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Online collaboration platform

The project online collaboration platform had been developed by NOVA in collaboration with
CRES. It was finalised at the end of June 2018 and it was presented to the partners during
the 3" project meeting in Madrid (July 2018). The manual of the platform was distributed to
the partners by email as ppt. The slides of this presentation are presented below.
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Step 1: Click )
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Step 2: Insert all — —————————— ) own profile. The profile data appear
your relevant data i —— e in the contact database. This is not a
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Step1: Clickon
tasks

Step 2:
Click on thetask you
would like te change
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o deliverables Confeimiial Deliverables in the internal area
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e step 3
Vi o g masengs & or L AN
can edit the name of Overview of tasks - Work Package 1

= Step &: Here you can decide whether your ik Deliverables
task should appear as delverable or
milastone. In addition, the appropriste e J— .

work package must be selected,
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Overview of tasks - Work Package 8
Deliverables
WordPress 4.5.7 s avalable! P

Step1: Clickon
Dashboard usersto seeall

usersofyour
project

At a Glance
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want to edit you can alse )
click on the name (here: i e
wiosTh for the emad e the anmol. Then you will get
defines of hare access tothe edit mode — -
needed (picture Z) tnams v w—
to which private folder (see later chapter WP file
the user LI 0
roles, which user to —
which emall group and knaws which user has access
vhich he {see al Step 2: For changing ——— e
slides WP file download]. the defined role of a -
user scrollin the edit
mode on the bottom
(picture 2)
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——— coorginator
o ——— and the aamins

have access o Deshiboand Step 1: Clickon

- ——— a8 profies.

Ats Glanes your dashboard on
- WP file Download
& 30Pages

WoriPresa 4.9.3 rusing Mg tharre.

Acsiity

Step 3: YOUu can recefine the roies of the users
by satting the checkmarks. This is airsady
NNIANea ana Just NeCeINary If something crucial
happans in the project (Changse in the GA,
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Magic
Overview of tasks - Work Package 8 - S R —
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Step 3: If you want to upload a file, you first
have to select the folder where you would like
to upload .

Step 4: Then click on the buttom "select files”
and follow the uploading instructions of your
computer.
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* @ Documents wPy Sten 3
» mtaetings ‘task board with the different tasks wil
s New project fe — . appear. Click on the comenand you would
ER Bl oo SO ke b0 execute and ther confirm your step.
- work packages b s . = The file Is then slo deleted in the internal |
-l = area In the appropriate foider |
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Step 3: The uploaded document

:: appears now in the internal area under
Popot, Documents-Work packages - WP1
e
-
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. o WP file Download — Create a new Iy -
Masic ﬁmm Magic WP file Download- Create a new ﬁmm

it category (new folder) o category (new folder)

\ — = Step 1: You can create a new

Cotegory iy licing the bottom O 7Y ey
— _
category and éick on
— T
O B o 0 2
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ﬁ Magic Howto structure the new category in ﬁ

e e “Documents” in the internal area loaiete
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e e e e
Step fine h " — feider (picture 7).

category s public or privatel If your falder Is public it will
appear o0 the external area of the website. i you have
defined your folder “public” or “private” than save at the

3. Thi i cmetima i tedioe, bt with B asaity [ —
= =

This setting defines also if a folder is
shown on the public area or in the
Iinternal area =

Info: At this wiv i ey

h the respective folders. In this case hese =
T all users have access to cur new folder “New project folder”, .
Step 1: You can deny/submit access bo user groups by removing) or
adding th respective check mark in Paraeneten. —
Step 2: then pressing “Save® at the bottom.

Manual RCOT, veaja Besrien, novaincisut

. How to structure the new category B
Magic (folder) under documents in the ﬁ,mm Magjc ﬁ,wm
Confidential internal area T Confidential T
Documents

Documents

The new folder appears
now under Documents =
Work package —> WP1

¥ you would like to add a folderon a
parent level, please drag the new
category on the same position like
Work packages.
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Confidential

If yous would like 10 writ an omail,
Slep 1: G to on your dashboard an click “Email
Inars”

u

Step 2: Dopending cn whether you want to wiite an
individual ar o group email, click on the
comespending button,

Manual BCOT, $vens Besrken, novaincisut
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Masic Email tool (nCDT) L.

If you would like to write an individual email.
You can select “Send individual message” and
just write the person you would like to contact.

Manusi nCOT, Svenjs Oserken, novainciiut
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