receive the notifications of new uploads.

Being warned of eventsin one sub-space of thelibrary

The following explanation is aso valuable for forums of newsgroups.

If you wish to keep aware of the life of only certain section(s) of the library, you browse to
each these sections and repeat, at their level, the process explained above (see page 77).

If, here too, you find "inherited" as a status, please |ook at the short dialog above.

Armed with such information, you can manage the notification system at your convenience,
deciding by yourself what you wish to be warned of .
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About the information service

What information? Whom for?

With the information service, users outside the interest group, as far as granted rights enough,
can browse an overview of your interest group as it was a website.

This service consists of two parts:
v A repository: information to be published is stored there;
v" A publishing area: thisis the place where links to information are published.

Users granted with the role "infaccess' can browse the service and look at the links placed in
the publishing area.
Those who play arole as"infadmin" can

v upload, modify, remove documents on the repository;

v’ create links to be published in the publishing area;

v' manage users rights over the information service.

Leaders, look at the leader guide to know more about how to add content and publish links on
the information service.

Take a look at the information page

To browse information, users with role "infaccess' select "information" from the interest
group main menu:

IntergroupXi2z ¥

b Library

I Members

= Events

b Newsgroups
B Surveys

b= Administration
"Information" isone of the services of theinterest group just like" Library"
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The content of the information page is displayed like aweb page.

EU:photo gallery

Slovenia

See also httpiieuropa ewabo/european countriesindex en htm

Sweden

Some of you cannot display such pages directly from the option "Information™.
Thisisthe caseif your browser does not accept Java script or it has been configured to block
pOp-ups.
Y ou can then reach the pages by following the link presented on the main page of the
Information service:

Infor mation

E”?G Information Service|

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

|C|in:|< here 10 open the information about the Interest Grcnup|
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About Events

Events keep you posted about the meetings and various events that are organised in the frame
of aninterest group on CIRCABC. Thisis achieved through a calendar and notification
system.

Whom does it address?

Specific roles have been defined for this service. So, depending on your access profile, you
can you are granted with one of theseroles:

v' Administer ("Eveadmin")
v Access ("Eveaccess")
v" No access ("Evenoaccess')

The |G Leaders are the only ones who can administer events. If you are an 1G Leader, please,
visit the Leader guide to know more about creating, managing or deleting events.

Most of the access profiles may access the calendar by default.

By default also, guests (those who have no username) and registered users external to the
interest group may not access to the Events service.

Both "Eveaccess' and "Evenoaccess’ can be configured by the interest group leader so that
public at large, as well as any registered user, can look at the appoi ntments made.

Which type of events can | check?

Single or repeated events (meaning appointments, specific tasks, etc) are scheduled. You can
also get information about meetings ((face-to-face as well as electronic). Events and meetings
are independent from one another.
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Enter the "Events" service

Y ou have got connected to your interest group and its main menu is displayed. Press on
option "Event" in this menu.

B Infor mation
B Library
b Members

B MNewsgroups

B Administration

Clicking there, you can check scheduled meetings and appointments
Thefirst page you seeisacaendar. Thisisdivided in months, by default. It shows all
meetings and events you could attend.
v Mestings are tagged with letter M
v' Events are tagged with letter E

In the example below, we are potentially invited to
v A meeting which happens only once ("single meeting")
v' Arepeated meeting (happens every 5 days but not more than twice)
v An event which happens only once ("single event")
v' Arepeated event (happens at three times on a daily basis)

|n1-04-2009 Month v [Apply“

<< April 20009 =

Sunday Monday Tuesday Wednesday = Thursday Friday Saturday
29 30 31 1 Apri 2 3 4

- 15:45 M| - 1745 F - 17045 F

_1745F
5 & 7 8 9 10 11
_15:45M
12 13 14 15 16 17 18
_15:45M - 06:30 F
19 20 21 22 23 24 25
26 27 28 29 30 1 May 2

Thecurrent or requested day is coloured in light blue

Y ou can change the layout of the calendar from "month" to any of these spans of time:
v Daily
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v' Quarterly

<<
06:00

07:00

08:00

<<
Sunday
12

- 1545 M

<<

Sunday
29

- 1545 M

12

- 1545 M

19

26

'
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00:
15:

30:
45:
0o
15:
30:
45:
0o0:
15:

16-04-2009 | Day  v| [Avply]
Wednesday 15 April 20009 >
E: Annual sale of rare tulips
E: Annual sale of rare tulips
E: Annual sale of rare tulips
E: Annual sale of rare tulips
E: Annual sale of rare tulips
E: Annual sale of rare tulips
E: Annual sale of rare tulips
E: Annual sale of rare tulips
Wetake an overview of eventsoccurring on 15-04-2009
(15-04-2009 | =2 [week ~| [Apply]
April 20009 >
Monday Tuesday Wednesday | Thursday Friday Saturday
13 14 15 16 17 18
-06:30F
We check what is appointed for the week around 15-04-2009
115-04-2009 | [Tiimester v| [ Apply |
April - June 20009 =
Monday Tuesday Wednesday Thursday Friday Saturday
30 31 2 3 4
_15:45M _17:45F _17:45F
_17:45F
6 7 8 9 10 11
13 14 15 16 17 18
-06:30F
20 21 22 23 24 25
27 28 29 30 2

We check appointmentsfor thetrimester 15-04-2009 isincluded in
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Check your meetings

Some more about " Meetings"
Everybody isliable to attend meetings scheduled in every interest group on CIRCABC.

Meetings can be "open" or "closed".

Open meetings are limited to the membership of your interest group. No request meeting is
created in the event manager of your mailbox (unlessthe |G Leader specifically ask for a
request to be created for every member of the interest group).

C|O%d meetings can bring together:

members of your interest group

members of any other interest group on CIRCABC

registered users (users with an identifier) being not invited in any interest group
anonymous users (users without identifier)

ANANENRN

Every invitee receives a meeting request in the event manager of their email service.

The details of meetings are recorded in the Events service.

- You just told me that I may be invited to a meeting organised by a different interest
group. Let us suppose I have no membership of this other group. How to get information
about the meeting in question? How to confirm or refuse to participate?

- When invited to attend a closed meeting, you receive a meeting request giving you the
opportunity to accept or decline invitation. You can also take advantage of this message
for asking details about the appointment.

Look at the details of a meeting
Enter your interest group and select the option "Events' from the main menu. Having selected
adate on the calendar, click on the starting hour of the meeting. Its details are displayed.

In the following example, we want to know more about a meeting which starts at 15:45 on
2009-04-01:

Wednesday
1 Apri

-17:45 F
Weclick "- 15:45M"
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Thelink titled - 15:45 M" takes us to the details of the meeting:

' Details of the Meeting: towards the Internet easy for the aged
@ Yigw the details about the Maating,

¥General Information

English
towards the Internet easy for the aged

an overview of the most recent A
technologies and methods: with
demonstrations of cognitive- and v

Face to Face meetings

1 April 2009

1 April 2009

Orly Cnce

15:45

22015

GMT+1

Irakleion

Agsociation of the aged of kriti

- the word of the president

- start off with interactive presentations
- demonstrations and QS 4

- Diner

- self-training and QFA4

- evaluation of the meeting

Public
Mot Applicable

Who is afraid of the Internet? Come on
and try tools which will make easy wour
comnunicating and searching on the Web.

Thegeneral information isdisplayed among other details

The illustration above shows the details of a single meeting: the "date" and "start date" are the
same. In the case of arepeated meeting, "date” contains the date of the occurrence you are
checking.

- 86 -



o
%, CIRCABC

Cpen source and public administrations

Tracks to promote O35 amohng public
adirinistrations.

Face 1o Face meetings

12 april 2009
3 April 2009

Wieekly, Ocours 2 times
15:45
16:15

GMT+1

Only one meeting request will be created, on the date of 05-04-09, with every occurrence listed

Make your choice
If the meeting is closed and you have received a meeting request (or an event has been created
in your mailbox), you are free to reply and ask for further information or make your choice.

On the other hand, the view of the meeting details gives you an opportunity to answer to the
invitation.

¥ Actions

-Q}Accept Meeting
Request

kDecline Meeting
Request

If you did not get any meeting request, you can answer aswell

In the case of a closed, repeated meeting, you will accept/decline every occurrence at one time
(the meeting request being created only once).

Check the events
Some mor e about " Events"

Eventslook like meetings, the only difference being that the invitees to an event cannot
accept nor refuseto attend.

Like meetings, events can be "open" or closed”, "single" or "repeated”.

Y ou can be notified by email. In this case, repeated events will be listed all together in a
single message.
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About searching

CIRCABC enables you to find any space, content or post from anywhere in your interest
group,

v The search engine reads the full text of the contents as well as the files name and title.
v It does not look at the "description” field.
v" It explores only the last version of the contents.

"You seem to tell about searching over text. But what about finding images, sound-recording, etc?
-No matter, such items are linked to textual metadata (i.e. their name). The search engine
examines their name and some properties. Moreover the format of the file can be used as a search
criterion.

How to do a global search

Y ou can start a search from any location in your interest group. Y ou find text from the name,
title and full text of any content and from the name of any space.

b Members
B MNewsgroups

b= Administration

WSearch

“\ Advanced Search

¥ lipboard

Enter search keysand click " go"

Search syntax: Proximity
Y ou may want to find out two or more words next to one another? Just double-quote the
expression you are looking for.

Let uslook for the expression "Wild birds'. We double-quote it into the search box. Our
request comes up with one result, a space titled "Wild birds":
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Library
C% Search Results

Search for "wild birds" results shown below.
This wiew present the result of your search.

¥ Spaces

Mame - Title

BB wild hirds Wild birds

¥ Content

Mame - Title Size

Mo iterms to display

The query was: " wild birds'

"- But what if we forget to double-quote the search term and simply write wild bird?
- Nothing serious, indeed! The search is a little more "noisy" since the search engine

looks for any space or content including either or both these words (as shown
below)."

Litrary
Q‘\ Search Results

I Search for wild birds' results shown below.
This wiew present the result of your search.

¥ Spaces

Mame - Title

BB wild birds wild birds
¥ Content

Mame - Title

= ices_second_report,pdf Report of the Ad-hoc Group on the Impacts of Sonar on
Cetaceans and Fish (AGISC)

And therethe query was. wild birds
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Search syntax: operators OR, AND, NOT

Keying OR between two terms allows you to find the items containing either or both
these terms; typing AND means that you ask for the items which contain both these
terms.

A blank character set between two words means "OR", the default Boolean operator.

The request Wild birds comes up with
v’ theitems containing only the word "wild",
v' theitems containing only the word "birds",
v’ theitems containing both "wild" and "birds" (not necessarily next to each other).

The request "wild birds" water provides
v itemswhich contain only the expression "wild birds",
v’ itemswhich contain only the word "water",
v’ items which contain both the expression "wild birds" and the word "water".

Search syntax: thewildcard
The asterisk symbol (*) may be used in place of one or more characters, existing or not. It can
hide any part of aword:

Cat* standsfor cat, cats, caterpillar, etc
*ouse stands for house, playhouse, grouse, etc
C*an stands for cetacean, cyan, can, etc

The general search enables you to perform the most frequent queries. And you can take
advantage of the advanced search to execute fine-tuned requests.

How to conduct an advanced search

The queries you make through the advanced sear ch can involve more criteria like dates, time
spans, specific file formats ... Y ou can also look at specific sub-spaces or retrieve only
documentsin a given language.
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[Ahibrary

= Members
b= Mewsgroups
B pdministration

¥Search

“\ advanced Search

¥lipboard

Thisoption isavailable from the main menu

Clicking "advanced search" takes you to a detailed interface from which you can select
various kinds of data. For instance, you can read the whole interest group or narrow the
exploration to the service (Library, Newsgroups, etc) from which you have launched the
advanced search. Y ou can even limit the checking to a very location inside a service.

| Advanced Search

N perform 3 more detalled search of Circabe

Look for: il Reset Al
¥Load a saved search

Selecta Saved Search... ¥

Top of the page £«

¥Show me results for

@ all ems

O File names and contents
O File names only
O Space narmes anly
Top of the page &

¥Look in location

O current Interest Group

® Current Service

O current Location

Thisrequest exploresall spaces and contents of the Library

The various areas of the search mask are linked together with the operator "AND".

The other information potentially explored by the search engine are:

ANENENENEN

title, description and author

keywords assigned

any type of date or time span

the file format

additional information such as the status, security ranking , reference or URL
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Y ou can aso check documents writtenin
v al languages
v’ the content language you have set
v’ another language

The results are sorted into spaces, content and posts.

o
@
A\ Search Results

I This wiew presents the results of your search,

W Search for 'Patago™®' returns 3 occurences,

Name -« Title Modified Actions
3 Histoires de Patagonie la Patagonie dans la littérature européenne 24 February 2009 14:52 =)L)

Page 1 of 1 1
Top of the page &
¥Content
Name « Title Size Modified Actions
ez Patagonia. jpg Patagonia 160,93 KB 26 February 2009 10:27 EESN
Page 1of 1 1
Top of the page =
Post Author Posted @ Modified Actions
Fram Topi! Sources sstrolead 26 February 2009 26 February 2009 <& 47 (il
10:23 1023
What word Patagonia comes
from 7
Page 1 of 1 1

You can perform actions on the spaces and contents coming up asresults

How to save and re-use searches

Once you have managed to build a complex request, you may want to launch it periodically.
On CIRCABC, you can save and re-use search masks.
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Save your search masks

The command to save a search mask is accessible from the results page.

¥ Actions

| Save Mew
Search

You can save global aswell as advanced sear ches

First you build amask and click search. Examining the results, you can evaluate how
pertinent your research is. If you agree with the criteria you have previously chosen, follow
the link "Save new search". This can be found in the "actions" list, below "new search” and
"close".

Y ou are requested for providing a name and description to the saved request.

Please, keep in mind that:
v" Y ou cannot give a same name to two different searches;
v You cannot delete a saved search

Launch again saved searches
All saved requests, global aswell as advanced, are available through the " Advanced search"

page.

Once you have reached this page, select the name of the request to be loaded. The saved
search mask comes up at screen.

You can launch it again asis or modify. Do not forget that you must save the modified search
under a different name.

() | Advanced Search|
Perform a more detailed search of Circabc

Look for:

¥Load a saved search

Select a Saved Search. iv

Select a Sawed Search...

Future
[Patagonia

L oad saved sear ches, global aswell advanced
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- I have inadvertently closed the results page and I would like to consult again. How to
do?
- Follow the link titled "Last search" from the CIRCABC main menu:

¥Search

“\, advanced Search
|? Last SEarchl
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