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0. LEOS concepts

LEOS is an online drafting tool designed to help those involved in drafting legislation.

LEOS ensures that the content drafted by the users follows the drafting guidelines by
offering features like enforcing predefined document structures, predefined layout ,
numbering rules, ...

All of this to ensure that the author would first and foremost focus on drafting itself and
much less on layout management (or checking).

In order to facilitate efficient online collaboration LEOS also contains some others
features like comments, suggestions, version control, co-edition, etc.

Content is stored in an XML format, currently Akoma Ntoso V3, which facilitates
document exchange, element retrieval, etc.

+

Collaborative document editing Version management

Below you can find the different concepts specific to LEOS:

1. Proposal: has general details about the proposal (metadata) and is logically
linked to / contains different document types such as legal text, annexes etc..

2. Explanatory memorandum: the purpose of the explanatory memorandum is to
explain the reasons for, and the context of, the Commission's proposal drawing
on the different stages of the preparatory process. The explanatory
memorandum is however not published in the Official Journal and has no legal
effect.

3. Legal text.

4. Annexes (0 or more).

Legal text

Annexes
(0 or more)

Explanatory
memeorandum




LEOS views

Global view

The first screen in LEOS has the following four areas:

Filters: option to view based on different criteria.
Search: option to search for drafts in the repository.
Create: option to create a new draft.

Open: each draft has the option "Open" which allows the user to explore and edit
that draft.

g0m>

~ LEOS

Proposal overview

After selecting a proposal in the first screen, you will be redirected to the proposal you
have selected. In this screen, you will see:

A. Proposal viewer - general details about the proposal, the documents associated
to this proposal (e.g. legal text, explanatory memorandum).

<~ LEOS

N ﬁ > Repository Browser
Y053l for a COUNCIL DECISION [ close |
on ABC x

s Manage contributors ©

=

Add milestones ©

B. Collaborators - the list of users with their associated roles (see picture below)
for this proposal. Those who have the role of author have also the option to manage



collaborators.

Author Contributor Reviewer

Document collaborators roles

C. Milestones - shows the options to view and create milestones. A milestone can
be seen as a snapshot of a proposal at a given time.

Note that the creation of milestones can only be done by authors.

Document view

After selecting to Open one of the documents from the Proposal viewer, you will be
redirected to the Document view screen.

This screen has the following three areas:
A. Navigation pane (top) and Versions pane (bottom).

B. Document viewer showing you the latest document version that can be edited.

C. Annotation pane. This pane is visible by default if there is at least one
annotation.

ﬁ > Repository Browser

unfll n3:cn DOcument view

Navigation Deduction of holdings of Addi tion does nos o 808 5 nots o o0 page you s viewng, chck e B buiom
have a signi

+ Versions
pane
Rl A
NUNES CARTAXO Joso... 0G5
WANRZYVAK Sy DIGTE 2
[T — PO



1. Browsing

The home page of LEOS is the repository browser, with options to search, filter and
create proposals.

In the general view you will see the list of all proposals you are author / contributor of,
but there is also the possibility to search for specific proposals.

You can search by keywords

=]
Proposal for a REGULATION OF THE EUROPEAN PARLIAMENT AND OF THE COUNCIL on test for featur
. Language: English

and/or you can use the filters. By default, all filters are ticked, but you can also untick a
number of them to get more specific results.



FILTERS Reset

PROCEDURE

Ordinary legislative procedure
Special legislative procedure
Commission legal acts
Council legal acts

ACT

Proposal for a regulation

Proposal for a directive

Proposal for a decision

Proposal for a Council decision
TEMPLATES

5)-023 - Proposal for a Regulation of the European
Parliament and of the Coundil
5)-024 - Proposal for a Directive of the European
Parliament and of the Coundil
5)-025 - Proposal for a Decision of the European
Parliament and of the Council
5)-026 - Proposal for a Decision of the European
Parliament and of the Council (without addressees)
5}-01% - Proposal for a Council Decision

ROLES

Author
Contributor
Reviewer



2. Creating documents

You can create a proposal by using the button Create a proposal located at the top
right corner of the repository browser.




2.1. Creating a proposal

1. In the repository browser, click on the button 'Create proposal' on the top right hand
side of the view.

[=]

2. A dialog box titled 'Create new legislative document - Template Selection' will
appear. Its purpose is to select a template for the new proposal and provide some
information about it like the proposal name etc.

Create new legislative document - Template selection (1/2)

Q, Search by document type ~

~ [ Interinstitutional procedures - Law Initiative (COM/JOIN)
~* [ Legal acts
~ [ Ordinary legislative procedure
- [ Proposal for a regulation
[} 5J-023 - Proposal for a Regulation of the European Parliament and of the Council
~ [ Proposal for a directive

* [ Proposal for a decision
[ 5)-025 - Proposal for a Decision of the European Parliament and of the Council
{"} §)-026 - Proposal for a Decision of the European Parliament and of the Council (without addressees)

¥ [ Council legal acts
¥ [ Proposal for a Council decision
[™ 5J-019 - Proposal for a Council Decision

Step 1of 2:
Select the document type, language and name

3. Different Templates are available in the tree format. There are various controls
available to browse templates:
a) On top left corner, a button is provided to quickly expand the template tree.
b) By clicking on arrow buttons, you can selectively browse the tree.
c) A input box with title "Search by document type" is available to filter templates
by name.

4. Select the desired template to be used for creating the document.

Upon selection, a brief description of the selected template is displayed at the bottom
of the tree and the 'Language’ drop-down is activated to select the available
language for that template.



Create new legislative document - Template selection (1/2)

Q, search by document type English

= [ Interinstitutional procedures - Law Initiative (COM/]OIN)
* [ Legal acts
~ [ Ordinary legislative procedure
~ [ Proposal for a regulation
[__] 5J-023 - Proposal for a Regulation of the European Parliament and of the Council
= [= Proposal for a directive

- [ Proposal for a decision
[™ 5J-025 - Proposal for a Decision of the European Parliament and of the Council
SJ-026 - Proposal for a Decision of the European Parliament and of the Council (without addressees)

¥ [ Council legal acts
~ [ Proposal for a Council decision
[™ s)-019 - Proposal for a Council Decision

I Template 23 of the LS: Proposal for a REGULATION OF THE EUROPEAN PARLIAMENT AND OF THE COUNCIL

Step 1 of 2:
Select the document type, language and name

I MNext |I| Create || Cancel |
5. Clicking on 'Next' will navigate to the

'Document meta-data' screen.

It consist of pre-populated input fields with the data based on the selected template.

The input field 'Document title' is available for editing to provide the title of the new

document.

Create new legislative document - Document metadata (2/2)

Document template: 5J-023 - Proposal for a Regulation of the European Parliament and of the Council
Document title: * on my test regulation

Document language: English

Confidentiality level: Standard treatmen

Internal reference:
Inter-institutional reference:
Package title:

EEA relevance: e EEA relevance

Step2of 2:
Enter document metadata

Previous ext Cancel

6. Click 'Create' to create a proposal. The dialog box will be closed and a new proposal
will be created. This new proposal will be available in repository browser.



Create new legislative document - Document metadata (2/2)

Document template: 5]-023 - Proposal for a Regulation of the European Parliament and of the Council

Document title: on my test regulation

Document language: English
Confidentiality level: Standard treatmen

Internal reference:

Inter-institutional reference:

Package title: O
EEA relevance: U (Text with EEA relevance)
Step 2 of 2:

Enter document metadata




2.2. Opening a proposal

After creating a proposal, you will be redirected to the main page. On the main page you
will see your newly created proposal.

A > Repository Browser

Progasa o 3 AEGULATION OF THE ELROPEAN PARLIAMENT AND OF THE COUNCIL 0 Esing annolatons fler - Fernania [ >0

Longuage: Coghah

To open your proposal click on Open or on the proposal card.

GULATION OF THE ELROPEAN PARLIAMENT AND OF THE COI

This action will open the Proposal Viewer.

& > Proposal viewer

Proposal for @ REGULATION OF THE EUROPEAN PARLIAMENT AND OF THE COUNCIL =
on my test regulation
ails ]
°
v
L]
e

If you would like to open any of the documents (explanatory memorandum, legal text,
etc.) of the proposal, click on Open.

10



T 52U Alce teasiall =

Proposal for & REGULATION OF THE EUROPEAN PARLIAMENT AND OF THE COUNCIL

on my test regulation
Fxport Gaverlzod Delete
o

i Milestones o
This action will open the document in edit mode.

3 REGUIATION OF THE JENT AND OF THE COUNCIL on my test regulation
i Qs

“ European
Commission

Proposal for s
RFGUTATION OF THE FUROPFAN PARLTAVENT AND OF THF. COUNCTL

on my test regulation

11



3. Managing collaborators

In the proposal overview you will see the section "Collaborators" (B); there the author
can add or remove contributors

y LEOS

colavorators Manage contributors ©

NAM

Proposal viewer °

Add milestones ©

e

12



3.1. Managing collaborators (only for authors)

The owner/author of a proposal can choose to share the document with other users who
can then view and edit content of the proposal.
These additional users are called collaborators in LEOS.

If you are the author of a proposal, a +" icon is available at the top right of the
'Collaborators' section in the Proposal overview, to allow you to add users.

1. To add a collaborator, reviewer or author click on the '+'icon.

Collaborators (+]
NAME EMNTITY ROLE
VAN DER JEUGHT Sylvie DIGIT Author e

Type the beginning of the collaborator's name and select the desired user from
the displayed results.

2. Choose his exact role in the drop list next to his name. (For more info on roles
see Point 3.2)
3. Click on the small "V" to save your choice or "X" to cancel.

Collaborators (+]
NAME ENTITY ROLE
Willain| Author
WILLAIN Jean
WILLAIN Jean-Christophe

4. After saving the added users will be listed in the "Collaborators" section of the
Proposal overview.
The proposal in question will then be available in global view/repository browser
to all the collaborators and owners for viewing and editing.

Collaborators (4]
NAME EMTITY ROLE
WILLAIN Jean-Christophe DIGIT Author e
VAN DER JEUGHT S}-‘I\;ie DIGIT Author =]
5. To remove an existing contributor/reviewer/author, click on the small '-' icon to

the right of his/her name.
The user will be removed from the list of collaborators of the proposal and will no
longer be able to view or edit the document.

13



3.2. Collaborator roles

There are 3 collaborator roles:

Author  Contributor  Reviewer

Document collaborator roles

Everyone with access to the application can create a proposal.

Each role grants the user different rights when it comes to document edition:

Author Contributor Reviewer
Edit proposal v Vv
Delete proposal v
View proposal v Vv v
Restore previous version v
Add milestone v
Submit comment v Vv v
Create suggestion v Vv v
Accept suggestion v v
Add v
author/contributor/reviewer
Remove v
author/contributor/reviewer
Upload document v
Download document v
Export document to PDF v

As you can see, only the author can add or remove roles.

14



4. Editing content

In the proposal overview, within the section Proposal viewer (A), you can open the
document you would like to edit.

< LEOS

colanoraors Manage contributors ©

NaME ENTITY  ROLE

DEMO Demo  EE Author v °

Template

Add milestones ©

DATE STATUS

language  English

Explanatory Memorandum

3 Open

anguage English Updated on 19-09-2019 11:04, by DEMO Demo

[ » open

Updated on 19-09-20 DEMO Demo

Opening it will lead you to the document view.

Document viewer

a ] - B I x x4

il
i

W
LS
=3

NaV|g ation Deduction of holdings of Additional Tier 1 instruments where an institution does not
have a significant investment in a financial sector entity

+ Versions 1 For the purposes of point (c) of Article 56, institutions shall calculate the applicable
amount to be deducted by multiplying the amount referred to i point (a) of this paragraph by
pane the factor derived from the calculation referred 1o in point (b) of this paragraph

the aggregate amount by which the direct, indirect and synthetic holdings by the
mstitution of the Common Equity Tier 1. Additional Tier 1 and Tier 2 Annotations > Document Notes

f financial sector 10 % of the C Equity Tier
1 stems of the institution calculated after applying the following

Orphans *

NUNES CARTAXO Joao... DIGITE 2.
1) Aicle 321035; 2
points (a) 1o (g). points (kXii) to (v) and pomnt (1) of Asticle 36(1).

excluding deferred tax assets that rely on future profitability and anse WAWRZYNIAK Sylwia
from temporary differences; nat

X Asticles 44 30d 45

shabmust

15



4.1. Search proposal

In the general view you will see the list of all proposals you are author / contributor of,
but there is also the possibility to search for specific proposals.

You can search by keywords

B[]
Proposal for a REGULATION OF THE EUROPEAN PARLIAMENT AND OF THE COUNCIL on test for featurd
. Language: English

and/or you can use the filters. By default, all filters are ticked, but you can also untick a
number of them to get more specific results.

FILTERS Reset @ Q, catalogue

PROCEDURE

Ordinary |legislative procedure

Special legislative procedure -
Commission legal acts

Council legal acts
ACT

Proposal for a regulation
Proposal for a directive
Proposal for a decision
Proposal for a Council decision

TEMPLATES

5)-023 - Proposal for a Regulation of the European
Parliament and of the Council

5)-024 - Proposal for a Directive of the European
Parliament and of the Council

5)-025 - Proposal for a Decision of the European
Parliament and of the Council

5)-026 - Proposal for a Decision of the European
Parliament and of the Council (without addressees)
S}-019 - Proposal for a Council Decision

ROLES

Author
Contributor
Reviewer

16



4.2. Proposal viewer

The Proposal viewer (A) contains the main info of a proposal and gives you the
possibility to modify proposal meta data or manage its documents (explanatory
memorandum, text of the act,...).

Yy = El
~ LEOS
. A > Repository Browser
MPosal fora COUNCIL DECISION m
on ABC X

Manage contributors ©

NAME

=

e

tngng:  Enghih wiesones — Add milestones ©

It contains several areas.

1. The top section consists of document title and 3 buttons (depending on your
profile)

e Export - Used to export the proposal (disabled)
e Download - Used to download the LEG format file (see technical how to's)
e Delete - Used to delete the proposal (only available to document author)

Proposal for a REGULATION OF THE EUROPEAN PARLIAMENT AND OF THE COUNCIL
on my test regulation

| o] [oowioea] o |

2. The section just below contains the proposal details, such as the template
number, language, confidentiality level and references.

Details
Package title Confidentiality level ~ Standard treatment ¥
Template 5023 nternal reference
Language English

3. Then there is the section dedicated to the documents like Explanatory
memorandum, Legal text etc.

Explanatory Memorandum

Language  English Updated on 14-11-2019 13:43 , by VASTCESCUT RIS
Legal Text
Language English Updated on 14-11-2019 17:37 , by VASILESCU Alice

Annexes
There is no annex to this document

Clicking "Open" next to each element will launch the document viewer for their
respective edition:

17



A > LegalText

=
REGUIATION OF THE EUROPEAN PARLIAMENT AND OF THE COUNCIL on my test reguiation i
Q

m European
Commission

Propaual for s
RFGUTATION OF THE FUROPFAN PARLTAVIFNT AND OF THF. COUNCTL

on my tect regulation

In the Proposal viewer, in the section with the documents you will also be able to
add an annex or several annexes. Clicking on the "+" next to the 'Annexes'
subsection

will give you the option to insert annexes. Once an annex has been added, a "-"
icon appears to allow its deletion and an "Open" button to launch the document
viewer for its edition.

Annexes L

Annex 1 e
Title
Language English Updated on 30-01-2020 16:39, by VAN DER JEUGHT Sylvie

To the right you have the 'Collaborators' and Milestones' section. (See the other
how to's).

18



4.3. Editing text

When you have opened a specific document (e.g. Legal text) from the proposal viewer,
the document view opens.

This view will allow you to navigate your document and add, move or edit text.

1. When you are scrolling through the document and the cursor hovers over an

element, an action menu icon will appear.
HAS ADOPTED THIS DECISION:

B

Article 1
Show all actions

Deduction of holdings of Additional Tier 1 instruments where an institution does not
have a significant investment in a financial sector entity

1. For the purposes of point (c) of Article 36, institutions shall calculate the applicable
amount to be deducted by multiplying the amount referred to in point (a) of this paragraph by
the factor derived from the calculation referred to in point (b) of this paragraph:

(a) the aggregate amount by which the direct. indirect and synthetic holdings by the
mstitution of the Common Equity Tier 1. Additional Tier 1 and Tier 2 mstruments

of financial sector entities exceeds 10 % of the Common Equity Tier 1 items of
the institution calculated after applying the following:

2. Clicking on the icon will display the available actions

does not

the ' *™ button is for inserting an element before, the * button for inserting an
element after the selected one.

The s button is for editing the content of the element, and the O putton is for
deleting the entire element.

3. You can edit the content of the element by clicking on the s button or by double
clicking on the element.

19



4. The element will open in Edit mode:

A X h (@ BB I x x® A%
Tmaldy

]
i
iiil
i
s
m

ak

Article 1

Deduction of holdings of Additional Tier 1 instruments where an institution does not
have a significant investment in a financial sector entity

1. For the purposes of point (c) of Article 36, institutions shall calculate the applicable
amount to be deducted by multiplving the amount referred to in point (a) of this paragraph by
the factor derived from the calculation referred to in point (b) of this paragraph:

(a)  the aggregate amount by which the direct, indirect and synthetic holdings by the
mstitution of the Common Equity Tier 1, Additional Tier 1 and Tier 2
mstruments of financial sector entities exceeds 10 % of the Common Equity Tier
1 ttems of the institution calculated after applving the following:

(1)  Article 32 to 35;

A short explanation of all buttons in the editor:

Button Explanation

s x| Save, Save and close or Close without saving

¥ E Cut, copy and paste

to change options,
languages and dictionairies, see picture below)

FLB’E.

Disable SCAYT

Cptions

55 - SCAYT

Options Languages Dictionaries

lgnaore words with mixed case
lgnore all-caps words
#| Ilgnore domain names

lgnore words with numbers

Spell check as you type (when you click on options, you will be able

B I Bold and italic

X, X° Subscript and supercript

20




&3 Change upper case to lower case and vice versa

Soft enter (start a new line, but not a new paragraph)

- Ad subparagraph (add a paragraph, but 1 level down)
= Paragraph mode

R Decrease or increase indent

a Insert footnote

Insert an internal reference

A Q

Add a mathematical formula, a table or a special character

Show blocks (will make the different levels visible, see picture below)

DARAGREADTH

Institutions shall exclu
amount referred to in
to 1n point (b) of parag

PARAGRADH

The amount to
Additional Tier
Tier 1 instrum:
amount specifie

of this paragrap

21




4.4. Editing the table of contents: add/move articles &
higher divisions

When you are in a part of the document (e.g. Legal text), to the left of the screen you
have the "Navigation" panel.

This panel will allow you to navigate your document and add/move some structural
elements (e.g. articles & higher divisions).

1. Open your proposal.

2. Click on the "Open" button to the right of the document you would like to edit the
table of content (e.g. Legal text)
On the left-hand side of the screen, make sure the 'Navigation pane' is opened.
Next to the panel title you have the "Expand" (1) and the "Edit document
structure" (2) buttons.

@ Proposal for a REGULATION OF THE EUROPEAN PARLIAMEI

% Mavigation pane

o

Preface
1 Preamble
* Enacting Terms
Article 1 - Scope 1.Text here

Article 2 - Scope 1.This Regulation shall apply...

Article 3 - Conflict of laws 1.Where a veterina...

Article 4 - Definitions For the purposes of thi...

Article 5 - Entry into force This Regulation sh...
Signature

3. Clicking on "Edit document structure inline" will open the navigation pane in
edition mode.
You can now:

e Move already present elements in the tree view by dragging and dropping
them
e Add new elements by dragging them from the right part into the tree view.

For some elements, you can define their title or numbering by filling in their
properties at the bottom of the window

22



% Proposal for a REGULATION OF THE EUROPEAN PARLIAMENT .

% Mavigation pane Elements

Citation

Preface
* Preamble Recita
* Enacting Terms

Article 1 - Scope 1.Text here Part
Article 2 - Scope 1.This Regulation shall apply...
Article 3 - Conflict of laws 1.Where a veterina... Chapter

Article 4 - Definitions For the purposes of thi...

Article 5 - Entry into force This Regulation sh... ik

Signature ]
Section

Article

Make sure to press the "Save" or "Save and close" icon to keep the changes.

23



4.5. Importing elements (from EUR-Lex)

Instead of recycling old documents that are still stored on your network drives, you can
retrieve elements from previously adopted documents in EURLex, based on their
document reference.

Currently, it is only possible to import recitals and articles.

1. Open your proposal

2. Click on the "Open" button to the right of the document of which you would like
to edit the table of content (e.g. Legal text)

3. On the top left-hand side of the screen click on the menu button and then
"Import from the Official Journal” button

% Proposal for a REGULATION OF THE EUROPEAN PARLIAMENT AND OF THE COUN

v Navigation pane

W Versions D:
Save this v ] =
Preface Save this version 1
il
b Preamble

Compare two versions
¥ Enacting Terms

Imparter

Article 1 - Scope 1.Text here -
P I Import from the Official Journa I =
Article 2 - Scope 1.This Regulation shall apply...

Article 3 - Conflict of laws 1.Where a veterina... v .

Article 4 - Definitions For the purposes of thi... See user guidance e

Article 5 - Entry into force This Regulation sh... # See navigation pane o1
Signature | public health:

4. Provide the type, the year and the number of your proposal and click on "Search"

Import from the Official Journal of the European Union

Type* Year® Nr.*

DECISION v 2019 ¥ 96

5. Select the recitals and/or the articles you need

Having regard to the proposal of the High Representative of the Union for Foreign Affairs and
Securty Policy,

Whereas:

2| (1) On27 May 2016, the Council adopted Decision (CFSP) 2016/8491.

(2) Two natural persons designated in Annex II to Decision (CFSP) 2016/849 are

deceased. and their entries should be removed from that Annex.

(3) Annex II to Decision (CFSP) 2016/849 should therefore be amended accordingly,

HAS ADOPTED THIS DECISION:

Article 1

6. When you are done selecting the elements, click on Import

Element(s) selected: 1 Import Close

24



5. Reviewing and commenting

In the proposal overview, within the section Proposal viewer (A), you can open the
document you would like to review/comment on.

~ LEOS

canaboraors Manage contributors ©

NAME ENTTY  ROLE

Proposal viewer

wiesones - Add milestones 9|

Tme

Once you've opened it, you will be in the document view. In the right part of the screen,
details on annotations and suggestions will be visible (C).

ﬁ > Repository Browser

SION on testin B bion DOcument viewer
4 V0.1.14 - la5t edited by VAN DER JEUGHT Syhie{DIGIT 20 16:4°
= T ; @ Annotation pane
a ) Y- B I x x4 E x4« 40
Imou 2
Signature = the Mous
sricle B
Navigation Deduction of holdings of Additionsl Tier tactitation does mot s
» havea
+ Versions A —
pane this paragraph by i
o
WAWRZYNIAK Syiwia DG
iy
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5.1. Creating an annotation

As an author, contributor or reviewer you can add comments or annotations to the text.

1. From the proposal view, open the document you want to create annotations to
2. Select the part of the text you would like to comment on
3. Click on the "Comment" button

isistency witulil::j.' provision
e | £ " 2
Comment | Suggest  Highlight

1sistencv with other Union policies

4. Type the annotation in the box that will appear on the right side of the text

Annotations 1 Document Notes

VAN DER JEUGHT Sylvie DIGIT.B.2. (01/31/20, 04:36 PM)

existing
exisling

| am now commenting on the word "existing”

Post to Collaborators |« [EECEEETT=]

% Collaborators

(3

DIGIT

[

DIGITE

[

DIGITE.2

(3

DIGIT.E.2.00

@ Only Me

5. Post the annotation. You will have several options on who it will be visible to.
(e.g if you post to DIGIT.B.2 only the collaborators that belong to that group will
be able to see the comment.)

6. A highlight will be visible in the text, linked to the annotation, name and
date/time on the right

Annotations *  Document Notes
existing policy provisions in the policy area 1 VAN DER JEUGHT Sylvie DIGITB.2. (

existing
I am now commenting on the word "existing”
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<5 b
When clicking on the button "Show/Hide Guide Lines" /
the line connecting highlight and annotation visible or not

How to get started

you can make

1. To create an annotation, select text and click th

2. To add a note to the page you are viewing, click

EXPLANATORY MEMORANDUM
3. To create a highlight, select text and click the {

'THE PROPOSAL
4. To reply to an annotation, click the * Reply link

d objectives of the proposal
Annotations 1 Document Notes

g policy provisions in the policy area 1 VAN DER JEUGHT Sylvie DIGITB.2. {
xisting
an now commenting on the word "existing™
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5.2. Creating a suggestion

As an author, contributor or reviewer you can add suggestions to the text.

1. From the proposal view, open the document you want to add suggestions to
2. Select the part of the text you would like make a suggestion on
3. Click on the "Suggest" button

located to the Member State refert
1 to therein for m zhall be deen

LERE

Suggest

T |_‘-

Articie 3
4. Edit the selected text in the box that will appear on the right side of the text

VAN DER JEUGHT Sylvie DIGIT.B.2. (02/17/20, 09:58 AM)

—
2097

Post to Collaborators = v Gl

5. Post the suggestion. You will have several options on who it will be visible to if

you click on the dropdown list.
6. A highlight will be visible in the text, linked to the suggestion, name and

date/time on the right

t. h ti
Quota exhaustion VAN DER JEUGHT Sylvie DIGITB 2 (
Member Stafe referred fo 1n the Annex to this Regnlanion 125;18
+12017) shall be deemed to be exhausted from the date set 1 o
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7. When clicking on the button "Show/Hide Guide Lines" ) / . you can make
the line connecting highlight and suggestion visible or not

How to get started

To create an annotation, select text and click the B button

2. To add a note to the page you are viewing, click the £ button

3. To create a highlight, select text and click the _¥ button

vsicle 1 4. To reply to an annotation, click the © Reply link.
rticle
Scope Annotations 2 Document Notes
Nunes Cartaxo Joao DIGITB.2. ( )
f the draff iegisiative
aaa
Article 2

Quota exhanstion VAN DER JEUGHT Sylvie DIGIT.B.2. (
Member State referred to m the Annex to this Regulation ﬂzo;ne
12017 shall be deemed to be exhausted from the date set 1 2647200
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5.3. Adding a highlight

As an author, contributor or reviewer you can highlight certain parts of the text.

1. From the proposal view, open the document you want to add highlighting to
2. Select the part of the text you would like to highlight
3. Click on the "Highlight" button

Fegulation by vessels flving

shall be [golitldii=:! from the

T'.- a . 1 1 1 a

I LI

Highlight

4. A highlight will be visible in the text, linked to the name and date/time on the

right
) ) VAN DER JEUGHT Sylvie DIGITB.2. (
ition by vessels flying prohibited
% prohibited ffrom the 1
in on board, relocate, 8 Only me £

ite.

Highlights are only visible to you, not to other users.

5. When clicking on the button "Show/Hide Guide Lines" . / you can make
the line connecting highlight and suggestion visible or not
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5.4. Creating a document note

As an author, contributor or reviewer you can add document notes to the text.

1. From the proposal view, open the document you want to add a document note to

@

8

[=]

3. Type the document note in the box that will appear on the right side of the text

a1

2. Click on the "New document note" button in the Annotation pane

4. To reply to an annotation, click the * Reply link
Article 4 ©

Quota exhaustion /2 Annotations'  Document Notes 1

Member State referred 1o mn the Annex to this Regulation

VAN DER JEUGHT Sylvie DIGITB 2 (
ir 2017 shall be deemed to be exhausted from the date set

Adding a document note

Article 5

Prohibitions

Post to Collaberators | v NGReR
‘rred to in the Annex to this Regulation by vessels flying

mhar Stata refarred ta thersin shall he neahihited fram the

4. Post the document note. You will have several options on who it will be visible to.
(e.g if you post to DIGIT.B.2 only the collaborators that belong to that group will
be able to see the comment.)

Post to Collaborators | w

5. The document note will be visible in the Annotation pane, when you click on the
"Document Notes" tab

Annotations 1 Document Notes 1

VAN DER JEUGHT Sylvie DIGITE.2. |
Adding a document note
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5.5. Reviewing annotations

As an author, you can review the annotations or comments that were added to the text
by other authors, contributors or reviewers.

1. From the proposal view, open the document you want to edit
2. Look for annotations from the co-author, contributor or reviewer. Name,
department and time of creation will be visible.
3. If you hover over the annotation with your mouse cursor, 2 buttons become
visible.
e With the dustbin icon, you can decide to delete the comment

the amount specified in

is paragraph WAWRZYNlhTK Sylwia DIGITB 2. (02/21/20, 05:21 PM)

aragra,

B hlalagmph 1\; 1 are you sure its par 1? E
-

ecified in voint (11):

Before the deletion, the system asks you to confirm:

intragate.development.ec.europa.eu says

Are you sure you want to delete this annotation?

e With the reply icon, it's possible to reply to the comment made by the
other party. A textbox appears.

the amount specified in WAWRZYNIAK Sylwia DIGIT.B.2. (02/21/20. 0521 PM)
us paragraph: paragraph 1

are you sure its par 17
:0 paragraph 1;

o
=

secified n point (11): Hide replies (1)

VAN DER JEUGHT Sylvie DIGITB 2 ( )]

Could you please also verify?|

ithetic holdings by the
financial sector entities
investment.

it 1s equal to or less than
ving the provisions laid Post to Collaborators | v [NGEeERLE]

d and shall be subject to

4. Click on "Post to collaborators". You will have several options on who it will be
visible to if you click on the dropdown list.
5. After this, the replies will be visible by clicking on the dropdown list.

WAWRZYNIAK Sylwia DIGITE 2. | )
paragraph 1
are you sure its par 17
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5.6. Reviewing suggestions

As an author, you can review the suggestions that were added to the text by other
authors, contributors or reviewers.

1. From the proposal view, open the document you want to edit.

2. Look for suggestions from the co-author, contributor or reviewer.

3. Under the suggestion you will see an "Accept" and a "Reject" button.
e To accept the suggested change, click on "Accept"

N

Tier 2 instruments of those WAWRZYNIAK Sylwia DIGITB.2. (02/21/20, 0520 PI)
five

. fvesi

1 ffivel working days or fewer 1 o

m the calculation of the factor e Reject

At the top right, you will see a message to confirm the suggestion was
accepted.

J Suggestion successiully merged

e If you don't agree you can also decide to remove a suggestion. Click on
"Reject".
ph 1 chall be apportioned across all WJE’\T?M:'EE‘;P:;AK Sylwia DIGIT.B.2. (02/21/20, 05:21 PM)
feducted from each Additional Tier I e
mulipkdrgdivid
v multiplying the amount specified in wne

pount (b) of this paragraph: 2
4. A pop-up message will appear, asking you to confirm the rejection.

intragate.development.ec.europa.eu says

Are you sure you want to reject this suggestion?

5. Be careful: after this action there will no longer be a trace of the rejected
suggestion.

6. Instead of simply accepting or rejecting suggestions, you also have the option to
reply to a suggestion.
If you hover over the suggestion with your mouse cursur, a reply icon becomes
visible.

amount of direct, indirect and synthetic holdings by the instifution of the =l

itional Tier 1 instruments of those financial sector entities in which the
tution does not have a significant investment divided by the aggregate

WAWRZYNIAK Sylwia DIGITB 2. (02121120, 05:56 PM)
shail

unt of all direct, indirect and synthetic holdings by the institution of the shatbmust
imon Equity Tier 1, Additional Tier 1 and Tier 2 instruments of those
1cial sector entities. Hide replies (1)

 shall lexclude underwriting positions held for six working days or fewer 4
referred to in point () of paragraph 1 and from the calculation of the factor J VAN DER JEUGHT Syivie DIGIT 8 2. (010 020 o)
nt (b) of paragraph 1

Please check with Eric
nt to be deducted pursuant to paragraph 1 shall be apportioned across all
| instruments held. The amount to be deducted from each Additional Tier 1
ant to paragraph 1 shall be calculated by multiplying the amount specified in
saragraph by the proportion specified in point (b) of this paragraph:

Post to Collaborators | v Cancal
S —— | -

7. When clicking on the reply icon, it's possible to reply to the suggestion made by
the other party. A textbox appears.

33



8. Click on "Post to collaborators". You will have several options on who it will be
visible to if you click on the dropdown list.

1. After this, the replies will be visible by clicking on the dropdown list
WAWRZYNIAK Sylwia DIGITBE 2. | )

shall

shaltmust

Hide replies (1)
Accept Reject

VAN DER JEUGHT Sylvie DIGITE 2. | )
Please check with Eric
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6. Version management

In the proposal overview, within the section Proposal viewer (A), you can open the
document you want to view.

Engish (en) _v] & DEMO Demo (dem
LEOS

ﬁ > Repository Browser

sal for a COUNCIL DECISION

Close
on ABC =
colavorators Manage contributors ©

Proposal viewer e i : e

wones — Add milestones o

Once you've opened it, you will be in the document view. In the left part of the screen,
details on versions will be visible in the "Version pane".

LEOS

ﬁ > Legal Text

% Proposal for a COUNCIL DECISION on testing collaboration

¥ Navigation pane E v0.1.13 - last edited by DE MORAES SCHAMBECK Marcelo (DIGIT) on 21/02/2020 16:56
e EN EN
(Recent changes h
Last change 1656
0.1.13 Article 1 updated =
» Show mare
\

Document created
31017 9 VAN DER JEUGHT Sylvie

» Show modifications

Proposal for a

COUNCIL DECISION

Go back to text under edition [ on testing collaboration

THE COUNCIL OF THE EUROPEAN UNION,

Having regard to the Treatv on the Functioning of the Eurovean Unien. and in varticular
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6.1 Saving versions
There are 3 types of versions when it comes to saving changes:

Technical save (Minor version)

A technical save basically corresponds to an "autosave" by the system. The technical
save number will be indicated at the end, e.g. version 1.2.x

Technical saves are by default collapsed behind a "Show modifications" element.
The technical save features

e the type of action (addition/deletion/edition) and location

e the version

e the technical save creator

The type of change is always shown and the user becomes visible on MouseOver

il T
Recent changes

Last change on 05/0372020 1216

1.0.2 Article 5 updated

1.0.1 Article 1 updated

PR VAN DER JEUGHT Sylvie

L o

Save (Major version)

A save is a save explicitly done by the user. It will only save changes in the specific
document you are in (e.g. in the annex or the text of the act).

When saving, adding a title is mandatory. The save number will be indicated in the
middle, e.g. version 1.x.0

Save version items features:

the version
e« the major version timestamp and creator
the major version title and, if any, the description.

=]
w
o

2018-11-01 MUBLA Fernando

Again a title

This is my description which is longer
>
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Milestone

A milestone is a kind of snapshot done by the user, of the latest version of all the
documents in the proposal (explanatory memorandum, act, annexes).
When saving, adding a title is mandatory. The save number will be indicated at the

beginning, e.g. version x.0.0

Milestone version items features:

e the version
e the milestone timestamp and creator
e the Milestone title

Milestone

Revision after Interservice Consultation

D5/03/2020 12:49 VAN DER JEUGHT Syhie

» Show modifications
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6.1.1. Creating a major version

Saving a major version means saving changes in the specific document you are in (e.g.
in the annex or the text of the act).

1. In the document view, click on the hamburger button to the right of the
Navigation/Versions pane

» Navigation pane -
% Versions pane Versions
by Q Save this version lains the s
Importer
Recent changes
Last charige on 05/03/2020 1218 Import from the Official Journa
View

1.0.3 Article 3 updated

1.0.2 Article 5 updated See user guidance

1.0.1 Article 1 updated " See navigation pane enter intc

o Chntenn L Ufficiar Journarof the Ewropeai

2. Choose "Save this version"
3. Fill in the title, a description (if needed) and click on "Save"

Save this version
Title *
Major version 2

Description

Saving the text of the act after improvements
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6.1.2. Creating a milestone

Creating a milestone means saving the latest version of all the parts in the document
(explanatory memorandum, act, annexes).

1. In the proposal overview, click on the plus button to the right of Milestones
section

Download

Collaborators +]
NAME ENTITY ROLE
{ard treatment v
VAN DER JEUGHT Sylvie DIGIT Author v -}
)7, by VAN DER JEUGHT Sylvie
17, by VAN DER JEUGHT Sylvie

e Milestones
TITLE DATE STATUS [l

17, by VAN DER JEUGHT Sylvie

For Interservice Consultation 05/03/2020 12210 File ready

2. Choose the type of Milestone from the dropdown list:
Add a milestone

Revision after Interservice Consultation

Title For Interservice Consultation
For Decision

Revision after Interservice Consultation
Other

Create milestone

3. Click "Create milestone"
Add a milestone

Revision after Interservice Consultation W

Title Re s fte erse o

Create milestone Close

4. Once saved, the Milestone will be visible in the Milestones section in the proposal

overview
Milestones (+]
TITLE DATE STATUS
|F\‘euision after Interservice Consultation 05/03/2020 12:49 In preparation
For Interservice Consultation 05/03/2020 12:10 File ready
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and in the Versions pane of the document view:

' Versions pane

B Q

Recent changes
Mo changes after last version

Milest

Revision after Interservice Consultation

05/03/2020 12:49 VAN DER JEUGHT Syhie

» Show modifications

Version 1.1.0

Major version 2

You will see the version number (e.g. version x.0.0), timestamp, creator and
Milestone title

5. Once saved, the version will be visible in the Versions pane:
% Versions pane

“ :\

Recent changes
No changes after last version

rsion 1.1.0

Major version 2
Saving the text of the act after improvements
05/03/2020 12:27 VAN DER JEUGHT Sylvie

» Show modifications

Milest

n E

For Interservice Consultation
05/03/2020 12:07 VAN DER JEUGHT Syhie

You will see the version number (e.g. version 1.x.0), timestamp and creator, title
and, if any, the description.
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6.2 Version actions

1. Activate the "Versions" pane to the left of the document view. Next to each
milestone, major or minor saved version, there is a hamburger button:

Milestone

For Interservice Consultation E

05/03/2020 12:07 VAN DER JELUGHT Syhvie

View this version
% Show modifications
Revert to this version

Explore the milestone
intermediate save =TT

2. The hamburger button reveals several actions:

e View this version: display this particular version in the right panel (no
comparison view)

e Revert to this version : undo all later changes and restore this version of the
text.

e Explore the milestone: opens the "Milestone explorer"(available when the
version concerned is a milestone)(see 6.4 Exploring a milestone)
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6.3 Comparing versions

1. Activate the "Versions" pane to the left of the document view, and click on the
compare icon on the top left.

2 Navigation pane E v2.0.0 - last
W Versions pane

Recent changes

No changes after last version

Revision after Interservice = _ Euronean I

The Versions pane will switch to the "compare mode", which means tick boxes
appear next to the versions

=] Proposal for a REGULATION OF THE EUROPEAN PARLIAME!

ND OF T

V20012 Qol=-~ o
BV regard To T Opisaa Of Uhe LOmAee of e Kegione-. n 5
Acting o
o Whereas
= (1) Resital
> (2} Reertal (2) Recmal
HAVE ADOPTED THIS REGULATION HAVE ADOPTED THIS REGULATION
for Interservice Consultation
’ Arricle ! Articie |
Scope Scope
int
= L. This anicle explains the scope of the proposal Fort—This artcle
>
Ariicle 2 Ariicle
ntev into farce = Forre into farre
. = | e ,

2. Tick the versions you want to compare (maximum 2)

3. At the top of the compare panel, two arrows are added to allow the user to jump
to next or previous change:

es ST
34 Q

Comparing 0.1.0 and 1.1.0
Hawving regard fo the opimion ot the Lommitiee of the Kegic

y O
I

Added elements will be marked as green and underlined, removed elements will
be marked as red and with strikethrough:

1.  Femxt—This article explains the scope of the proposal

4. Clicking on the "close" button at the top right, will close the right panel with the
other version of the document and will remove the tick boxes in the Versions
panel.
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6.4 Exploring a milestone

1. Activate the "Versions" pane to the left of the document view, look for the
milestone (in light blue) you want to check and click on the menu button on the

right of the milestone.

Choose "Explore the milestone"

Milestone “
For Interservice Consultation E

1411172019 13:43 VASILESCU Alice

View this version

» Show modifications
Revert to this version

I Explore the milestone I

my first version -

An alternative way to explore the milestone is through the proposal view:
the 'Milestones' section now features a link

Milestones (+)
TITLE DATE STATUS
test 21/05/2019 08:14 In preparation
Eor Interservice Consultation 21/05/2019 08:13 In preparation

Clicking on the Milestone title opens the "Milestone Explorer" in a popup window

The "Milestone explorer" will show the saved milestone as a read only collection
of all documents:

Proposal fora
REGULATION OF THE EUROPEAN PARLIAMENT AND OF THE COUNCIL

on testing milestones SJT

LIAMENT AND THE COUNCIL OF THE EUROPEAN UNION

THE EUROPEAN P2

Having regard to the Treaty on the Functioning of the European Union, and in pasticular
Aticle [ ] thereol.

It displays

some milestone metadata (timestamp, user, type)

the documents (each represented by a tab)

the table of contents

the content of each document

the annotations linked to the part together with some search and filter

functionalities
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2. There are 3 main parts in this view:

e The specific part you want to explore can be chosen by selecting one of the
tabs at the top of the document content (Explanatory Memorandum, Legal
text, etc.), visible at the center of the window.

e At the left of the document content you will see the table of contents of
the selected part.

e The right panel allows you to filter the annotations of the selected part.
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7. Downloading documents

In the proposal viewer, just below the title, a button 'Download’ is available.

~ LEOS

ﬁ’ > Repository Browser

A
0 )
%@%‘Bsal for a COUNCIL DECISION | close |
on ABC X
colaborators Manage contributors ©
Proposal viewer s St oo & e

wiestones — Add milestones ©

e STATUS

Proposal for a COUNCIL DECISION
on testing collaboration

It will allow you to save the document as a .zip file on your local drive. This file
contains:

e content.xml file
e proposal .leg file ( PROP_ + "Identification humber of the proposal"

File Edit View Favorites Tools Help

b ow v o o= X i

Add  Edract Test Copy Move Delete Info

? ||"_IZ|| Ch\Users\wvasialit Downloads'\Proposal_280d8aael9balclac80bd7efbadce?2de75d25cf8338368425208595891 zip\)

Mame Size Packed 5ize  Modified
=] contentxml 413 262 2020-02-2411:25
D PROP_ACTS823775835153798335.leg 386064 383577 2020-02-2411:25

The structure of the proposal_<id>/ .leg file is as follows:

File Edit View Favorites Tools Help

= v o o= % i

Add  BExtract Test Copy Move Delete Info

? ‘ ChlUsers\wasialhDownloads\Proposal_280d8aaelfbalclacBlbd7efbadce?2de7sd25cf33383684253268
Ma Size Packed Size

i i 15 351 2346

renditions 773035 271 562
=] annex_ckB0wmrip000gs616qwmuvgsb.xrml 3817 25993
(2] bill_ck2yjsydB000jyl16bf780sul.xml 49 855 28751
= mainxml 37 265 25980
=] memorandurm_ck2yjsvm 30001yl 1664d43x0t.xml 46 257 27116
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The full structure of the .leg file is further detailed in the AKN4EU documentation

annex_<idl>
annex_<id2>
annex_<id3>
bill_<id1>
main.xml
memorandum_<id>
media/
support/
1. styles/
1. annex.css
2. bill.css
3. memorandum.css
2. s/
1. futurexxx
9. renditions/
1. html/
1. annex_<idl>.html
2. annex_<id2>.html
3. annex_<id3>.html
4. bill_<id>.html
5. memorandum_<id>.html
2. pdf/ (if service available on your local installation)
1. Proposal.pdf
3. word/ (if service available on your local installation)
1. Annex_1.docx
2. Annex_2.docx
3. Annex_3.docx
4. Bill_1.docx

XN AWNE
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https://op.europa.eu/en/web/eu-vocabularies/model/-/resource/dataset/akn4eu

