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Welcome to the CIRCABC user guide!

This guide aimsto help you in your daily use of CIRCABC. It is complemented with the
"CIRCABC Interest Group Leaders Guide®, the manual for the usersin charge of managing
CIRCABC communities of users with their private workspace.

The User Guide intends for first-time and advanced users. It is not aimed for the Interest
Group leaders. If you are about to lead an Interest Group, you should also read the "CIRCABC
Interest Group Leaders Guide'".

The CIRCABC User guide is currently offered in English. It will be translated into the other
official languages of the European Union, in the same time as the CIRCABC user interface.
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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.

It isintended to replace CIRCA (Communication and Information Resource Centre for
Administrations), an e-government solution supporting the online collaborative activities of
the European Union's public administrations. Since 1997, CIRCA has been running as an
IDA(BC) service and has been used by more than 30 Directorates-General and in particular

by the committees and consultative bodies established to support collaboration between the
Member States and the EU institutions. More than 70 national administrations have received a
freelicence and use it for their own needs.

The CIRCABC groupware enhances the performance of CIRCA in terms of capacity,
security, availability and interoperability. Its user interface will be available in 23 languages.
Moreover it is adapted to the needs of people with disabilities.

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

v' Manage translations: these can be uploaded and modified through version-

controlled multilingual editions

v' Search in multilingual documents

v/ Start discussion forums

v Manage both documents and users, easily, through interactive forms

Furthermore, CIRCABC
v" Ensures advanced access control: the members of a collaborative group can see
only what they are allowed to
Provides authentication mechanisms
Enables audit trail facilities
Offers decentralised and easy management of the individual workspace
Allows surveys to be created and managed through the integration of CIRCABC
with IPM (Interactive Policy-Making at http://ec.europa.eu/yourvoice/ipm/)

ASENENEN

CIRCABC has been developed under programme IDABC" . It is based on Open Source
Software 2. It is distributed at no licensing cost under the EUPL V. 1* (European Union Public
Licence).

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

! The IDABC programme is presented at http://ec.europa.eu/idabc/
2 Further information on OSS is available at http://ec.europa.eu/idabc/en/document/2627/5894
®The EUPL V.1 isexplained at http://ec.europa.eu/idabc/eupl
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v" Citizens

Can you speak CIRCABC?

CIRCABC callsan Interest Group (IG) the private workspace designed for and shared by a
community of users, which means people working together in order to reach a common goal.
Several Interest Groups and related information are gathered into categories.

An Interest Group may be entirely or partly public (no authentication required) or with
registered access (access reserved for its members).

An Interest Group is characterised by:
v A group of users (potentially unlimited);
v A set of services (see below);
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 access rights depending on the user access pr ofile the leader has
assigned to them.

A set of services

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

Members: this service provides information about registered users (who can apply for
membership in any Interest Group). The members of an Interest Group can ask for their
contact information to be hidden from or shown to the other members.

Newsgroups: these groups provide forums where the members of an Interest Group can
discuss atopic or the documents they are sharing.

M eeting spaces. a meeting space is made available for announcements and agendas. It
includes a chat room to host virtual meetings.

Information pages. web pages enable users to present datain an attractive format. They can
include a short presentation of the Interest Group as well as contacts for information.
Surveys:. optionally, users can build and follow up surveys through the integration of
CIRCABC with IPM (Interactive Policy-Making).

A collection of contents
The contents are grouped into spaces and/or sub-spaces. The so-called spaces are simply
folders.
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Coming into CIRCABC

Requirement

CIRCABC is aweb-based application, so, obviously, you need an internet connection. Y ou
also need abrowser (Internet Explorer 5 or higher, Mozilla Firefox...).

Y ou must use avalid and unique e-mail address.

And you should know at least the URL of your CIRCABC application.

About the access systems
Circausers are spread into two domains according to the way they access CIRCABC:

v" The Commission'scivil servants and external staff working " intra muros' are not
requested for any initial registration to CIRCABC. They directly log into CIRCABC
and apply for membership in any Interest Group (1G). Moreover, they benefit of the
single sign on. That alows them to authenticate only once through the European
Commission's Authentication Service (ECAS).

v' The external users access through the CIRCABC own authentication system.

First-time user: should | register?

Hain Menu -

@ Browse categories
m Fegister
m Login
@ Help
Why both " Register" and " Login" ?

Register meansto get a CIRCABC account, that isto say a username and password. Y ou will
register only once. Once you have got an account, you can log in via"Login" and ask for
membership in one or several Interest Groups. Later, clicking on "Login" will become your

usual way to get into CIRCABC.
. Create your

@ Log in CIRCABC

Register or login?

CIRCABC

ho W: ge
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Isthe accessto CIRCABC public?

Although working in a private workspace, certain interest groups enable public accessto
some of their documents. So these are accessible to every user, whether or not authenticated.
The other documents can be read only by authenticated users.

You get in CIRCABC...
Via public access:
Y ou have connected CIRCABC as aguest. No login neither password is required. But it
should be noted that:
v" Not all the Interest Groups have documents available this way: you can only access
the contents which have been granted public accessibility.
v You can only read the documents.
v You cannot participate in the life of any Interest Group.

If wishing to collaborate more closely in an Interest Group, you are warmly advised to
register.

Via authenticated access:
Before joining any Interest Group, you may be granted very limited access rights by the
Interest Group Leader.

The registered users, however, may submit applications for membership in an Interest Group.

Getting a CIRCABC account

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

Register procedure
Y ou can obtain your own CIRCABC account by following the "Register" procedure.

You click register from the CIRCABC main menu (see left column of the homepage).

This takes you to aregistration form which consists of the following areas:

v' ldentity (personal data and information required to let you be identified as a
CIRCABC user);

v Contact information (thiswill help to keep in touch with your Interest Group's fellow
members);

v User options (this allows you to read the user interface and the contentsin your
favourite language);

v Verify your registration (information needed for checking purpose).
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Theregistration form: areas" |dentity" and " Contact information"

All of the fields marked with symbol "star" (@) are mandat ory.
The e-mail address field must contain only one e-mail address.

Y ou create your own password and user name.
Y our user name must be unique. It will be more than 7 characters long.
Y our password must contain 8 characters or more chosen from at least three types of
characters in the four following:
v’ upper case (A to 2);
v lower case (ato 2);
v" numeric (0to 9);
v' gpecia characters (namely, !"#$%& '()* +2-./;;<=>?@[\]*_{[} ~).

For instance, we choose "pa88worD" as a password.
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What does the" Verify your registration” area mean?

Verify Your Reqgistration
Tt heck halps us 10 prewanl from aidomaled reglslration

Please, enter the code shown below or the equivelent audio information

Y SvDCX €

Code

Il you encounler some difficulties
please contact an sdministratos

| “Re ;;|_|

Theregistration form: area" Verify your registration”

This CAPCHA test verifies that the current register has not been issued by arobot
programmed for running bulk registrations. An equivalent audio message is played for blind
and visually-impaired users.

Some more about visibility of your personal information

If you wish to be easily contacted by the other members of the Interest Group and let them
know more about your domains of excellence, for instance, you will choose to authorize
everybody in the IG to see your user information.

If not, you will deny such authorization. Only the Interest Group leader, category
administrator and CIRCABC administrator will be able to access your whole user
information. All the other members of the Interest Group will see only your user name, first

and last name.

Register

If you have filled out all the mandatory fields, if your password complies with the password
rulesand if... you are not arobot, you have just to confirm your request for an account by

pressing on the "Register™ button.

Y our request for registration has been recorded and processed. The message below is

displayed:

Congratulations
Your reguest for & user account has been reqgistered.

“fou have succesfully created your CIRCABC account, Your infor mation will be sent to your email address: test@mail.com.

Please use the activation URL that will be in the email to validate vour user account within 60 days, otherwise your request will be

deleted.

Congratulations! Your request for a user account has been registered.

If you ever get an error message ("'password does not match", "e-mail missing”, etc)... just

correct and validate again through the "Register" button.

-10-



CIRCABC Users guide
Version 2.0 of 23/09/2008

How and when do | receive my CIRCABC account?

Once you have filled out and submitted the registration form, you receive an e-mail with a
hyperlink towards CIRCABC.

Thanks Claudine Gribouwillis for hawing signed-up for CIRCABC. Please find
helow your personal user name and activation link that will let you access
CIRCAEC:

User Mame : griboucla

Activation Link:

http: ffwlsdewd_ co.cecoeu.int: 8111 /circabef faces/jsplextensionfactivation. j=s
pluser=griboucladakey=4cl3adec—917-11dc—9a3d-133171 £7héda

Marnming: Tou must login £o the CIRCABC service within &0 dayi(s), or ipour
acocount will be DELETED.

Y ou receive an activation link...

How to activate my account?

Y ou follow the activation hyperlink. It takes you to the "Login" page. Y ou typein the user
name and passwor d you have created as registering. Y our account is activated.

If not yet activated after 60 days, your CIRCABC account will be removed.

What if | have forgotten my user name?

Go back to the activation e-mail you have received from the IG leader. Now if you have also
lost thise-mail...

Had you already activated your account? Y ou will then contact the |G leader.

If you had not yet passed through the activation step, try the CIRCABC contact (see
CIRCABC homepage)...

What if | have forgotten my password?
You can reset it by yourself, very easily. Y ou follow the "forget your password?" link that
can be seen on the Login page.

Log in CIRCABC
You must be authenticated 1o access all the features of CIRCABC,

Key in your User name and password such as provided by the CIRCABC-IPM adrministrator

User Marme : ||
Password :

Did you [forget your password 7| Just fill in the appropriste form. Your password will be e-mailed back to you,
Did you forget your password?

Thistakes you to a"reset password" page whereon you are requested to:

v/ enter your user name,
v enter either an alphabetical code or its equivalent audio message.

-11-
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@ |ser Mame:

Security check
This check helps us 1o prevent from automated registration

Flease, enter the alphabetical code shown below in the picture. It contains only letters and the code is not case sensitive.

AXBLG Cr

If you can't read this text, use the refresh’ button below and another text will be displayed. You will not loose the information

already entered.

If you cannot read the text in the picture above, you can alternatively enter the audi code payed below. This code is different from
the code in the piciure and contains only numbers,

CloflclolclcImmc R

You need only 1o enter either the alphabetical code shown above in the picture, either the audio code.

@ Code :

If you encounter some difficulties, please contact an administrator,

Reset Passward

How to reset password

Y ou press onto the "Reset password" button, located at the bottom of the page. Y our lost
password is then e-mailed to you. For security reasons, the e-mail does not contain your user

As an alternative, you can contact your 1G Leader.

How to change my password?

Y ou can change it only if you are amember of an interest group. You log in your interest
group. You select "Manage your account” from the CIRCABC main menu so as to be taken

to the page "User options".

Main Menu ™

@ Browse Categories

B [Manage your account|
B | ogout

B Help

Click hereto access" change password"

Once there, you click the link "Change password" that can be found at the bottom of the "My

Details" section.

aarapiin
Mirziid

SIEL sk supEliaw, nel

[ & change Passward

How to change password

-12 -
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The dialog "Change password" islaunched. Y ou are expected to put and confirm anew
password. Once done, you click "Finish" and your new password is saved.

@ Change Password

W g bhis view Lo change your passsnnd

BT VOLF ME DS s

et Y= corer Bl xiica

Enter and confirm a new password

Y ou click Next which takes you to a summary of your personal information. Y ou press on
Finish.

Becoming a member of an Interest Group

What isan Interest Group?
The Interest Group has been defined in Can you speak CIRCABC? (see" Welcome to

CIRCABC").
—b{ Interest Group '

r’_ ~Toin Thig~ How to join
category » Interest Group an Interest Group
roup_~ in CIRGABC

Browse
ci BC —————» )
Fert categories

—b{ Interest Group '

Navigate and join an I nterest Group

s category

Why to become a Member of an Interest Group?

What makes membership attractive is the possibility to perform awide range of actions over
the contents, to be able to exchange views with the other members, so, to be ableto
collaborate closely with people who are sharing your concerns and projects.

Membership is free-of-charge.
A unique user name and password allows you to become a member of several Interest
Groups

Y our rights to access contents will differ according to the access profile the 1G leader will
have assigned to you.

-13-
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Accessto an Internet group in five steps

From the authentication step to your Interest Group main page, you pass through 5 steps that
are:

Login CIRCABC > Browse categories > Browse category names > Select a category > Select
an Interest Group

The below screenshots describe the successive steps from the authentication to your Interest

Group main page. Feel free to try at your own pace...

v" Youlogin CIRCABC through

Log in CIRCABC
Wou must be suthenticated 1o access all the features of CIRCABC

Y ou are taken to the CIRCABC main page:

Welcome in CIRCABC

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

Main Menu ™

| @ Browse Categories |
@ Manage your accout
@ Logout
@ Help

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

Latagory Name

=L
dqpncies v docore sl bodies

v" Then you select the category you wish:

¥ Categorif

Category Name

-14 -
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v Once you have selected the category, you access your Interest group by clicking its
name:

Name -«

Ezzais

- Having missed a step, I have pressed the BACK button in the browser toolbar. Why did
this result in an error?

- The BACK function is not supported by CIRCABC. It is recommended to navigate
through the CIRCABC menu and navigation bar

Apply for membership

Once you have passed through the authentication step and browsed the categories, you can
reach alist of the Interest Groups which are available to you. These are classified under three
headings mirroring the CIRCABC main access types:

v Members: shows the Interest Groups for which you have Member ship. This does not
appear if you are not amember of any IG.

v" Registered access: lists Interest Groups of which you may become a M ember and
which are visible for authenticated users, only. This does not appear if you have not
registered.

v Public access: lists the Interest Groups which are accessible to everybody irrespective
of authentication. Thisis displayed in any case.

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 its welcome page displays both the "contact
information” pane and "Apply for member ship” form.

Now, if you click "Join this group” without being authenticated, you are just led to the
"Contact information” pane.

The"Apply for membership” pageis split in two areas:
v' Thefirst one informs you about how to contact the IG leader:

¥ Contact Information

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

Interest Group Leader: tel 458389
Contact the |G leader

v The second area allows you to apply and, optionally, to put forth the reasons for your
application:

-15-
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¥ Appilication form membership

Pleasa, briafly infroduce your application

This information will be forwarded to the Interest Group leader(s) together with your CIRCABC account,
subeil

Submit your application

Having filled out the application form, you submit your application. The application reacts
by displaying the following message:

"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 tsken irto account. A mall is forwarded to the Interest

Group Leader(s)
¥ Coptact information
M= Blackdust ar M Green; Orbit 93

Confirmation message

You are now a member of an Interest Group. You are ready to participate in the life of
your Interest Group.

First steps towards an Interest Group

The previous section has introduced the basics for accessing CIRCABC. Y ou have now
registered (if not an ECAS user) so that you have a CIRCABC user name and password. You
have then asked for becoming a member of an Interest Group.

Now let us go on and discover our Interest Group.

First-time access

This figure shows how to navigate from the CIRCABC homepage to an Interest Group for
which you have membership.

-16 -
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Navigate and comein your 1G

You click "Login" in the main menu of the CIRCABC homepage and type in your user-name
and password.

¥ain Menu -

@ Browese categories

@ Register

@ Help
Click Login and authenticate

The paragraph below guides you from the authentication step toward an interest group
(titled "Animal welfare").
First you click Login (in the CIRCABC main menu):

Main Menu -

m Browse Categories

m Register

@ Help

Later, you browse the categories:

Main Menu ™

| @ Browse Categories |
@ Manage your account
@ Logoit
@ Help

Y ou choose a category header ("Others’, in this example)...

Category Mame
European Commission
Other institutions and decentralised bodies

-17 -
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... and then a category of interest groups ("Wild Life Observatory", here):

¥ Others

Category Name

Wild Life Cheervatory

Finally you access the interest group you are looking for ("Animal welfare"):

MName -+

Animal welfare

Keep in mind that an Interest Group is characterized by a group of users (potentially
unlimited), a set of services (Library service, News, etc) and a collection of contents based on
a same theme.

Y ou can now take afirst glance at your Interest Group. Its structure is figured below:

Library

Members

Bt Mewsgroups

List of
’ Surveys
’ H Services unvey
|—- Adminisiration
—'L}IIDD\XHZ

Interest Group

e

The services offered by your 1G

Your Interest Group is made of a number of services:

Library: thisisthe main service of your Interest Group. It receives your documentary
content.

Members: thislists the members of your Interest Group.

Newsgroups: this service enables to create or smply take part into discussions.
Surveys: this enables to participate in surveys published by IPM ("Interactive Policy
Making"). Thiswill come with afurther release.

Administration: this provides features for administrating the Interest Group.

Y our access to each service, as well as the actions you can perform, depend on the
permissions you have received from your |G |leader.

-18 -
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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, aweb page, €tc).

For whom isthe Library intended?
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 associated with the Library are:

No access: the access to the Library is denied.

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 read and write on the whole Library; 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.

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.

What does it 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".

-19-
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r __yﬁ LIBRARY

v —:I'- Biodvirsily

i.‘

b -;B Wi Birds

TheLibrary can be split up into sub-spaces

Y ou can add as many branches to this tree as you need...

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

) Contant
L '.*';._; LIRRARY L E il El E
w J_-1'L'- Bindivessity
b
(! Content 5
v .";‘, Wil Birds _ |
mioIZEE]

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/or content.

Each content item can be delineated by:
Properties (title, description);
A set of actions authorized for the current user.

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 21)

Visit the Library through the EDIT ONLY role (page 22)

Visit the Library through the MANAGE OWN role (page 27)

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

Visit the Library through the ADMINISTRATE role (page 29)

-20 -
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If you are the interest group Leader, please, read also the Interest Group L eaders guide.

Whatever access rights you have been granted, you are assumed to meet the following pre-
requisites:

Y ou are registered so that you have a user-name and password.

Y ou have been invited to participate in at least one Interest Group.

Y ou have typed in the URL of your CIRCABC application; you have logged in; you have
accessed the relevant Interest Group.

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 doing so, 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 31
"Setting your language pr eferences”).

How can | download content?
Y ou can download a content by clicking itsfile format icon. This can be found besides the
content properties, on the "View detalls' page asillustrated below:

¥Properties

FFor | birds_agresment pdf

Adobe POF Document

UTF-8

Accordo fra BirdLife
International e FACE sulla
direttiva 79/400/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.

Notifications are disabled by default. So, to enable them, pick "Manage your account” from
the CIRCABC main menu.
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Main MenL

® Browse categories

B Manage yoLr accoLnt|
B | ogout

B Help

To enablenatifications, click thisoption...

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: Mot visible v

and choose " enabled"

Once done, press on "Save" (at the top-right corner of the CIRCABC account management
page).

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 modify any content.
v You can neither create nor delete any content.

v" You are allowed 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 a content item from the Library "browse" page.

You click the View details (=) icon located next to the item name. In so doing, you display
the properties of the content as well asthe list of the actions you can perform over this
document.

You select "M odify Content Properties’ from this actions list.
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TActions

& Modify
Content
Froperies
‘\-\EUpdate
LI Make
Mlultilingual

Ernail me this
docurment

Select " modify Content properties"

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

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

Cancel

o 2003_30_EC_ds pof
Adobe PDF Docurnent At
UTF-8 v

o DRAFT he
MNone

FUBLIC v

Mone

M odify Content Properties

Y ou key in the changes you need and press on the OK button to validate your action: 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.

Check out any content and check in

"Check out" provides you with aworking copy for adding changes while the main document
remainslocked for anybody but you, so that nobody else can modify the concerned content
before you unlock it by yourself. Y ou save the working copy, locally. You make all the
changes you wish in the replicated content. Once done, you "check in".

Where can | run "Check out" from?

"Check out" isavailable from the "Actions" list of the "View details" page of the content to
be modified.
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¥Actions

E/Modify Content
Properties

“BTake
Crwenership
‘&Update
dhCut
1 'ZCopy
lipelete
LI Make
Multilingual
Email me this
document
Sl
Wersioning

W Start
Discussion

" Check out" inthe" View details' page

How to check out?

Y ou have selected "check out”; aworking copy is created either in the current space or in any
space of your choice. This copy looks like any content with its properties, its information
content and a set of potential actions.

Y ou are proposed to edit the working copy to your own system so that you can add changes at
your convenience. Y ou can also decide to edit later.

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
() next to the content name. For instance,

IP-07-498_FES.doc la
Every other IG member only see the "locked" (is2) icon. So,
IP-07-498 ES.doc sl

After having captured all the modifications you need into your locally stored replication of the
working copy, you will be ready to check in. At this stage, the other |G members cannot work
on the content you have modified.

What if I change my mind and wish not any longer to modify my document?
- While you will not have checked in, you will be given a possibility to give up the "check
out" action. To do so, you display the "View details" page of the Working copy and select

"Undo check out" (ﬁ'ﬁ Undo Check Out ) from the Actions list. The working copy is deleted.

How to check in?
To upload the modified document and unlock the content, you check in the working copy.

To so doing, just click the "check in" icon ().
Thisislocated in the Actionslist of the Working copy " View details' page:
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VActions

A/ Modify Content
Properties
*x_‘.UndD Checkout
Take
Craniership
'medate
dhCut
1 'ZCDpy

Email rme this
docurment
Do
Yersioning

P Start
Discussion

"Check in" in the" View details’ page

Asaresult,
v" The content of the working copy is moved to the original content.
v" Theworking copy is deleted.
v" Theorigina content item is automatically unlocked.

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

Wherefrom can | start the Update action?

Let us go on with the above example. Let usimagine that we have to load a new version of
the document titled "Birds agreement”. We click the "Update" icon (‘&) from the "content
item" short description as shown in the "content items" area of the Library "Browse" page.

The "Update" action can be run, also, viathe content properties page: click "View details"
(:2). Then pick "Update" from the Actions list.
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V¥Actions

& Modify Content
Froperties

“checkout
“Take
Crwniership

1 ".Cop\,r
et

L a
tramslation
anage
rultilingual
Content

Email me this
document

¥ Start
Discussion

Select " Update" from the" View details' page

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

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

¥ Upload Updated file
1. Locate your updated file to upload
2. 2, Click Upload

Update a content with new infor mation

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.

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

V_’ Uploaded Content Update
® ‘birds_agreement_bis.pdf was uploaded successfully,
ance

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

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.

Notice 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 the contributor may perform over the contents...
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Visit the Library with the MANAGE OWN role

v"You have been invited to increase the Library with new contents. So you are allowed
to add contents.

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

v" You can delete only your own contents.

Add content into the Library

Wherefrom can | start the "Add content” action?

You will find the "Add content” action under the header "Library"”, from your interest group
serviceslist. To add content to a sub-space of the Library, display this sub-space and use the
"Add content” function you can seein itstitle bar.

P | Add content

B embers

B Mesgroups
B Surveys

B sdministration

Takealook at theLibrary title bar

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.

Litr ary
b Al Content
Thig e Selpd $ou oeas content 104 3pata,

¥ Uplnad Contonk

1. L bl oo e Cannal
Mrowse

2. Chok uzlzad

| Upicad

How to add content

The next pages:
v Inform you about the state of the uploading; for instance:
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Library
Add Content
This dialog helps you to add content to a space.

¥V Uploaded Content

= i T
- 'Baltic sea. was uploaded successfully.

¥ Upload Content

@ Mame: EElaItic sea.jpg

At this stage, you can till correct the file name if this contains forbidden characters.

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

- These are:
N > <2

v List the properties of the new content and allow you to modify them.
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.

@ Baltic sea.jpg
JPEG Image b
UTF-8 v

Baltic sea.jpg

[} DRAFT hd
Nore
PUBLIC v
[Wore

If you do not wish to modify the content properties, smply click CANCEL . Notice that the
Name and Statusfields are mandatory.

The Library main page is displayed back with the just-added content listed among the
"Content items”.

- 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 32).
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Delete contents
Keep in mind that you can delete only your own contents.

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

Visit the Library through the FULL-EDIT role
Thisisthe typical role an author may be assigned. 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 or create content
Please, refer to "Visit the Library with the "Manage own" role” (see "Visit the Library";
"Visit the Library with the "Manage own" role").

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").

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

Visit the Library through the ADMINISTRATE role

Please, refer to the Interest Group L eaders 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” rol€") to know more about document management.

How to deal with multilingualism

CIRCABC isfully multilingual. Its User interface, indeed, is available in several languages
while it can manage various trandlations 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 your Library's content.
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In this chapter, you will learn how to deal with the multilingual features of both your User
Interface and your Library's content.

We shall see:

- How to change the language of your user interface;

- How to set your own linguistic preferences;

- How to make content multilingual;

- How to display the various linguistic versions of a content;

- How to deal with the translations of a content.

What are the criteria for alanguage to be taken into account in CIRCABC?
At the User Interface level

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).

At the content level

CIRCABC deals with 165 languages, defined and listed in 1SO 639-1, alpha-2.

These languages are ordered as follows:
v The official languages of the European Union appear at the top of the languages list;
v' The officia languages of the candidate countries come in a second position;
v They are followed by all other languages defined in the SO 639-1 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

Two 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 I nterface
Registering gives you an opportunity to save your favourite User Interface language. But any
user, whether or not authenticated, can change the user interface language, temporarily:

v Thelanguage of the user interface is one of the "User options"' you are proposed to
select and save asfilling out the registration form. Whenever you authenticate, the
CIRCABC User Interface is displayed in the language you have saved as a user
option.
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User Options

Interface Language English [en) v
Content Language Filter |All Languages v
)

Registration form: save your favourite User interface language
Y our choice, therefore, is not definitely fixed:

v' Asany user, whether or not authenticated, you can change the User Interface at any
time and from any CIRCABC page. To do so, you use the language menu presented at
the top-right corner of screen.

mportant legal notice

English (en) b

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

In the above example, we have selected "English”. This means that all the menus and pages of
your User interface will be worded in English. Y ou can change again the User Interface
language at any time.

v Thelanguage of the user interface can also be changed through the "language” field of
the "User options" section in the "Manage your account” page (accessible viathe
CIRCABC main menu).

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

Only authenticated users may apply a"Content Language Filter".

v" You can save your linguistic choice while registering. To do so, you select a Content
L anguage Filter from the "User options" section of the registration form. The
multilingual contents are then displayed in the selected |anguage whenever you have
authenticated and this, until you select another Content L anguage Filter.

User Options

Interface Languages English [en) v
Content Language Filter |All Languages v
()

Saving a Content Language Filter asregistering
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- | have no linguistic preference. | do not wish, therefore, to read the multilingual contentsin
any specific language. Isit possible?
- Yes, you will simply pick "All languages' out of the list attached to field " Content
Language Filter":

Cankent Language Filker: | All Lanquages w

No "Content language filter" is applied

Thislets you see every linguistic version of a same multilingual content. Moreover, "all
languages’ is the default filter applied in the registration form.

v" To change the Content L anguage Filter, you must be authenticated. So, once you have
logged in, choose "M anage your account™ from the CIRCABC main menu.
Scroll down to the "User options' area, expand "Content language filter" and pick
one of the 165 languages listed.

Conkent Language Filker: | Tkalian w

A " Content language filter" isapplied

Do not forget that this really makes sense when applied to a group of translations (see
"Displaying trandlations"; "Displaying translations only in your favourite language”).

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

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 trangations to a same original content in a manner which allows
you to navigate easily from any translation to the original content and reversely. Every
element of your so-obtained multilingual document shares characteristics (so-called
multilingual information) further to their own properties.
This action can be applied to the contentsin your Library or in any of its sub-spaces.

Who can make multilingual a document?

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

This dacurent has no multlinguism aspeck,

L7 Make Mulkilirgual

Make multilingual via the Multilingual content info pane

vActions

= Modify Content Properties
“H_hackout
Llpdate
ALt
ICopy

lDelete
I Make Multilingua

Ernall me this document
Adllow Wersioning

Make multilingual viathe Actionslist

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

Cancel

@authaor : hobody

@language:| <Select a language> v

"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.
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Now, the "Multilingual Content Info" shows information relating to the original document
and shared by all the trandlations that will be added later.

Multilingual Content Info

Properties

Dz ENY - PE
1.0

es

Italian
PUBLIC

View of the" Multilingual content info"
The version number applies to the whole multilingual document (to be discussed further).

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

vRelated Translations

[

MName « Language = Actions

| Jigom2003_0572101 pdf ) IT Details of content
Page 1 of 1 1

Further to making a document multilingual, "Make multilingual” is removed from the
"Actions' list of the "View details' page whereas new actions become possible. These are:
v' Add atrandation
v" Manage multilingual content

¥hctions

& Modify
Content
Froperties
“ACheckout
BT ake
Crnership
{.}LUpdate
lDelete
L@Add a
translation
Manage
htultilingual
Content

Ernail me this
document

W Start
Discussion

Other actions appear in place of " Make multilingual"
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Adding trandlations
This process goes through two actions:
v" You will upload afilein the same way as you add content;
v The concerned multilingual document will be updated with the trandation. So
relations will be built between the trandlation, the original document and the other
existing tranglations.

How can | add translations?

CIRCABC dlowsyou to start the "Add translation” process from three possible starting
points:

v' fromthe"View details' page of any multilingual document;
v from the "Manage multilingual content" page
v' from any other trandation of the original document.

Fromthe" View details' page of any multilingual document

"Add tranglation” may be run from the "Actions’ pane of the "View details' page of the
multilingual document:

Thctions

A Modify
Content
Froperties
“HCheckout
BTake
Cwenership
ﬁUpdate
lDelete
L@Add a
translation
Manage
hultilingual
Content

Ernail me this
document
B 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:
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’ 'Manage Multilingual Content for 'birds_agreement.pdf*
Use this page to manage manage multilingual content.

¥ Properties
Plume
1.0 VActions
Yes .
Italian i Change Detail
duCut
PLBLIC

1 _'ZCDpy
lpelete

_add a

¥ Translations “SHew edition

Name - Language m Actions
| birds_agreement. pdf T Wigni

Add trandlationsvia" Manage multilingual content"

From any other trandation of the original document

Y ou can increase a series of tranglations starting from any related translation since each of
theseis amultilingual document.

How can | add a translation with content?

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

Run Add tranglation from any of the above-listed locations. As aresult, the first screen of
the "Add trandation” form is displayed, requesting you for providing the file to be uploaded.

Add Translation
This dialog helps you to add a translation to the docurment,

¥ Upload Translation

1. Locate translation o upload
2. Click upload
Upload

How to add atranslation with content... First step

Y ou select the trandation file to be added and confirm your decision by pressing on the
" Upload" button. Thisleads you to the second step of the "Add translation™ process which
consists of detailing the properties of the tranglation you are adding.

A bar at the top of this second screen informs you about the success (or failure) of the upload.

Y ou can change the name of the translation. Y ou are requested for indicating the language of
the uploaded content.
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Add Translation
This dialog helps you to add a translation to the docurment,

?] Uploaded Content
Y 'BirdsFR2.1.pdf was uploaded successfully,

¥ Upload Translation

@ Mame: |BirdsFR2.1.pdf

@ Language: | Select a language v

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

The symbol @ ("required field") next to "Name" and "Language" indicates that both these
fields are mandatory.

Y ou are requested for detailing the language of the translation.
As soon as selected, each language is taken out of thelist. The reason why isthat you may
not add mor e than one of each linguistic version.

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 tranglation appears as a new content:

E birds agreement |_,_j|' Arcorda fra BirdLife Intemational @ FACE sulla direftiva 90,16 12 October 2007 =
- 79/409/C

09/CEE KB 13:41
= pi-llFR_'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, notice 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.

Do not forget that:
v You can add another trand ation either from the original document or from any of its
trandations.

Displaying the details of a trandlation
We shall focus on the "Properties’ and "Multilingual Content Info" areas. Each trand ation,
indeed,
v" includes its 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 atranslation by clicking the "View details" icon (:=) which appears
next to its name, in the "contents" area of the related space.

The detail s page shows the following areas:
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Properties

Multilingual information
Related trandlations
Version History

Actions

ANANENENEN

The "Properties’ pane only describes the current tranglation. Keep in mind that the
"Language' field readsthe language of the current trandlation. It does not refer to the
original document (so-called "pivot trandation™). Also the version label only refersto the
current content.

o | birds_agreement pdf
|
Adobe PDF Document

UTF-8

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

<]
nobody
90,16 KB

10

Yes
andiamoci@circa

12 October 2007 14:10
andiameci@circa

12 Qctober 2007 15:41
[talian

Most properties of the just-added translation

The "Multilingual content information” includes:
v’ properties shared by all the trandations;
v’ areferencelist of the trangdlations;

Plurne
10
Yes
[talian
PUBLIC
¥Related Translations
Name - Language m Actions
! birds_agreerment.pdf T Details of content
L pirdsFR2. 1.pdf FR Details of content

Page 1 of 1 1

Displaying " Multilingual content info"
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The properties listed in "Multilingual Content Information™ are common to the whole group
of trandations. The "language" field, here, refers to the "pivot trandlation”, that is to say the
source of al translations.

Displaying translations

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

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

Fromthe" Details' page
Thefile format icon is available from the properties ar ea.

¥Properties
= BirdsFR2 1 pdf

— Adobe POF Document
LITF-2
Accordo fra BirdLite Internabonal

e FACE sulla direttiva
T940NCEE @

Download translation through the " file format" icon

Thetable "related trandations' in the "Multilingual Content Information" pane of the
content "details" page also provides with access to the full text of trandations:
Click either the trandlation name or its language code (at end of each trandation line)

YHalated Translalons

Mame = Language = Actions
.-:\.I'-_;-_.FF: '_|_..:-i :_‘Ei-'-i Datails of content

Fage 1of 1 1

Download trandation from " related trandations'

Through " Manage multilingual content"

Y ou can display the "Manage multilingual content” page by selecting the command "Manage
multilingual content” from the "Actions" list of any trandation of the original document.

Thetable"Trandations' in page "M anage multilingual content™ gives you an opportunity to
download each related trandlation. To do so, just click the link of your choice:

v" File name

v Language code

v "View" action
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¥ Translations
NAME - Laruangs o Actions
[FF apre

[[BirdsFF2. 1pdt|

Displaying a trandation through " Manage multilingual content™

Displaying translations only in your favourite language
As previously explained (see "selecting alanguage for the display of contents"), you can
select alanguage for displaying the tranglations. Remember that, by-default, CIRCABC
displays all the linguistic versions of agroup of trandations ("all languages' is the default
content language filter).
Each tranglation comes along with its own linguistic code:

¥ Content
Name + Title Size Modified Actions
. c,lEuBEDD?D?EDbgDDS‘IDDS?.pdfm £_16820070720bg00340037 pdf 112,17 10 October 2007 il )
KB 1007
" c_lﬁSEDD?D?EDhuDDS4DDS7.pdfm £_ 168200707 20hu00340037 pdf 95.15 KB 10 October 2007 sl )
10:10
E enzymes_ESC opinion.pdf [ £_16820070720en00340037. pdf 79,48 KB 10 October 2007 bl

na:14

Displaying trandations with default " all languages' setting

Now, we prefer to read our multilingual documents in Hungarian, only. We pick "Hungarian"
out of thelist of the Content Language Filters (accessible through the option "manage your
account” of the CIRCABC "main menu"). Once done, we display the multilingual document

again:

¥ Content
Name « Title Size  Modified Actions
b _16220070720hu00340037  pdf c_16820070720hu00340037 . pdf 95.15 10 0Orctoher 2007 gl

KB 10:10
Hungarian isthe Content language filter

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

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

Modifying a translation

Once uploaded, the tranglations 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.
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Who can modify a translation?

Those who are enabled to modify a document (refer to "How to deal with the Library"; "for
whomisthe library intended?") can modify translations.

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 iconi=).

VActions

Pebadify
~ontant
Properties
| heck ouf
T aks
Cramership
Llipdate
W Digliete
Bo4d 3
translation
Shdanane
wultihngual
~orfant
Ermail ma this
MOCUrmEnt
= '|||.|.

Dizcussion

Modify the trandation properties

Most data can be changed asin 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 to two different linguistic versions. The language of the current trandation,
however, keeps appearing.

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

Automatic changes

Related translations

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

For instance, we detail the properties of ¢_16820070720hu00340037.pdf and replace

Hungarian with Finnish. The list of related trandations will read Fl as the language of
c_16820070720hu00340037.pdf:
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Name - Language =
|| c_1sE20070720bg00340037 . pdf BG
L | r_1sEz0n7o7 20hunnz40nz7 pdf
Related trandations befor e changing language in the translation properties

Name + Language @
|| c_18820070720bg00340027  pdf BG
|| c_168820070720h000340027 . pf @

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 trandlation as any monolingual content. Please, refer to Update a document
(see Visit theLibrary with the Edit only role; Update a document) for more details.

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).

Once the new version of the trandation has been loaded and saved (see "Check in" actionin
Visit the Library with the Edit only role; Check out any content and check in), the version
number that you can read among the trandlation propertiesisincremented.

BirdsFR2 .1 pdf

Adobe FOF Document

UTF-8

Accordo fra BirdLife Internationa

e FACE sulla diretiva
TOMOSCEE @
:":,l' 1]
nobocdy
40,16 KB

I 20|
Tes

During checking in the version number of the trandlation isincremented

The version number of the group of translations 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).
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Deleting a translation

Y ou can delete tranglations as you do with any monolingual content, just by clicking the
Deleteicon (Il) in the Actions list of the trandation "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 tranglation as long as it has transl ations based on it.

So if you have to clear the content on which the other tranglations are based, you should first
of all select another translation as the new pivot tranglation.

Deleting all of the related translations also enables you to clear the pivot translation (the
Delete icon (lll) becomes available from the "Details' page of the pivot translation).

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

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

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" list available from the content "details" page (accessible through icon i=).

VAclions

Content
Propertias
S heckout

ST aki

tinishit
Ll ipdate
EDielete
#add &
tranzlatior

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 (such information is shared by all the
trandations of the original content);
v' Thelist of the trand ations of the original content;
v' Theedition history (history of the successive versions of the whole group of
trand ations);
v' Anactionslist.
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Manage Multilingual Content for 'Biofuels in transpert.dec'
Use this page to manage manage multilingual content.

¥ Properties
European Commission
10 VActions
Yes
Irish 2 Change Detail
PUBLIC dhlut
LCopy
loelete
add a
Top of the page & :
P pad translation
¥ Translations “Hhew edition
Name - Language @ Actions
| piofuels in franspart.doc e Wigw
LI 1P-01-1543_1T.doc I i
L] 1P-01-1543_sw.doc =N Wi
Top of the page &
¥Edition History
Edition @ Notes  Author Date Actions
1.0 astrolead@circa 25 October 2007 =]

M anage multilingual content

Modifying the properties of the multilingual content

Do not forget that changing 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 translation” (that isto say the
tranglation every other tranglations are based on).

CIRCABC dlows you to change it under the following condition:
Y ou must choose the new source-language between the languages of the translations that are
listed in the "Translations" pane of "Manage Multilingual Content” (see illustration above).

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

First, 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 trandation;
v’ security ranking;
v expiration date.



CIRCABC Users guide
Version 2.0 of 23/09/2008

We expand the languages list attached to the field "Pivot Trandation™: the languages there
match the linguistic versionslisted in the "Trandations" pane of "Manage multilingual
Content” (seeillustration above).

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

¥ Properties YActions

European Commission

How to changethe original language

Once selected, the new pivot trandation is shown in the language field of the multilingual
content properties.

Whiultilingual Content Info

Froperties

European Commission

1.0

Yes

talian

PUBLIC
VRelated Translations
Name -+ Language = Actions
| Biofuels in ransport. doc G4 Details of cantent
| 1P-01-1543_17.doc T Details of content
LI 1P-01-1542_Swi.daoc SW Details of content
Page 1of 1 1

Italian replaces Irish asthe pivot translation

Creating a new edition of the multilingual content

Let usremember...

What is an edition? Thisis an image of a group of trandations at a given time.
What is apivot trandation? Thisis atrandation on which all the other items of a group of
trandations are based. The multilingual properties of the document are based on its details.

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 grouped in the current edition is chosen as pivot tranglation of the new
edition (you may chose the same pivot translation if you need so). The other trandations
grouped in the current edition will not be available any more from the new edition.
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How to do
We shall make a new edition of the multilingual document figured below.

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

¥ Properties
European Commission
1.0 VActions
Yes
Irish i Change Detail
PUBLIC hCut
LCopy
lDelate
_fidd a
Top of the page &
P ped translation
¥ Translations Splew edition
Name + Language @ Actions
L piofuels in transport.doc e} WiEw
L1 1P-01-1543_IT.doc T Yien
L IP-01-1543_SWwy.doc SY Wiew

Top of the page =
¥Edition History

Edition = Motes  Author Date Actions
1.0 astrolead@circa 25 October 2007 =]
First edition

The current edition gathers three tranglations of a same document (initially titled "Biofuelsin
transport; IP-01-1543"). These are Irish, Italian and Swedish.

For some reason, we need to create a new group of translations based on one of the existing
linguistic versions. The translations we shall add later will have to be based on the Svedish
text of the current edition.

First of all, you select "Manage Multilingual content” from the "Details" page of any of the
three trandlations gathered in Edition 1.0. Then, you look for and click command "New
edition” in the Actions list of the "Manage Multilingual content” page (seeillustration above).
The "new edition” dialog is launched.

=8 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) Yhctions

IP-01-1543_5vY. doc hd
= Finish

2 Edition Notes:

[ hinor Change

3. Other Properties:
@ Author |European Commission] |

Security Ranking: | Public [+

Eupiration Date:

Building a new edition from edition 1.0 of a multilingual document

Y ou are requested for providing the pivot trangation of your new edition, that isto say the
content on which the new group of trandations will be based. This must be chosen among the
tranglations existing in Edition1.0.

Y ou indicate how much change next edition will bring to its predecessor: if you check "minor

change", you will just build a sub-version of the previous edition. Y ou will create Edition 1.1
from Edition 1.0, for instance.
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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.

Both "Author" and the basis for the other translations are mandatory data: they are marked
with the "required field" symbol (@).

Y ou press on the button "Finish", the new edition is saved.

Before coming to an end, let ustake alook at the resulting multilingual details:
Manage Multilingual Content for 'IP-01-1543_SW.doc'
Use this page to manage manage multilingual content

¥ Properties
carmoni
20
Yes
Swedish
PUBLIC
Top of the page &
¥ Translations
Name - Language @ Actions
|| 1P-01-1543_sw.doc Y Wiew
Top of the page &
¥Edition History
Edition = Motes  Author Date Actions
| 20 astrolead@circa 15 Movernber 2007 =]
10 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 tranglation (the one which will serve as abasis for later-added
trandations). The trandations grouped in Edition 1.0 are not available from Edition 2.0.

The multilingual properties are those of the pivot trand ation.

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

Copy multilingual content

The below example consists of copying a multilingual document of which we have made two
editions. The new edition contains three tranglations (respectively in Svedish, German and
Dutch). The German and Dutch translations are based on the document in Swvedish.

We copy the all three tranglations fromthe Library root into a Library sub-space.
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Library
.| Manage Multilingual Content for 'IP-01-1543_SW.doc'
Use this page to manage manage multilingual content.

¥ Properties
carmoni
20 VActions
Yes
Swedish & Change Detail
PUBLIC dCut
Copy
liDelete

LAdd a

Top of th =
op orihe page translation

¥ Translations “nlew edition
Name « Language = Actions

|_1P-01-1543_DE.doc DE Wigw

L 1P-01-1543_ML.doc L e

|1 1P-01-1543_sw.doc = Wi

Top of the page £
¥Edition History

Edition m 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 trandationsis copied at atime. If you had made a new edition, however,
remember that the current edition only is taken into account. Thiswill be detailed below.

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).

As aresult, 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 dljpboard. To paste all collected
items navigate to the desired space then from the menu under ‘More Actions' select ‘Paste all'."

The clipboard is displayed in the browsing column, between the serviceslist and the main
menu. It contains the name of the file used as pivot trandation and a series of icons
symbolising actions. It should be noticed, at this stage of the copy process, that none of the
other translations of the group are appearing there.

¥ Clipboard N

] B 1p-01-1543_Siw.doc 1

=

Paste All | Remove All

Once you have navigated to the desired Library sub-space, you press onto the "paste" icon
(ﬂ|). Taking alook at the main page of the target sub-space, you can notice that all the three
trand ations of the group have been copied.
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¥ Content

Name + Title Size Modified Actions
Dcirca leaflet.pdf Circa leaflet.pof 162,57 KB 20 October 2007 11:56 B g
L=l Iceland_MER_ES. jpg Iceland vista del cielo 2194 KB 6 November 2007 14:00 =aa
o [p-01-1543_DE.doc [(E] 37.5KB 15 Movember 2007 10:27 =il
T8 p-01-1543_ML.doc JESKB 15 Movember 2007 10027 p=bsay
o] IP-01-1543_SW.doc Biofuels in transport- S 3B5KE 15 Movernber 2007 10:27 =g
o] Space_rnaritime_policy_EM.doc m 30.0KE 3 Movember 2007 10:04 :_:'F)‘.:‘Q
T space_maritime_palicy_FR.por [ Space and sea 80,65 KB 5 Nowerber 2007 10:04 =1

Thewhole 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 this reveals that:
v" The copy as a same pivot trandation as the source document;
v The previous editions of the source document do not appear any more in the copy. The
"edition history" of the copy is back to one.

1 Manage Multilingual Content for 'IP-01-1543_SW.doc'
"= Use this page to manage manage multilingual cortent.

¥ Properties

1.0

fes

Swredish

PUBLIC

Top of the page =

¥ Translations
Name « Language @ Actions
|1 1P-01-1543_DE.doc DE Wigw
Ll 1P-01-1543_ML.doc ML Wigw
] 1P-01-1543_sw.doc = e

Top of the page &

¥Edition History
Edition @
1.0

Author
astrolead@circa

Notes Date Actions

15 Movernber 2007 =

Only thelast edition is copied

Delete multilingual content

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

¥ Content

Name + Title Size Modified Actions
Dcirca leaflet.pdf Circa leaflet.pof 162,57 KB 20 October 2007 11:56 B g
L=l Iceland_MER_ES. jpg Iceland vista del cielo 2194 KB 6 November 2007 14:00 =aa
o [p-01-1543_DE.doc [(E] 37.5KB 15 Movember 2007 10:27 =il
T8 p-01-1543_ML.doc JESKB 15 Movember 2007 10027 p=bsay
o] IP-01-1543_SW.doc Biofuels in transport- S 3B5KE 15 Movernber 2007 10:27 =g
o] Space_rnaritime_policy_EM.doc m 30.0KE 3 Movember 2007 10:04 :_:'F)‘.:‘Q
T space_maritime_palicy_FR.por [ Space and sea 80,65 KB 5 Nowerber 2007 10:04 =1

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

al its trand ations and successive editions.

"HH Delete File
“* To remove this file and any previous versions, click OK.

Are you sure you want to delete "IP-01-1543_5W.doc" and all previous editions ? Each
translation will be deleted too. ¥Actions

All trandations and all successive editions ar e deleted

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

¥ Content

Name = Title Size Modified Actions
Z Circa leaflet.pdf Circa leaflet pof 160,57 KB 30 October 2007 11:56 A
-] Iceland_MER_ES. jng Iceland vists del cielo 3194 KB 6 MNovember 2007 14:00 g
Space_maritime_policy_EM.dac m 36,5 KB 5 Movermnber 2007 10:04 g
" Space_maritimepg“cy_FRlpdf Space and sea 20.65 KB S Movember 2007 10:04 e
Page 1 of 1 1

Thethreerelated trandations have been deleted at atime

Now you are proficient in managing the documents of the Interest Group to which you have
membership. You can download, add or delete contents. Y ou know how to modify their
properties or the information they contain. Y ou can group them together with their
trandations to other languages.

Lets us go on afew further and create your own 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'simportant to keep in mind that the links you create must point to documentsinside
your interest group.

Having accessed the library (or alibrary's subspace) of your interest group, 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.
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Navigate to the space where you wish to have links recorded. Then click the icon "paste as
link" ("==") besides each item name.

¥ Clipboard
| @

EIIIEIEu 01 17 naiades_communic:

i nﬁ]@
Paste All | Remove aAll

Click theicon " paste aslink"

A link is built and pasted in the space you wish (the Library or any of its subspaces). It is
explicitly shown as"link to" and is symbolised with icon "==".

¥ Content

Name - Tithe Size
= Lirg o Link o 0 KR
2006_01_17_nalades_communication_itpdfurl 2006_01_17_naiades_communication_it,pof

A new link isavailable from thelibrary

- What about multilingual documents? Can | link to atranslation?
- Yes, you can. Please, note however that such links 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 so is given alimited set of properties and actions. We can seein "link

destination™ its most specific property. Thisinforms you about the location of the linked-to
content.

Asfor any content, the properties and actions can be seen through the link's "view details"
page (":=" icon).

Library > Links > Link to 2006_01_17_naisdes_communication_tpdfurl
| Details of ‘Link to 2006_01_17_naiades_communication_it.pdf.url’
Wiew the detalls about the content

¥ Properties

Link to 2006_01_17 naiades_communication_itpdf.ur

Link to 2006_D1_17_naiades_communication_it.pdf g

Link to 2006_01_17_nalades_communication_tpdf g
ALibrary/Security ranking/2006_01_17_naiades_communication_it.pdf
Astroauthor@circs

16 July 2008 10:53

Astrosuthor@circa

16 July 2008 10:58

Link properties such asdisplayed through the " view details' page

-B1-




CIRCABC Users guide
Version 2.0 of 23/09/2008

As usually, 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-to document, just press the name of the link from the library's main
page (or the main page of the space containing 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 regarding links.

Several links can be grouped together thematically. Thisiswhat we are to explore now
through the creation and management of 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
documentsthemselves, only links.

Where can you find dossiers?

A "dossier" isaparticular space of the library (or a sub-space in a space of the library). Itis
usually symbolised by icon "I, Its properties are of a space, not of content, and you can
only perform on it actions usually applied to spaces.

How to read dossiers?

You 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'.

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

How to create dossiers?

Who may create dossiers?

Creating adossier requires that you may create a spacein the library of the interest group. To
do so, you need to be granted the role "administrate" over the library.

How can | make a dossier?

Y ou connect 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 serviceslist.
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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 recognized as a dossier.

Library = UCMO9
N UCMOD9

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

¥ Spaces

Name -

1B Food safety

Title Modified Actions

Food and feed safety 24 July 2008 09:20

Dossier " Food safety” created in the subspace” UCMO09" of theLibrary

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 links to the
contents you would like to access from your dossier.
To do so, just select and copy the contents or spaces you wish. Then, you display the dossier
main page. Now you paste as links the selected contents and/or spaces. Remember that "Paste
aslink" is symbolised by icon "==".

Library = Messun dorma
% Nessun dorma

o'ir’) The Dossier is the space where links are stored, managed and shared.

¥Spaces

Name -
=3 Link to Exoplanets.url
=3 Link to Food safety.url

V¥Content

MName «

Title Modified

Actions
Link to Exoplanats 16 Septernber 2008 16:00 =]
Link to Food safisty 16 Septernber 2008 16:06 L=l
Page 1 of1 1
Top of the page &
Title

& Link to Charte-reg-minor-LG-en-148.doc.url [Link 1o Charte-reg-minor-LG-en-148.doc

= Link to Gozzi-Goldanipdfiurl

Lirk to Gozzi-Goldoni pdf

Size Modified Actions
OKB 1luly 2008 15:36 =il
OKB 25 July 2008 15:10 =il

Thedossier is populated with linksto contents, spaces and other dossiers

It isimportant to note that you can set two links to a same document in a same dossier.
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- Now what if | wish my dossier to refer to another dossier?
- You just set alink targeting this other dossier.

Library > LCMO > Transpaortation
% Transportation

Intergroupx12 ™

_ 2 The Dossier is e space whare links are stored, managed and shared,
I Members ¥ Spaces
b Newsgroups
o Mame Title
" - - 1, ]
Adminestration | ke 1o In:”a;_l"_l Lirk o linouas
¥ eeh AT Link to Security rarking.url Lirk: to Security ranking

’ : ¥ Content
Paste all | Remove 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 adossier,
view adiscussion about a dossier.

Manage-own: you can display and edit dossiers, follow and email links, view a discussion
about a dossier. 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
the library.

More actions

Following your rolein the library, you can also cut or copy dossiers, in the same way as you
cut/copy any space of the library.
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How to deal with searching

Whatever role you may play in the Interest Group, you can build more or less complex
requests and find any kind of content or identify other users.

We shall find, in this section, more information about:
- running a quick search for a content
- building a precise request

Extent of the explored content

CIRCABC enables you to retrieve any content, stored in any format.

The search engine explores the full text of the contents as well as the files names and titles.
Notice that the "description” field is not read by the engine.

It reads only the last version of contents.

"Y ou seem to tell about textual search. But what about the items which exclusively consist of
data other than text?
-No matter, such items are linked to textual metadata (i.e. their name). The search engine
explores their name and some properties.

About the general search

The general search allows you to ask for text to be retrieved from the name and/or the
informational content of any space or content. The general search is run from the search box
which can be found in the left column on the Interest Group Welcome page, just below the IG
services list. Such location alows you to reach it from anywhere in your Interest Group
Library.

Andiamo ™

P Add content
B Members
B Newsgroups
B Surveys
I sdministration
¥ Search
¥ Clipboard
Main Menu™
3 Browse Categories
@ Manage your account
2 Logout
D Help

Between services and clipboard, the sear ch box
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Search syntax

We shall:
- Look for words next to each other or words in a same phrase;
- Build queries by using Boolean operators;
- Combine search terms,
-get familiar with advanced search options.

The general search explores by default the whole Library. It reads the name and full content
of each explored entity (spaces, content, discussions about content, etc)

All of the most frequent syntax combinations are allowed. The engine deals with proximity,
makes use of Boolean operators and manages parenthesized expressions.

Proximity
Would you wish to find two or more words next to each other? Just double-quote the
expression you are looking for.

Let uslook for the expression "Wild birds'. As can be seen, we double-quote this expression
and introduce it into the "General search” box. Our request comes up with one result, a space
titled "Wild birds":

Library
(1 4 Search Results
1 Search for "wild birds" results shown below,

This view present the result of your search.

¥ Spaces

Name + Title

B wild birds tiild bircls

¥ Content

Name - Title Size

Mo items to display

Look for "wild birds"

"- But what if we forget to double-quote the search term and simply write wild bird?
- Nothing serious, indeed! The search engine will understand our search as a request for
any space or content including either or both these words (as shown below)."

- 56 -




CIRCABC Users guide
Version 2.0 of 23/09/2008

Library
(1 Y Search Results
1 Search for wild birds' results shown below,
This view present the result of your search.
¥ Spaces
Name «= Title
B wild birds wild birds
¥ Content
Wame «= Title

b ices_second_report,pdf Repart of the Ad-hac Group on the Impacts of Sonar an
Cetaceans and Fish (AGISC)

L ook for wild birds

Since no double quotes have been detected, the blank between the two words has been
understood as "OR", the default Boolean operator.

Boolean operators (OR, AND, NOT)

About Boolean operators:
Please, keep in mind that, currently, the sear ch engine associated to CIRCABC_IPM only
acceptstheimplicit OR. The other Boolean operators such as"AND" and "NOT" will
probably be implemented | ater.

"OR", because the default operator, isimplicit. Although implicit, it may be written in full,
aswell. In the following example:

Bat bird

Is correct and is expected to be equivalent to

Bat or bird

So, keying OR between two terms alows you to find the items which contain either or both
these terms; while typing AND means that you ask for the items which contain both these
terms.

Bat* and bird*

Comes up with documents containing both:

- any word starting with bat
- any word starting with bird

Classically enough, the NOT operator excludes from the results set, the documents containing
the word it introduces.

Combining Boolean operators
Y ou can build a query by combining Boolean expressions. Y ou will then use parentheses:
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For instance:
We are looking for items which contain "sustainable hunting” or both "birds" and "bats":
"sustainable hunting” or (birds and bats)

We are looking for items which contain:
either the words "sustainable " and "hunting
or theword " bird" and any word starting with "bat".
(sustainable and hunting) or (bird and bat*)

Wildcard searching:
The* symbol may be used in place of one or more characters, whether those exist or not.

"*" can only replace the right part of any word; you can put it at any place, but after the first
two characters of the word.

This means that the search word bat* accounts for words like:

bat

bats

Bates

battle

etc

ASANENENEN

What if | search over multilingual documents?
The results are displayed differently according to whether or not you select a content language
filter:

The monolingual documents are displayed in any case.

The multilingual documents are displayed differently depending on your linguistic selection:
v If you do not select any content language filter:
Theresultslist shows al the linguistic versions of each multilingual document.

v If you select a content language filter:
The results list contains the trandlations that match your content language filter.
They are displayed in the language you have selected as afilter if they have atrandation
matching thisfilter.
Now let usimagine that a search comes up with a multilingual document which contains no
trand ation in the language you have selected as afilter. If so, only the original document is
listed as aresult. The language code of the original document is then displayed next to the
document name.

About advanced searching

The general search enables you to perform the most frequent queries. Therefore, you can take
advantage of the Advanced Search to execute finer searches.

The advanced sear ch is purposed to building queries involving dates, time spans, specific
fileformats ... You can also use it to search in specific sub-spaces or retrieve documents only
inagiven language .
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How can | perform an advanced search?

] J
[ = =

= all Ttems

s (CFile names and contents e

Filz names onl
Mare O ¥

(") =pace names only

Advanced Search ol

AT T T aLg ].EI

wheretorun the Advanced search from

Only those who can accessthe " administration™ service can perform advanced sear ches.
The advanced search can be launched through the [2=I+ icon which can be found besides the
"General Search" box in the Alfresco native user interface (accessible through
"administration").

Look For: |cat

¥ Show me results for ¥ More search options
& wl Ttems Folder Typa: Folder w
O File names and contents Conkent Type: Conkent b
O Fie names anly Conkent Farmat: | All Formats v
 space names anly Title:
Descripkion:
¥ Look in location
fkhar
O ool Spaces
) Speciy Space: [ todified Date:

From:| 27 & | February & | 2007 w#| | Today
rultilingualism

Tot |27 & |February | 2007 s | | Today

[ created Date:
From:| 27 & | February W | 2007 w# | | Today

D Include child spaces

¥ Show me results in the categories

Tor |27 v | Feb s | 2007 s | | Toda
Click here to select a Category EEC Y

[ tnelude sub-categories P additional options

fudd to Lisk

Category

Mo selected ikems.
The Advanced sear ch interface
The advanced search interface offers you various sets of options, grouped in asingle search
screen.

You key inaquery inthe Look for search field,
Additionally, you can select filters from the various options ...
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Search only in a specific space (including or not its sub-spaces)

ook Fari {val ARE " Hie

¥ Show e resulte for
& ol Iteris
1 Pile fvaemes i o bents
123 Rle names ook

L B vt iy

Towrtam nastry
[ Inchde chidmpaces

B Show rme results in the categonies

sear ch in a specific space

In this example, we try and find items which contain either 'Nice' or both 'cat' and 'dog'.
Notice that, an implicit truncation being applied, the plural form (cats, dogs) is taken into
account.

We expand 'L ook in location' to narrow searching to the space titled 'Tourism industry’. By
crossing Include child spaces, we request for its sub-spaces to be explored, also. We wish to
have the all items explored.

The results will be listed in any view of your choice (‘detailed view', icon view', €tc).

Search documentsin a specific language

The Advanced search enables you to filter your search according to the language of the
documents.

With the Language search options, you can narrow your search to the results that have a
version in your current language filter or in any language you wish. Alternatively, you can
choose to search on documentsin "all languages’.

Detailed information about searching documents in a specific language will be released
further.

Search on dates or time-span
We can search any item (space as well as content) with its creation or modification date. If we
are in adoubt about the precise date, we shall search over a period.

To do so, we expand M or e Sear ch options and make use of the search assistant.
Thisalows usto ask for items created/modified

v' Today

v" Onagiven day

v Within a given time-span
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[IModified Date:
From:| 25 | Apri v | 2007 v
To: |25 | Apri v | 2007
[ created Date:
From:| 25 | Apri v | 2007 v
To: |25 | Apri v | 2007 v

sear ch with dates or periods

This may be combined with any other Advanced Search action such as looking for a content
stored in a precise format.

Search with the content format
This could be of some use to those who are working with a great variety of file formats. For
example, that provides an easy way to retrieve audio or multimedia contents, more quickly.

We press on the 2=+ icon and we choose the Advanced Search mask. We expand More
sear ch options. Then we scroll down the 'Content format' list and pick out a format.

Although you have reached a stage where you are skilled in building complex gueries, you
would certainly appreciate not to repeat such task whenever you need to launch a same
search. Fortunately, you can save your requests.

Save and re-use queries

Saving General and advanced searches

Please, notethat only those who can accessthe ™ Administration” service can save
sear ches.

Y ou create and run a query through the Alfresco native user interface. Having looked at the
results and appreciated the degree of relevance of your search, you decide to saveit. Y ou stay
on the Sear ch Results page and expand M ore Actions. Then you click Save New Sear ch.

Y ou are requested for giving a name to your search. Y ou can add a description if you wish so.
The saved search, indeed, will be considered a specific item. Thiswill be explored by the
search engine as any other item and may come as aresult of some other search.

- S0, how to recognize a saved search among the search results?
- The 1 icon comes along with each saved search on the results page.

More attractive is the public/private option.

As saving a search, you can choose to let it available for any other |G user or, at the opposite,
keep it for your personal use.

To allow the other 1G users, whatever be their access profile, to search with your saved
request, you cross the Save as a public sear ch available to all users option.

Accessing a saved request

If you know its name, why not to use the General Search and look for wordsin the 'files
names'?

If not, you will follow a path afew longer but not less efficient:
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Once you have reached your library first page, you click the up right Search icon (é=+) and
pick 'Advanced search’ out of the optionsist.

The advanced search mask is displayed with its toolbar proposing you to ' Select a saved

sear ch'. By expanding this, you can see thelist of both the public and your personal searches.

o Wy Saued Search
il Frozot 1 | My Sewed Cea Seloct a Saved Sgarch., |

ns
LS Selzck & Saved Search.,

ice dog

Retrieving a saved sear ch

Modifying saved searches

Basically, thisrunsin four steps:
v’ retrieve and display the search to be modified;
v" make changesin the query;
v check the modified search by running it once;
v’ save the modified search.

The last step, however, will slightly vary depending on whether you are the author of the
search to be modified.

For example, we use a search titled "Food safety”:
Sep 1: we select Advanced sear ch viathe li=|+ icon. Then we expand My saved sear ches
options and click

v Your searches, if we had limited access to ourselves,

v" Public searches, if we had made our search available to every member.
We choose "Y our searches".
We expand Select a saved sear ch which comes along with all of the saved searches that are
only for personal consultation. We select "Food safety”.

Sep 2: the search criteria saved under "Food safety” are displayed. We make the changes we
wish.

Sep 3: we run the modified search in order to test it. If it comes up with relevant results, we
click More actions (at the top of the results page).

Sep 4: we are the author of the saved search you are about to modify; no matter whether we
have made it public or not.

We click "Save modified search” (in Mor e actions menu). We have then to make a choice
between overwriting the old ver sion with the modified one and saving the latter as a new
sear ch.

If we are working with a public search built by someone else:
we have no choice. We may not overwrite a search that has been created by anybody
else. We can only save the modified version as a new search.

Y ou are able to deal with any kind of search in CIRCABC. To build complex requests is not
any longer a secret to you.
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Y ou know how to share queries with the other users and you are able to identify the other
members of the |G. Now we shall learn how to communicate with the other users: we shall
see how to participate in a discussion about the content of the 1G.
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About the newsgroups
Y ou may wish to exchange your views about a specific content with the other members of the

Interest Group. This may be 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 is delivered to you along with

the 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 IMembers

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

A Forum is the place where the members of the Interest Group can read discussions or
exchange their views about topics chosen independently of the contents of the Library.
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A Topic isthe theme 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 + Description
 Black night

& Falling stars

& star rursery

Page 1 of 1 1
Top of the page

The Welcome page of " Newsgroups' presentsthe Forums

Create forums

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

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

Intergroupx12

b= Library
B Mermbers

[» Create Forum|

B Administration
¥Search

Select " createforum” from the " Newsgroups' menu

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 (to be selected from the interest group serviceslist) and click the
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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 they have given riseto.

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 «

cakendar of falling stars

o Expansion
¥ parallel unherses o

Page 1of1 1

The Welcome page of forum " Falling stars' presents Topics

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 to be discussed.

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

b= Library
B Members

NE QLI

P Creagte Topic

What you seeif you are allowed to create topics

It should be noticed that, according the CIRCABC principle of "what you see is what you
may do", those who may not create topics do not see any command under item

"Newsgroups'.
Y ou press on "Create Topic" and the "create topic" form appears.

MNewsgroups »[Falling stars]
= Create Topic
Enter information sbout the new fopic

¥ Create new bopic |C'lk
Clos—:-|

1.|@ Subjact)

Comets

2. s}

Don't wmiss 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 aforum 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 views allows you to browse all the posts available in this topic.

¥ Browse Posts

Post Author Posted « Actions
Don't miss AA200806 12WELM which will shing in the europaan sky for 3 woeksl Astrolead@Ccica 3 June 2008 15:29 &
Ok, but when? IGTestead@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.

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
@|Message: Cloge J

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 amessageinto 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 finally 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.

View adiscussion means viewing and answering the items posted during a discussion already
started.

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 discussions on these contents.

How can | start a discussion?

Y ou open the "Details' view of the content you wish to discuss about. Y ou will find the
"Start discussion" icon (#) 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 H|

|EI-:|EE|

Maades

2|0 Message]

How To know more about the related policies?

A new discussion is started

Once you have posted a message, its subject is listed as a new topic. Other |G 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. Thelist of topicsis displayed while the "create topic” command is made avail able under
"Library" in the services list:

P |Create Topic

B Members
B Mewesgroups
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 a first message, the "View discussions” icon (+*) comes
up in the action list of the content's "Details' page, in place of "start discussion”:

¥ Actions

5l Check Cut

¢ Edi

Q Update

4 cut

] Copy

m Lielete

vf: Take Cnwinership

:,. Manage Content Users
[#] Create Sharteut
Prewview in Template
u Run Ackion

| Make Multilingual

l}':h) View Discussions

g start fdvanced Worlflow

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

In the example below, the discussion has just been started and contains only one topic:

Library = Gozzi-Goldoni.pdf discussion

D? [Gozzi-Goldoni.pdf discussion|
Below are displayed the topics.

¥ Browse Topics

Kame @ Number of Replies

= Gozzl versus Goldon
Page 1of1 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 > Goeri-Goldonipdl discussion] = Gozz| versus Goldoni
= Gozzi versus Goldoni
This view allows you to browsa all the posts available in this topic

¥ Browse Posts

Post Author Posted - Actions
Credevo il Goezl dl essere un gran'amico dal Galdonl, non & vero? claudire@drcs 3 Juna 2008 09:51 =
I thowght Gozzi and Goldoni o be good friends, wasn't it?

Page 1 of 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 seeniin
the "Browse posts' page (in the actions list, next to the message).
The post reply dialog islaunched. Y ou type in your answer or comment before clicking
"Reply" (or cancdl if you have changed your mind in the meantime).

Mewsoroups > [Gozzi-Galdoni pdf discussion| > Gozzi versus Goldoni

= Post reply
\“i Enter your reply.

¥ Reply

E vero. Eraho amici nella vita ¥a nemicl accanitcl aul 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 warnings 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.

Below are samples of notifications:
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Dear DELEOZC Melly,

Please note that booldet languages vear pdf, the below-described document, has just been uploaded m the mterest group
Intergroup3 12 (category: Category 12

The praperties of this document are listed below

o title: booklei languages yvear.pdf

o created: Wed Sep 10 08:14:07 MEST 2008

o modified: Wed Sep 10 08:14:17 MEST 2008

» security_ranking: PIIBLIC

s status: DRAFT

o ditect acces wl hiitpssficircabe.development. europa. erfw/browse/a00dbe 0 5-Te i 1 1dd-b 5 3q- 404402 557 3cf

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

The CIECABC Team.
A new content has been uploaded

Dear DELBEOSC Melly,

Please note that a new message has been posted under the topic The fiture of voung farmers of the interest group
Intergroup{12 (category: Category 123,

AstroLead@rirca has writlen

Where can I ind more information about this topic? T'm hnghly mterested m the evolution of this 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 recetve and read vour answer,
Best regards,

The CTECABC 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 naotifications). The interest group leader may choose which
users and which type of users 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.

-72-



CIRCABC Users guide
Version 2.0 of 23/09/2008

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:

v A global authorisation
v' A user notification status
v A profile notification status

——

- Modify your personal Motification Status for the current location
Y Modify the configuration of your notifications and then click Ok

DISABLED
uUnsubscribed

LNSUBSCRIBED

According to the preferences defined, you will NOT be notified of the events ocowrred in the ourrent
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 "enable". At last, press on the
"Save" button at the top-right corner of the "Manage your account” form.

User Options

Content Language Filter: | talan w
Languags italiano (if) v

Global Notification]: Disabled w

I T Enabled
Personal Infor mation: _
Disabled

lop of the page =

Enable the notifications to reach your mailbox
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A notification status for user

Once you have set "global notification” to "enabled" (do not forget that thisisasine quanon
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, defaults to
"unsubscribed". It can be defined by your interest group leader but you are free to changeit.
As amatter of notifications, indeed, the will of users prevails.

Now let us see how to modify this profile.

Y ou 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.

Administrate the User "AstroAccess”

i
¥ Manage your acoount

||3c:h'. 0w Motification 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" is editable. Turn it to
"subscribed” if it is still inits default position and that you wish to be warned of new uploads.

Modify yvour personal Notification Status for the current location
== Modify the configuration of your nofifications and then click Ok

EMaBLED

Subscribed L

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 al the users
who share a same user profile. For instance, all 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 such or such forum of the Newsgroups service.

Theinterest group leaders are the only ones who may define or modify a profile notification
Status.
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- S0, let usimagine that, asa "contributor” | may not receive emails about documents loaded
in asection of the Library. But | realy wish to get them. What can | do?
- Do not let it worry you! 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 the interest group

We have just seen how to set your notification status at the root of the interest group. This
action covers the whole library and newsgroups. But the notification process can be limited to
a space of the interest group, aswell. 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.

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 for aof 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.

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".

- | 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 left-handed
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, aswell. In
the opposite, if "unsubscribed” iswritten, go back to the Library and activate the
"administration"/"Edit own notification status" at this level. Now turn "user notification
status" from "inherited" to "subscribed". Y ou will receive the notifications of new uploads
without receiving anything about the messages going off and on through the newsgroups.

Being warned of eventsin one sub-space of the Library

The following explanation is valuable for one forum (or even some forums) of Newsgroups as
well.

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.

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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How to use the surveys

For further release
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