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Welcome to the CIRCABC user guide!

This guide aimsto help you in your daily use of CIRCABC. It isintended for both first-time
and advanced users.

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

A few words about the " Communication and I nformation Resource
Centre for Administrations, Businesses and Citizens"

What can you do with CIRCABC?

Y ou create collaborative spaces where users spread over the web can work together, sharing
information and resources.

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

CIRCABC isfinanced by the ISA programme (Interoperability Solutions for European
Public Administrations). DG DIGIT isresponsible for coordinating its development and its
user community.

CIRCABC 0SS, the Open-Source-Software version of CIRCABC, can be downloaded
through the EUPL (European Union Public Licence). The EUPL isthe first European
Free/Open Source Software (F/OSS) licence. It has been created on the initiative of the
European Commission.

For more detailed information about the EUPL :
https://joinup.ec.europa.eu/sof tware/page/eupl

To download CIRCABC software and consult relative information:
https://joinup.ec.europa.eu/software/circabc/home

CIRCABC is accessible to any user inside or outside of the European
Institutions. Businesses; international, national or local administrations;
and associations of citizens can access and use CIRCABC.

They can, as well, manage their own CIRCABC by downloading the OSS
version.

Can you speak CIRCABC?

CIRCABC callsan INTEREST GROUP (I1G) the private workspace shared by a community
of users.

A CATEGORY isaset of Interest Groups.



http://ec.europa.eu/isa/
http://ec.europa.eu/dgs/informatics/index_en.htm
https://joinup.ec.europa.eu/software/page/eupl
https://joinup.ec.europa.eu/software/circabc/home
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Some Interest Groups may be entirely or partly public (no authentication required). Others
can be entered by any logged-in user ("registered access"). Others are reserved for their
members.

What is an Interest Group?
- A group of users (potentially unlimited)
- A set of services (Library, Newsgroups, Events, etc.)
- A collection of content

A group of users
Users may be granted more or less rights depending on their access profile.

A set of services

Information: here you present your interest group asif it were asingle website

Library: the repository where your documents are stored

Member s: lists the members of your interest group

Events: to schedule and manage your events and meetings.

Newsgroups: to take part in or raise discussions through forums (potentially moderated).
Administration: to administer your personal account and memberships

Administration Console
@ B | Use this view ta perform system administration Fanctions.

Administer the User i

Main Menu

@ Browse cakegories
@ Logouk (circabosup)

o HEl w
= My Accoun

M iew Mernberships

EM\; Calendar

Registered users can seetheir own account and member ships

Each service has its own administration page.
Depending on your access profile, you may see other administration pages.

@dminister another Incatinn::}

IELED o Interest Group Administration Page
.:. o Imforration Adrministrakion Page
n to Library Adrministration Page

@Gn ta Events Administration Page

.:. o Mewsgroups Adriniskration Page

n bo Surveys Adrinistration Page

Via'main menu' >'Administration’
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A collection of contents
The documents you are working on are known by CIRCABC as contents. The contents are
grouped into spacesin the Library.

Accessing CIRCABC

About the access systems
About EU Login

EU Login isthe Commission's Authentication Service. It isthe system for logging on to a
whole range of web sites and online services run by the European Commission. Once you've
used EU Login to log on to awebsite or service, you won't have to identify yourself again as
long as you leave your browser open. CIRCABC isusing EU Login as authentication service.

Users from the European Commission and other Institutions and Bodies
already have an EU Login account and can use this to access CIRCABC

For External users (Partners, Researchers, Businesses and Citizens):

To access CIRCABC as aregistered user, you will need to obtain an EU L ogin username
and passwor d since CIRCABC isintegrated with the European Commission's Authentication
Service.

May I have several EU Login accounts?
Yes — provided that each username is linked to a unique e-mail
address.

If you do not have an EU Login account, you will need to create an account on the EU Login

Page.
Otherwise, you follow the link L ogin from the CIRCABC main menu.

I sthe accessto CIRCABC public?
Y ou can access CIRCABC in the following ways:

Via public access:

You are visiting CIRCABC as aguest. No username or password is required. With this
access.
v you can only seethe list of the interest groups visible to non-registered users
v you can only read and download documents from the interest groups open to non-
registered users

Vialogin:
Y ou have an EU Login account and you are not yet a member of any Interest Group: when

you log-in you are considered as ar egister ed user; you may be granted a read-only
permission by the Interest Group leaders.



https://webgate.ec.europa.eu/cas
https://webgate.ec.europa.eu/cas
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Via login and membership:

Y ou have been granted a set of access rights to an Interest Group. Y ou participate in the life
of this group asintensively as you are allowed to.

The Interest Group Leaders decide whether the Interest Group will be
publicly visible, accessed by registered users or reserved for membership

Create an EU Login account

If you do not belong to either the European Commission or other European institution or do
not use any other European Commission application, you will need to create an EU Login
account to obtain a username and password.

Create an EU L ogin account

Click on https://circabc.europa.eu (Link to CIRCABC)

Select Connect using EU L ogin

Y ou will automatically be redirected to the EU Login page

On the EU Login page, click on Create an account and fill in the form fields



https://circabc.europa.eu/
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Create an account

Help for external users

First name

Last name

E-mail

Confirm e-mail

E-mail language

English (en})

Enter the code

[] By checking this box, you acknowledge that you
have read and understood the privacy statement

Create an account

If you have forgotten your password

To request anew password, or if you have forgotten your password, just click L ost your
password on the EU Login page

-10-
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How to delete your EU Login account
To delete your EU Login account, please proceed as follows:

Go to the EU Login page

Login using your email address
Click on Account information
Then click on Delete your account

THE ACCOUNT DELETION IS IRREVOCABLE; THIS MEANS THAT YOU WILL LOSE
YOUR ACCESS AND ALL YOUR MEMBERSHIPS.

Logging into CIRCABC
Once you arelogged into CIRCABC, you are aregistered user.

From https://circabc.europa.eu

Main menu > LOGIN

From any other CIRCABC page (category, interest group, €etc.):
Main menu > LOGIN

Main FMenu

@ Browse categories
=[Logn]
@ Help

Viaalink
Button EU Login

-11-
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Y ou are taken to the EU Login module. After authentication, you are taken back to
CIRCABC. The option L ogout (your username) replaces"Login":

Main Menu

@ Browse categories

@ |Logout (Chamag11)]
m Help

@ Administration

-12-
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Participate in an Interest Group

A single username and password allows you to apply for membership in as
many Interest Groups as you please.

How to become part of an I nterest Group?
There are two possible ways:

v" You apply for membership
v" You areinvited to participate in the Interest Group

Apply for membership

Click on an |
interest g |

The leaders or member managers of the Interest Group are notified of your request. They
accept or rgject it. If accepted, you will receive an e-mail containing your username, your
access profile (set of accessrights) and alink to the Interest Group.

L

Browse and join an Interest Group

How will the administrators find and contact me if I browse as public
(guest)?
- If you ask to join a group and are not logged-in, you will be asked to log
in first or to sign up to EU Login.

-13-
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You areinvited to become a member

Y ou will receive an e-mail with your access profile (a set of access rights). Optionally, they
send an e-mail indicating your username, your access profile and alink to the interest group:
Diear aida VERDI,

CIRCABC STTFPOERT iz pleased to welcome vou to the mterest group Leona test (Category: CIRCABC - Information
& traming).
(Link to the interest group | (Link to the category )

Your username is.  Verdaida

Your accass profife is; Author our set of access rights

Navigate to your | nterest group

v Loginto CIRCABC as explained above. The first screen you see displays the list of

your Category and Interest Group memberships.
Welcome to CIRCABC Hittp
Cornrmunication and Information Resource Centre For Administrations, Businesses and Citizens,

¥ Choose a header

Headers
Crernonstrations
European Cammission

Others

W {List of all categories and interest groups that you participata

Category Access Profile
CIRCABC - Information 2 training Circaategoryadmin
Category 12 CircaZategoryadmin

Interest Group Access Profile

Cakzy Leader

Clirnate Access

-14 -
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v" Another way to enter your group isto click on the Header, Category name and Interest
Group title

¥ Choose a header

Headers
Demonstrations

European Commission

|
Dthjs
Europead{ networks
IRCABC - Information & trainin@
Category12

Category: CIRCABC | Information & training
Select an Interest Grou

¥ Registered Actess

Title & Description

(Leona test For functional tests )

v" You can also access via abookmark or adirect link

To create the bookmark, right click on the Http link at the upper right
hand corner of the page that you want to bookmark, then copy or save.

Browse Categories

You access your interest group through category headers and categories.

-15-
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About Library

Enter the Library

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

What does "contents"” mean?
- Each content item carries a set of information, supported by any type
of medium (text, picture, video, sound, multimedia, a piece of software, a
web page, etc.).

Whom isthe Library intended for?
The administrators of the group are free to open to their Library, or a part of it, to public
access. If so, any user, whether or not logged in, can read contents.

Otherwise, any Interest Group member who has
v loggedin
v accessrightsto the Library

will be able to read contents.

Depending on the assigned role in the Library, members of the interest group can have access
to read only or to perform further actions.

The roles relating to the Library are:
Access: Read and download contents
Edit only: Edit contents; cannot create or delete any
Manage own: Create, edit and delete your own contents. Access to
documents created by others

Full edit: Create contents; delete own contents; edit any document in

library; customise the access rights to the spaces you have created.
Administer: full-edit rights; delete any content; organise the Library

and manage the users.
No access: access to the Library is denied.

The roles are not definitely assigned and can be replaced on the initiative of any Library
administrator.

What doesit look like?

The Library can be organised as atree of folders (called spaces) and content.

In the example below, the library includes sub-spaces at two levels with sub-space
"biodiversity” including sub-space "wild Fauna" which itself contains "wild birds".

Library>Biodiversity>Wild Fauna>Wild Birds

-16 -
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iLibrary = Biodiversity = Wild Fauna)

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

v Spaces

Title + Madified Date @

T il birds 26 January 2011 15:06

You can add as many spaces asyou please

Y ou can upload content at any level of the spaces, including the root of the library.

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

Title - Modified Date @
-,j wild Fauma 26 January 2011 15106

Title = Size @ Modified Date @

: [
1= S pratect sharks! 2249 KB 2B January 2011 15135

'Let'sprotect sharks' isstored at theroot of 'Biodiver sity'

-17 -
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Library = Biodiversity = Wild Fauna
+ % Wild fauna
The Library is the space where contents are stored, ranaged and shared,
v Spaces
Title = Modified Date @
_}, il birds 26 January 2011 15:06
¥ Content
Title = Size @ Modified Date @

'"Wild fauna' has no content

Each space of aLibrary is characterised by:
v' The properties (name, description, creation date, modification date)
v A set of actions authorized for the current user
v Optional sub-spaces
v/ Optional content

v Spaces
Title - Modified Date @ Docunents @ Actions
:;. il birds 26 Jamuary 2011 15:06 1 EDFEI _]@n

Each content item is defined by:
v Properties (title, description, etc.)
v' A set of actionsthe current user is allowed to perform
v' A document

v a document properties actions available
Title = Size @ Modified Date @ Maodifier @ Security Ranking @  Actions

B 1 - corelo s BirclLife International & FACE sull divettiva 7ajaqajcge 1B KE 26 lanuary 20111505 CIRCABC SURRORT - PUBLIC E'Iil_"Q-_Im_ B

-18 -
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Perform common actions in the Library

From the root of the Interest Group, select Library

Main menu >Library

b Information

E Library

B Members

J—

¥ Events
¥ Newsgroups

B Administration

How to read and download

Those who have been granted any of the permissions below for the Library may browse
spaces and download contents:

Access

Edit only

Manage-own

Full-edit

Administer

ASANENENEN

The actions that you are permitted to do, and have been configured by the Interest Group
Leaders will appear asiconsin the Actions column of the Space and document rows.

How can | view the properties of a space or a document?

From the VView detailsicon ( =) in the Actions column in the document or space row:

v Spaces

Title = Modified Date @ Documents @3 Actions
} i birds 2k January 2011 15:06 1 g WEJ@)

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 41
"Setting your language preferences’).

-19-
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How can | download content?
v You can download contents from the Library's content list by clicking their name.

v You can aso display the details page (viaicon View detalls) and click the file format
icon asillustrated below:

¥Properties
% Name: birds_agresment pdf
| ndcbe
Content Adobe POF Document
Type:
Encoding: IUTF-8
Accordo fra BirdLife

Title: International e FACE sulla

direttiva 79/409/CEE @
To download content, click thefile format icon

v Atlast you can download via email by choosing the option Email me this document:

|mai| e this ducumﬂ

If you experience an issue downloading with a version of Internet
Explorer prior to IE9, use the link Alternative download.

Library > Applications > Iceland.zip Http | Back
,_] Details of 'Iceland.zip’
View the details about the content.

¥ Properties
@ Description ¥ Actions
arme Iceland.zip
Content Type ar ii?Modify Content
Encoding UTF-8 Properties
Size 2042 MB Ii‘:"tltemative
download
S Lo |tJalternative browse
Creato Nikolaos CHRISTOFOROU _*Checkout

In the notifications about uploads, the link to the title of the document calls this "alternative
download" method.
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How to be notified of new uploads

Notifications can be sent whenever a document is uploaded to or edited in your Interest Group
Library. An option in your user account allows you to enable or disable the receiving
notifications.

Theglobal notifications are disabled by default. To enable them, select the administration
service from the CIRCABC main menu:

From https://circabc.europa.eu

Main menu >Administration > My Account

From the root of the interest group or from the administration page of any service (Library,
Newsgroups) or
Administration > My Account

Uszer Oplions

&ll Languages b

English (en) bt

( Enabled | % j

After setting global notifications to enabled, click Save (at the upper-right hand corner of
page Edit your CIRCABC account).

From now on, you may receive notifications from the Interest Groups you are a member of
(Note that the messages are sent to the e-mail address recorded in your account, soit is
important to keep the information updated).
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Notifications can also be set at the Interest Group level. To receive the notifications, you will
subscribe to the notification list of the group:

From the root of the interest group or from the administration page of any service (Library,
Newsgroups):

Main menu >Administration > My Notification status

Modify your personal Notification Status for the current location
Modify the configuration of vour notifications and then click Ok

EMABLED

Subscribed W

SUBSCRIBED

¥ According to the preferences defined, you will be notified of the events occurred in the current

space.

By subscribing at the group root level, you will receive emails about what is uploaded to the
v Library
v" Newsgroups
v Information service

If you prefer receive only Library notifications, you will subscribe at the Library root level
instead.

Y ou can further refine your notification status by only subscribing to a specific space (follow
Main menu > Administration > My Notification status starting from the space page).

I receive the notifications sent from the Library because my access profile
is automatically notified. Personally, I am not interested in what is
uploaded to three specific spaces of the Library. What can I do?

- Follow Main menu > Administration > My Notification status
starting from the main page of each of these specific spaces. Then, you
choose unsubscribed.

You can unsubscribe notification lists at any level of CIRCABC (global
notifications, Interest Group, specific services, specific spaces).

How to modify and update Spaces and Contents

Those who have been granted any of the following rights over the Library may edit or update
spaces as well as documents:
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v' Edit only
v" Manage-own (you may edit your own documents only)
v Full-edit
v' Administer

How to modify the properties of a Space

From anywhere in the Interest Group select
Main menu > LIBRARY

Then click on the VView detailsicon next to the title of the space you want to modify

On the details page, select the action Edit space properties:

_¢ Edit space properties

Once you have completed all of the modifications, click on "OK".

The action edit space properties may appear as an icon next to the title of the space if the
Library has been configured accordingly:

:-" Between us  Jhibrary/Between us # =] ﬂi 1-. %

i d . R . = 4 = LI

> Biodiversity  fLibrary/Bindiversity Click here ko edit the properties of this space,

How to modify the properties of contents

Y ou select a content item in the Library.

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

You select M odify Content Properties from the Actionslist.

¥Actions

& Madify
Content
Froperties

QUpdate

LI Make
Multilingual

Ernail me this
docurnent

Select " Modify Content Properties’

Y ou are taken to the page M odify Content Properties.
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Library = 2003 30 EC_2de [Working Copylpdf

.— Modify Content Properties
'%? Modify the content properties then click Ok,

2003_30_EC Fransfate

Directive Mb 30 of 2003

Transiate

[+ 2003 _30_EC_2de (iorking Copy).

| Adobe PDF Docurnent hd

| UTF-2 |

L] DRAFT w

Mane

Pick.

Mane

PUBLIC w

Mane

You can edit the default and specific properties

Y ou make the necessary changes and click OK. Note that the fields marked with an asterisk
are mandatory.

The action edit content properties may appear as an icon next to the title of the spaceif the
Library has been configured accordingly:

@2003_30_5::_2.1.9 ézéu.aa PLBLIC =] i) B4
|Mu:u:|iF~;.-' the content properties then click Og

Note: Keywords must first be defined by Interest Group Leaders before they can be selected
by using the 'Pick’ button.
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How to update contents

From the View detalls icon next to thetitle of the document you want to update, select the
action Update.

TActions

A/Modify Conternt
Froperties
“Checkout

T ke rvwnership
‘Q’.Update

If the library is configured for this action, click the Update icon (&) beside the name of the
content in its space page:

Ei_i Report of the ad-hoc Group on the Inpacts of Sonar on Cetaceans and ?;Jiznuaryr 2011 PUBLIC =i i@_‘ m 4
Fizh { &GI5C) :

|C|ick here to update this dacurment i
Launch "update" from the main page of the space...

Having launched the Update action (‘Q.), you access the Update form:

Library
Update document for “Iceland_MER_RLULIPG"
57 Thiz page allows you to update 3 docurment

Upload Content
1. Locate content to upload

| |[ Browse... |

2. Upload options
D Dizable the notification rechanizm For thiz upload,

3. Click upload

Upload a new version of content " bir ds agreement”
After you have selected the content to upload, you may opt to deactivate the notification

system for this upload.
Click Upload and the Update button will become active in the upper right hand corner.
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Click Update to validate the action. The content is updated with the document you have just
uploaded. The version history of the document is updated from x.n to x.n+1.

Check out and check in content and check in

Check out provides you with awor king copy where you make the changes you need while
the main document remains locked for all others. Once you have made your changes, you
check in which unlocks the content.

From the View details icon next to the title of the document you want to check out:

T Actions

AModify Content
Properties
_Fheckout

ke Crwnership

If the library is customised with this action, click the checkout icon (=) beside the name of
the content in its space's main page.

How to make a check out?
Y ou have selected "check out”; aworking copy, quite similar to the initial content, is created.
Library = Flying machines = wingshot {Working Copy).jpg

.| |Details of "wingshot (Working Copy).ipg'|
"= Wiew the details about the content.,

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

§T.I Indn Checkont
The properties of the working copy include specific actions
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A link to this working copy is added to the properties of the content being modified.

Library = Flving machines = wingshot, jpg
»—| Details of ‘wingshot.jpg' &l
= Wiew the details about the content,

¥Working Copy

Wiorking Copy: wingshot (Waorking Copy?. jpg

¥Properties

/ wingshot, jog
B IFEG Image

Theworking copy isaccessiblethere...

The checked-out content has been locked and will remain locked so long as you will keep

the working copy active.
Since you have created the working copy yourself, you can see the "locked by owner" icon

(=) in the title bar of its details page. For instance:
Details of 'wingshot.jpg’ ﬂj

The other IG members see the "locked" (is1) icon. So,

| Details of 'wingshot.jpg' 5 ‘

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

To view who has checked out a document, view the document properties for the Working
copy.

After modification, the content is ready to be checked in. Thiswill unlock it.

- What if I change my mind and want to keep my document unchanged?

- As long as you have not checked in the document, you may cancel the
"check out" action. This can be achieved by displaying the "View details"
page of the Working copy and choosing "Undo check out” (*a) in the
Action list. The working copy is deleted and the content unlocked.

How to check in?
To upload the modified document and unlock the content, you check in the working copy.
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From the View detalls icon next to thetitle of the working copy

VActions

& Modify Content

Properties

§'s:iLJnI:h:l Checkout

If the library is customised with this action, click the check in icon (*) beside the name of
the content in its space page:

Asaresult:

v

ANANENEN

The modifications made in the working copy (properties) are moved to the original
content.

Y ou can update thefile

The working copy is deleted.

The original content item is unlocked.

The version number of the content is upgraded from X.0 to X+1.0 unless the checkbox
minor change is selected to upgrade the number by 0.1.
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How to edit the library in bulk

ViaLibrary Bulk Operations at the top left corner of the space
Library = Under the snow

T % Under the snow
The Library is the space

@raw Bulk Gperatinna

¥ Spaces

Title +
> Birds songs

¥ Content

Title -

= Baltic sea.jpg

m_ﬂ birds_agreement_bis.pdf
- Fatagonia.jpg

What is this for?
It allows you to cut, copy or delete several spaces or contents at the same time.

Who may bulk-edit?

The profiles granted with any of the following access rights inside the Library:
- administer
- full edit (may delete own documents only)

How does it work?
Follow thelink Library Bulk Operations

Then tick the case in front of thetitles of the items you want to edit or delete. If you want to
move, copy or delete all the content of a space, tick select all.

Then you choose the operation you want to perform.
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In theillustration below, we want to copy, in a single operation, from the space Under the
snow, the sub-space Birds songs as well as two contents.
We select all these items and choose copy as the operation.

Library = Under the snow

Perform bulk operations for library

Bulk Operation: copy ~

¥ Spaces

[C] select All
Birds songs 3

¥ Content
[ select All
Baltic sea.jpg ez
[l tlirn:ls_agre:am:ant_his.[:ltﬂr'33'_i
Fatagonia.jpg ez

Choose from bulk operation the action to complete

Asaresult, theitems are displayed in the Clipboard.

¥ Clipboard

e

1 & paltic sea.jpg Il

L e Patagonia.jpg il
i
L1 W Birds songs Il [ ==
Paste All | Remove
All | Download All

e

&
=3

You can proceed asif it was a simple copy-paste

They can now be pasted to any place within the same Interest Group:
e separately by selecting the ‘paste’ action next to the item or
e together by clicking 'Paste All' from the bottom of the Clipboard
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Create spaces and add content

Add content to the Library

Who may add content to the Library?

Those who are granted any of the following rights over the Library may create Spaces and
upload files:

v" Manage own

v Full-edit

v' Administer

Where can | start the "Add content" action?

From the root of the Interest Group or from any service (Events, Newsgroups, etc.):

Main menu >Library

‘ F Add conkent

How can | add content?

Open the Add content dialog and choose the file to be uploaded from your system. Then set
your preferences for this upload:
- By default, CIRCABC will take the name of the file astitle of the document.
e |f thefile has been automatically indexed (Word or PDF document), CIRCABC reuses
this metadata.
e If you prefer to add atitle of your own, tick the case in front of "Modify all properties
when this page closes"
- By default, CIRCABC sends emails about this upload to all of the members entitled to
receive notifications.
e |f you do not want to notify this upload, tick the casein front of "Disable the
notification mechanism for this upload".
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Library = Biodiversity
Add Content
58 This dizlag helps vou to add cantert inta a space.

Upload Content

1. Locate content to upload

[y Documentsdac for uploadinghFizheries_boats. jpg

2. Upload options

3. Click upload
Uploaded files

Mame Motification Disabled Edit Properties Actions

eur_martitime_day JPG  brue troe I

How to add content

To add several files, repeat steps 1 and 2 until you have listed al the contents you want to
add. Then click Upload.

Before completing step 3, review the list of the files ready to be uploaded:
v' The mention "true" (or "false") reminds you which option you have set for each
upload. In theillustration above "true" means that you have asked
- to modify the properties of the document
- not to send any notifications
v" Thetrash bin icon under Actions next to the name of the to-be-uploaded files allows
you to cancel the upload
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If you selected "Modify all properties when this page closes’, you will be prompted to link the
properties to the first document uploaded after clicking on Upload. This gives you the
opportunity to add atitle of your own, for instance.

The notifications will be sent once you will have added or changed these document
properties.

@ eLr_rmaritime_day, JP3 added in Circabc

Library = Biodiversity

— . Modify Content Properties
Modify the contant properties then click Ok,

|Eurnpean rnaritirne day | Transtate

Poster representing the EMD

Transiate

L+] |eur_maritime_da1,r.JPG |

| JPEG Irnage v

| UTF-2 |

-33-



CIRCABC 3.6 User Guide v3
Version 3.6 of 05/01/2017

Create, copy and delete spacesin the Library

Where can | start the "Create space" action?

From the root of the Interest Group or from any service (Events, Newsgroups, etc.):

Main menu >Library

b Create space

How can | create a space?

You follow thelink titled Cr eate space and the following screen is displayed:

Library = Biodiversity

% [Creake Space
Enter information about the space then click "Create Space",

Space Properties

[+ fild Aora

@ Space
o (::) O Crossiar

O Share Space Link

Space oplions

YT oMe®

(shore the space: ) []

oDodoBoBoPogh

Define a standalone or a shared space

Y ou type the title (mandatory), an optional description and choose the type of space:
v Space: asimple container for a set of sub-spaces and content items (thisis afolder)

v' Dossier: a space whereyou can only storelinks

v Share Space Link: this space islinked to another space in a different Interest Group

within the same Category
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v If you want to allow access to other Interest Groups in the same category viatheir own
Library, to the space you are creating, tick Share the space.

Then click Create space. Asaresult, the new spaceislisted in the pane Space of the Library.

© % Librar
-,} ¥

- The Library is the space where contents are stored

¥ Spaces

Title a

W wild flora

3 yoLvER
W virtual Meeting

How can | create a sub-space in a space?

Y ou can include another space into this new space.

From the parent space page

Main menu >Library

b Create space

Open the space wherein you would like to add sub-spaces ("Wild flora" in the example above)
and click on Create space. The new space will be added to the pane "Spaces' of this parent
Space.

:Library = wild flora j
TN Wild flora

"'} The Library is the space where contents are stored

¥ Spaces

Title -+

-35-




CIRCABC 3.6 User Guide v3
Version 3.6 of 05/01/2017

How can | copy spaces or contents?

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

From the View details icon next to the title of the space/content to-be-copied:

VActions

‘2 Edit space
properties
lpelete
dhCut

If the library is configured for this action, click the copy icon (-.1) beside the title of the space
or content.

When you click Copy, this message is shown:
An item has been added to the clipboard. This contains 1 item(s), now. You can paste them as
content or link.

All the spaces and or content you copied are shown in the Clipboar d on left-hand.

Y ou browse to the place where you want to paste and click on a Clipboard icon of your
choice:

Paste ([2)): the document is pasted along with its properties to the new location. If thisisa
space, it is pasted with its properties, its sub-spaces and contents.

Paste as link (E2): alink to the copied document/space is set (the document is not physically
pasted)

Link Paste all: the whole content of the clipboard is pasted to the location you have browsed
to.

Link Remove all: to clear the clipboard

Link Download all: to bulk-download the documents and spaces that you have copied.

Note: The 'Download al' function has a set limit (capacity used and remaining display at the

bottom of the Clipboard). To be able to download larger files, you will need to use the 'ssmple
download for individual files.
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IS ™ |Librar~.r = Wild ﬂu:ura|
' 1-3 Library
L= The Library is the space where contents are stored, ma
b Add content
» Create space :
y Add URL l'ﬁlame - Title
b Bulk Upload S Endangered species
B rermbers 4
b Mewwsgroups
B Administration
¥Contgnt
¥oearch
| | [GD] Mame Title
= ; 25_08_08_star.j
VClpboard = ES_TB_DB_star. ing _Ue_Us_star. Jpg
1D Mountaing Il B 2
Paste all | Remove
Al | Dowenload Al

We copy to " Wild flora" the subspace" Mountains' of space" Endangered species'

In selecting a space, you copy the container, the subspaces and all of the
content:
Copy only keeps the current version of the document
Cut moves the document and its history

Delete contents or spaces

From the View detailsicon next to thetitle of the space or content

FActions

&/Edit space

ficecs

If the library is configured for this action, click the delete icon (lil) beside the title of the
Space or content.
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Update via auto-upload
Y ou can schedul e automatic updates of your documents from an FTP server.

Who may auto-upload contents?
If you may upload to the Library, you may auto-upload a set of documents. The following
roles may schedul e automatic updates:
v' Administer
v Full edit
v' Manage own

Configure the auto-upload

Y ou will
v Enable the auto-upload
v Configure the automatic update

From the View detailsicon next to thetitle of the document you want to update:

¥ Actions

& Modify Content
Properties

W Start Discussion

As apre-requisite you need to have your own FTP server configured.

Auto-upload example:

We want to update our series "My cat isa reporter”, every day with a new sequence. The first
sequenceis a .doc document reading 1.0 as version label.

We launch the action Configure auto-upload from the action list of the document-properties
page.
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Wefill in the form with all of the parameters required and allow the auto-upload by ticking
enabl e auto-upload.

Library > Public at large > Chat reporter jeudis juillet 2012.doc
:=} Configure auto-upload
= Configure auto-upload for the current document

Status:

Auto-upload is currently enabled for this document.

Status:
Select to enable / unselect to disable

Configure auto-upload:
FTP host: 134.176.85.44

FTP port: 13

Path to file: JCHAT REPORTER.doc

Login: newspapl

Password: esesssssss

File should be uploaded: Day: Everyday =~ at Hour: 5 -

Auto extract: ] Auto extract archive in case of ZIP file
Job notifications: Select to enable / unselect to disable
Email recipients DIGIT-CIRCABC-
SUPPORT@ec.europa.eu

The document will be automatically updated every morning at 5:00
When the automatic update is complete an e-mail will be sent to the defined recipients.

If you have to import a zip archive, as a periodic update, you can choose to automatically
extract the zipped files after upload.

Suspend or cancel the auto-upload

I want to stop the repeated update of my document...
I have made a mistake in choosing the file for update...

- You can deactivate the auto-upload.

Status:
Auto-upload is currently disabled for this document.

Status:
[C] select to enable / unselect to disable
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To definitively cancel the auto-upload, you will contact aleader of your interest-group or any
administrator of the Library.

Results of the auto-upload

Theinitia fileisreplaced by the updated file
The version number is upgraded

Library > Public at large > Chat reporter jeudis juillet 2012.doc

+—| Details of 'Chat reporter jeudi5 juillet 2012.doc’
“=! view the details about the content.

¥ Properties

EE; My cat is a reporter

Chat reporter jeudis juillet 2012.doc
Microsoft Word
UTF-8
TAYOT Claudine (DIGIT-EXT)
788 KB
C 1)
CIRCABC SUPPORT
7 August 2012 11:31
[__ System j
0 August 2012 12:00
CIRCABC SUPPORT
DRAFT

(]

The owner remainsthe same

Optionally, anotification is sent to inform you that the auto-upload is completed.

] no-reply@drcabceuropa.ey CIRCABC - upload document: Chat reporter jeudi5 juillet 2012.doc

.~ no-reply@circabceuropa.eu Successful auto-upload notification
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Manage multilingual editions

In CIRCABC you can work in your preferred language and create multilingual documents
from the "source" content (also called pivot translation) and its tranglations.

Which languages for CIRCABC?

The User Interface

The User Interface is translated into the official languages of the European Union.

These are ordered alphabetically and coded according to the ISO "codes for the representation
of names of languages'--Part 1. Alpha 2 codes (1SO 639-1, alpha-2.

The content items
Y our documents can be created in the languages represented by the | SO codes 639-1, a pha-2
code.
The languages are sorted a phabetically, in the following order:
v’ theofficia languages of the European Union
v’ the official languages of the candidate countries
v dl the other languages listed under 1SO 639-1, alpha-2

How can | set my language preferences?
Y ou can set your own linguistic profile by specifying:
v' thelanguage in which you would like to read the menus
v' the language in which you would like to read the contents

From anywherein the | nterest Group

Administration > My account

User Options

Content Language Filter: | All Languages g

Language English (en) h

Selecting the language of the user interface

v" Whether or not |ogged-in, you can change the language of the user interface from the
language list in the upper right corner of the page.

|Search | Contact | Legal notice |[English (en) -|
Change the language of the user interface, temporarily
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v If logged-in, you may change the language of the user interface viathe
Administration console > My account menu:

Main Menu

Administration Console

@ Browse calegories Use this view to perform system

@ Logout (crcabcsup)

Administer the User 'circabcsup”:
1
| @ Administration I 2
'4] My Account

& View Memberships
Update your language profile

Then choose Edit your CIRCABC account

User Options

Italian -

English (en) -

Saveyour preferred user-interface language

Selecting a language for the display of contents

Edit your CIRCABC account also allows you to read the contents in your favourite language.
For that, you will set a Content Language Filter. Note that you have to be logged in to
perform this action. If the document is not available in the selected language, the pivot
language version will be displayed.

Y ou can choose a Content Language Filter viathe menu Administration, option My account,
then Edit your CIRCABC account.

User Options

Ttalian -

English (en) -
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I have to check all the translations of a document. How can I achieve
that?

- "All languages’ is the option you need:

Conkent Language Filker: | Al Languages w |

In so doing you see all of the language versions of the content.

Dealing with multilingual documents

By-default, the documents are not multilingual. The multilingual feature acts as alink
between different transations of the same document.

By becoming multilingual, the content item is converted to a sort of container hosting several
documents, their own properties and their relationship.

In a multilingual document, you can see
- a pivot translation (the source or original document)
- all of the translations relating to this pivot translation (the related
translations)

Making multilingual

Who can make a document multilingual?
Multilingual versions can be created by those who are granted any of the following rights
over the Library:
v' Manage own
v Full-edit
v' Administer

How to make a document multilingual?
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From the VView detailsicon next to the title of the content

FActions

&/Edit space

rironortice

(_ Make Mu Itiliﬂuuaﬂ

If the library is configured with this action, click the M ake multilingual icon (1) beside the
title of the content item.

“Make multilingual” can also be launched from the M ultilingual Content Info panein the
document properties.

¥ rMulkilingual Content Info
This document has no mulkilinguism aspect,

(_ Make Multilingua-l]

Make multilingual viathe" Multilingual content info" pane

Having followed the link Make multilingual, you are requested to describe the multilingual
document. The author and language are those of the pivot trandlation.

Note: the pivot trandation is the source document, that isto say the original on which the
other tranglations are based.

Makee Multilingual

Trarsborm this dooument as & multiingual document.

Commirmion Multilingual Content Properties

@ Authar: DiGeny-PE

@ Language: | <Selact a language> b
Dther Options

._I Add translation whan this dialo] dosas

wWith confent

‘without conbent (just trarslation information)

You must mention an author and a language, then press OK
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When complete, the Multilingual Content Info pane shows information relating to the source
document. Thisinformation will be shared by all the future trandations.

Multilingual Content Info

Properties

DG By - PE
1.0

fes

Ttalian
PUBLIC

Properties of the multilingual document

The version label applies to the whole multilingual document.

A second area appears in the Multilingual Content Info pane. Thisisareferencelist of al the
trandations you have added to your multilingual document.

vRelated Translations

[

MName - Language = Actions

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

At thisstage, the list contains only oneitem

New actions become available on the View detalls page. These are:
v" Add atrandation
v' Manage multilingual content

¥ Actions

& Modify Content Properties
Eannlnad

Iilﬂlternative download
Eﬂlternative brovise

L™ Checkout

#BTake Cwnership
QUpdate

-anpy

_wadd a translation

_%Add a translation without content
“=IManage Multiling
“ZEmail me this document
ﬁM}r Motification Status
SHistory

‘& Configure auto-upload
¥ Start Discussion
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Other actions substitute M ake multilingual

Adding trandations

From the View detailsicon next to the title of any trandlation
Action Add atrandation
or
Manage multilingual content > Add a translation

¥Actions

& Modify Content
Properties
MDownioad

- L

L %idd & translation
@add 3 translation
without conbent
anage rultilingual
Funtent

-

If the library is configured with this action, click the Add translation icon (_%) beside the
title of the content item.

Add translation is also available from the Make multilingual dialog:

Make Multilingual
Transform this document as a multilingual document,

Common Multilingual Properties

@ Author: |Ler'|E|tre |

@ Language: | French h |

Other options

( Add translation when this dialog closes. ]

Add translations while making multilingual
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How to 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.

Launching Add translation displaysthis page:

Upload Content

1. Locate content to upload

Ch\Documents and Settingshtayotcl\Desktop\Slavenie-Lipica horses. jog

2. 5elect a language

Slovenian v

3. Upload options

Disable the notification mechanism for this upload.

4, Click upload

Uploaded files

Mame Notification Disabled Language Actions

Bouturage de I'hortensia.pdf frue Bs il
Repeat steps 1-4 as many times as needed

Repeat steps 1 to 4 until all of the trand ations have been added, then click OK on the upper
right hand side.
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After upload, the trandations will appear in the Related Translations section of
Multilingual Content Info.

¥ Multilingual Content Info

Fisheries_boats. jpg
Baboo

1.0

French

FUBLIC

[¥Related Translations )

Mame = Language = Actions

LI Bouturage de 'hortensia.pdf ES Details of content
LI Fisheries_boats.jpg FR Details of content
LI Slovénie-Lipica horses. jpg = Details of content

In the Properties and M ultilingual Content I nfo areas, each trandation:,
v includesits own properties
v’ shares properties with the other trandations; these shared characteristics are grouped
within Multilingual Content Info.

Displaying the properties of a translation

From the View detailsicon next to the title of any trandlation
or
via
View details > detail s page: section multilingual content info > related translations pane >
details of content

The details page shows the following areas:

Properties

Notification information

Multilingual content info (including Related translations)
Version History

Actions

SNENENENEN

Note that the version history only refers to the currently displayed translation. The version
label of the whole multilingual edition is shown in Multilingual content info.
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Multilingual content info includes:
- properties shared by all the translations
- the list of all the related translations

Properties
Flume
1.0
Yes
Italian
PLEBLIC
¥Related Translations|
Name + Language m Actions
| hirds_agreerment.pdf T Details of content
|| pirdsFR2, 1,pof FR Details of content
Page 1of 1 1

The properties are common to the whole group of trandations

Displaying trandations

How to display translations
Y ou can reach the full text of each trandation starting from various locations:

From the "Content items" area of the parent-space page
Proceed as for any other content.

From the "Details" page

Viathefile format icon or by following one of the links "download" or " alter native
download" (the latter ishighly recommended if you are using any version of Internet
explorer prior to I1E9)

YPmoperies
=4 BirdsFR2.1 pdf
L Adobe POF Document

LTF-8

Accordo fra BirdLife International
& FACE sulla direttiva
TH40HCEE @

Download translation through the " file format" icon

Y ou can aso download via the language code or file namein Related translations.
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VHelated Translabons
Name - Language = Actions
L |[eirdeFra.1 pdf| [F] Details of contant
Page 1of 1 1

Download translation from " related trandations"

Through "Manage multilingual content”

Select Manage multilingual content from the Actionslist of any trandation of the original
document.

¥Actions

&' Modify Content
Properties
Dorwnload

E
anage Multilingual
Content

Download through the link of your choice:
v' Filename
v Language code
v "View" action

¥ Translations
NAMme - Lanquage @ Actions
|'|-'l- =

Displaying atrandation through " Manage multilingual content"

Displaying translations in your favourite language

If you have not set any language preference, each tranglation is displayed with its own
language code.

¥ Content

Name - Title Size Modified Actions

Z c_16820070720bg00340037 o EI6] C_16520070720bg00340037 . pof éé&l? igg;mber 2007 g E
Z c_18820070720hu00340037. pof [T _16520070720hu00340037 . pdf 95.15 KB ig r:l)én:her 2007 SergER
Z enzymes_ESC opinian. pdf 3] c_16820070720en00340037 . pf 79.48 KB ég:?:h:ber 2007 ki EE

Displaying trandationsthrough filter " all languages"
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Now, let usimagine that you prefer reading the multilingual document in Hungarian. You
select "Hungarian" from the Content Language Filterslist (accessible through menu
"Administration” > "My account"). Once done, you display the multilingual document again:

¥ Content

Mame Title Size  Modified Actions

v £ _16820070720h000340037  pof C_16820070720hu00340037 . pdf 95,15 10 October 2007 :_f”_ﬁ{l-;]E]
KB 10:10

Hungarian isthe Content language filter

Only the Hungarian trand ation appears. No language code is added.

How to view the other related translations
- You can access them from either Related translations (content details
> Multilingual content info) or translations (via Manage multilingual
content)

Modifying a translation
Text and properties can be modified for multilingual documents.

Who can modify a translation?
Those with rights to modify a document can modify translations (refer to \WWhom isthe
Library intended for on page 15).

Modifying the properties of a translation

From the View detailsicon next to the translation to be edited
Action Modify Content Properties

VActions

i M |||":|'
Lorant
Froparties
AT heckout

If the library is customised with this action, click the M odify Content Propertiesicon (%)
beside the title of the trandlation.

Most data can be changed as for any non-multilingual documents.
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Automatic changes

Related translations

The list of related trandlations is automatically updated whenever you
v add or remove atransglation
v’ change the name of atrandation
v' replace the language assigned to atrandation

For example, we change the properties of the document ¢_16820070720hu00340037.pdf and
replace Hungarian with Finnish. The list of related translations will 1ook like the figures
below:

Name -+ Language =
L c_18820070720bg00340037 . pdf B

Ll c_16820070720hu00340037 . pdf
Related trandations befor e changing language in the translation properties

MName - Language @
|| c_16820070720bg00340037 pdf Bis
L| c_16820070720hu00340037 . pdf @

Related trandations after changing language in the trandation properties

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

Checking out a translation

This action is similar to checking out any content that is not multilingual. See " Check out
content and check in" on page 25.

Y ou have just loaded a new version of atranslation? Take alook at the version number in
Version label (seethe trandation properties). This has been incremented.

Now check the version number of the whole group of trandlations (in multilingual content
info). Thisis not changed.

Thiswill be incremented only if you create anew edition (shot of agroup of translations at a
time).
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Deleting a translation

From the View detailsicon next to thetitle of the trandlation

¥Actions

&Edit space

ficecs

If the library is customised with this action, click the delete icon (lTi'I) beside the title of the
trandation.

Note that you cannot delete the pivot trandlation aslong as there are related trandations.

Conversely, deleting all of the related transl ations enables you to clear the pivot trandation
(the Delete icon (Ill) becomes available from the Details page of the pivot translation).

Managing the multilingual content

From the View detailsicon next to the title of any trandation

¥Actions

&' Modify Content
Properties
Mpownioad

7

anage rAultilingual
Content

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

The "Multilingual content” area deals with the concept of edition. An
edition could be defined as the representation of a group of translations at
a given time. This means that any action performed over the
multilingual content affects the whole group of translations.

Having selected M anage multilingual content, you access a page showing:
v The properties of the multilingual content
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v' Thelist of the translations of the original content

v' The edition history (history of the successive versions of the multilingual document)

v Anaction list

_% Manage Multilingual Content for 'Bicfuels in transport.doc'
Use this page to manage manage multilingual content.

¥ Properties
European Commission
1.0
Yes
Irish
PUBLIC
Top of the page =
¥ Translations
Name + Language @ Actions
LI iofuels in transport.doc e} Wi
|| 1P-01-1542_IT.doc T Wigw
L 1P-01-1543_5W.doc Sv Wiew
Top of the page =
¥Edition History
Edition = Motes  Author Date Actions
1.0 astrolead@circa 23 October 2007 =)

Close

VhActions

& Change Detail
duut

--;.Cupy
lDelate

Likiddd a
translation
Splew edition

M anage multilingual content

Y ou can perform the actions listed below:

Follow

¥Actions

& Change Details
Ut

1'.C|:|p3.r

@Take Crniership
Mpel=te

_#add a translation

_dadd 3 translation
weithiout content

ey edition

Modifying the properties of the multilingual content

View details > Manage multilingual content > Action Change Details

The following properties can be modified:

ANANENENEN

name

author

pivot trans ation
security ranking
expiration date

In the example below, we change the language of the " pivot translation”.
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The language of each related translation is listed beside Pivot Translation. We select a
language and click on OK to confirm the choice.

Library = Biodiversity = Fisheries_boats. jog
=), Modify Multilingual Content Properties
= Modify the multilingual content then click Ok,

|Fisheries_hn:uats. jpg |

|Eabuu |

[+] French v

Spanish
Slovenian

French
[E—

How to changethe original language

Creating a new edition of the multilingual document

From the View detailsicon next to the title of any trandation

Manage multilingual content > New edition
¥ Actions

(o)

Allpavw edition

The new edition of a multilingual document is anew group of translations of a same
document. Therefore it remains a multilingual document.

Reminder...
An edition is arepresentation of agroup of trandations at a given time.

How to do it?

Any of the translations grouped in the current edition may substitute the current pivot
trandation as the source document of the new edition. All of the other trandations are
excluded from the new edition. They are archived in the Edition history.
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The"new edition" dialog islaunched:

Ay New Edition Dialog
This dialog helps you to create a new edition of a multilingual docurment,

Edition options
inish
new set for countries having just joined our o

international festival b

Choose the content item you wish to create the new edition from

Slovenie-Lipica horses.jpg %

Bouturage de 'hortensia,pdf
Slovenie-Lipica

Fisheries_boats. jpg

Building a new edition from edition 1.0 of a multilingual document

Y ou are requested for providing the pivot translation of your new edition from the trandations
existing in Editionl1.0.

If you check minor change, the version will be incremented from n.x to n.x+1 (from 1.0 to
1.1, for instance). Otherwise it will change from nto n+1 (from 1.0 to 2.0).

Press Finish, and the new edition is saved.
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View of the resulting multilingual details:

This page allows you o manage multilingual content,

¥ Properties
Fishery
Slovenie-Lipica horses. jpg
2.0

(_ Slovenian ]

PLIBLIC

¥ Translations

¥ Edition History

Edition @ MNotes

»—| Manage Multilingual Content for 'Slovénie-Lipica horses.jpg'

Name - Language m

LI Slovénie-Lipica horses. jpg SL

2.0 additional ranslations
1.1 new set for countries having just joined our international festival

]

1.0

Two new editions; one of them brings minor changes

v" The new edition is ready to receive translations based on the current pivot trandation
v' The "Edition history" has been incremented. It contains information on each edition

v" The multilingual properties are those of the pivot translation

The Edition 1.0 group of documents are not lost; you can access them

through the Edition History. Click the relevant "View details icon in the

Actions column.
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Copy or cut multilingual content

From the View detailsicon next to the title of any trandation

Manage multilingual content > Copy

¥ Actions

dhcut

LIcopy

The whole group of trandlations is copied at atime. In case of a multi-edition, however:
v copy keeps only the current edition
v cut moves the full document (content, properties and every version).

The Clipboard shows the pivot translation only:

¥ Clipboard N
"] BB Slovénie-Lipica horses. jpg il
= ;

FPaste All | Remove All | Download Al

Once you have browsed to the target-space, press on the paste icon (fJ).
The multilingual document is pasted along with all of its translations.
The resulting copy has the same pivot trandlation as the source document.

If you use copy/paste:
The Edition history starts from 1.0 again

If you use cut/paste:
The Edition history lists all the versions that existed before cutting.
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Delete multilingual content

From the View detailsicon next to the title of any trandation

Manage multilingual content > Delete

¥ Actions

(..)

ﬁmDeIete

Deleting multilingual content deletes
v" thewhole group of translations
v every edition
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Establish links

Create and manage links to contents

Making links
It isimportant to keep in mind that the links must point to documents inside your Interest
Group.

From the View detallsicon next to thetitle of the space to be copied:

Copy > (from clipboard) > icon paste as link
¥ Clipboard
L e
2006_01_17 naiades_cormmunic:
il &[]

FPaste All | Remove All

A link is built and pasted in the chosen location. Itistitled link to (...) and is symbolised
with theicon " =",

¥ Content

Name - Tithe Size
B Link o Link o 0 kB
2006_01_17_nalades_cormmunication_itpdfurl 2006_01_17_naiades_communication_it.pdf

A new link isavailable from thelibrary

Linking to a translation of multilingual documents is possible.
- Note that these links will be lost when a new edition of the related
multilingual document is created.

Viewing and editing the properties of alink

Links have alimited set of properties and actions. Among other specific properties, we can
seeinlink destination the location of the content linked to.

The properties and actions can be viewed on the link's view-details page (":=" icon).
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Liorary > Links > Link to 2006_01_17_naisdes_communication_itpdfur|
.| Details of 'Link to 2006_01_17_naiades_communication_it.pdf.url’
=1 View the detalls about the content.

¥ Properties

2 Link to 2006_01_17_nalades_communication_it.pdf.ur|
T Link to 2006_01_17_naiades_communicstion_itpdf gy
Link t© 2006_01_17_nalades_communication_itpdf g
fLibrary/Security ranking,/2006_01_17 _naiades_communication_itpdf
Astroguthor@circa
16 July 2008 10:58
Astrosuthor@circa
16 July 2008 10:58

Link propertiesdisplayed on the" view details' page
The actions that can be performed over alink depend on the role defined in the library.

Downloading through links
To download the linked document, click on the name or title of the link.

Editing links
Y ou can move, copy/paste or delete links. Actions like making multilingual or versioning are
irrelevant.

Linking to an external website can be done using Add URL from the
Library menu.

¢ Add content

» Create space
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Download or upload documents in bulk

Bulk-download documents from the Library

Who may bulk-download?
Access isthe minimum right required to be able to bulk download.

What can be bulk-downloaded?
The following can be bulk-downl oaded:
v’ spaces created in the Library
v non multilingual documents
v trandations
v links

What you may not bulk-download:
- the whole Library
- forums, not even single posts
- content with a security ranking set to "internal” or "limited"

How to bulk-download?
v Select and copy documents and/or spaces from any part of the library

v" Gotothe clipboard (in the left hand menu) where the items are temporarily stored. At
the bottom, you find the link Download all

v" Click Download all to create a zip archive, titled Download.zip.

]\ another space il (£ &
L am dictionary DL ald
language.himl =)=
, ¥ e e
S B Iceland _EM. jpg =)=
. ¥ o i
S B Iceland_ES. jpg 1] I_ﬂl =]
) & Icaland_RU.JPG Tl (2
g %eﬁ Link to Patagonia, jpg.ur
il &
L] b
lihet_PIateau_NurdWest. jal] il
=]

FPaste all | Remave
all | Download All
We bulk-download a space, a URL, trandlations,
alink and a single document
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Note: The 'Download all' function has a set limit (capacity used and remaining display at the
bottom of the Clipboard). To be able to download larger files, you will need to use the 'ssmple’

download for individual files.

Thefile"Download.zip" contains:

v' Anindex file (text file containing the properties of each downloaded document).

v" Every downloaded document

Marne

El
lﬂ-ﬂintrnduce charte-reg-minar, doc
IﬂTn‘jTiI:uEI:_F'I.Eulze.zuu_r'-.lu:uru:I'u'-.-'esI:.j|:n;|
IﬂTa"JShink,ansen_SSIIIIZI.j|:n;|
IaTﬁlﬂF'.E'|I:.5h|;|-:||'|ia.j|:u;|
B 1eeland_RU. IR
IﬂTﬁﬂIn:EIEhnu:I_ES.j|:u;|
@'_).IIEEhnd_EN.]'pg

& | dictionary of old language. htrnl

Tvpe

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

" Download.zip" containstheindex file plus downloaded contents

Mame Type TModified Size | Ratio  Packed Path
24022009 14:22 1371 56% 597
lﬂ__l'lintroduce charte-reg-minor .doc Microsoft W...  Z4/02f2009 14:22 33792 82% 5.918 LibraryiClo samplesianother spa.. |
@'_1Tibet_PIateau_NordWest.jpg JPEG Image 24/02/2009 14:22 41,972 0% 41,974 LibraryiCla samples!,
@Shinkansen_SSDD.jpg JPEG Image 24f02f2009 14:22 19,761 S 18.720  LibraryyClo samples)another spa. |
@Patagonia.jpg JPEG Image 24/02/2009 14:22 164,794 16%  139.244  Library),
@Iceland_RU.JPG JPEG Image 24f02f2009 14:22 33,706 1% 33373  Libran\Clo samples),
@Iceland_ES.jpg JPEG Image 240212009 14:22 32,709 1% 32,387  LibrariCla samples,
@'_]Iceland_EN.jpg JPEG Image 240202009 14:22 32,405 1% 32,479 LibrariClo samples!,

& | dictionary of old language . htrml HTML Docurn...  24/02f2009 14:22 257 4% 196  LibraryiClo samples

Each document of a space bulk-downloaded islisted separately

We have bulk-downloaded a link set to document "Patagonia”. The file "Download.z p"
presents the linked-to document (see figure above, document named " Patagonia.jpg").

What happens if there is a confidential document among the items to
be bulk-downloaded?
The confidential document is ignored while the other items are

downloaded.
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Import to the Library

How can I upload a number of documents in one batch?
- You can import them. The import function is a delayed bulk-upload.

The options "Import" and "Bulk-upload” have been merged together. Simply use the
command "Import" to bulk-upload documents (with or without adding document metadata).

Who may import contents or spaces with content?
Users granted any of the roles below may import content:
v' Administer
v Full edit
v' Manage own

The import is limited to 20 MB

How can | import contents or spaces with content without adding specific
document metadata?

From the Library or from the space where you want to import:

1orary

» Add content
» Create space
» Add URL

» Bulk Upload

Use "Import” to bulk-upload contents or spaces with content.

Y ou prepare a zip archive containing the folders and/or documents you intend to upload
together.
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The archive in illustration consists of a folder with a subfolder and contents. The subfolder
includes a document.

Mame Size

. Planes 20672
B MeinHaus.doc 38912
T My Car.pdf 173 500
T MaVoiture.pdf 173 500
L MiCoche.pdf 173 500
T MeinAuto.pdf 173 500

We import this archive to the space titled " Claudine”.
We open space Claudine and then click on "I mport” ("main menu" at left-hand)
We are requested for providing afile, first. Then, we run the upload:

Sep 1. we upload the zip archive.

Library
' ) Import
" This dialog helps you to import zip file into a space.

First locate file to be imported than upload file and finally click on Import buttin to shedule importing
1. Locate zip file to upload

E\UploadTrainingML zip

2. Upload file to be imported

We must use zip archives

Sep 2: we run the import

@ The file 'UploadTrainingML.zip' was successfully uploaded.Click import to start importing process.

Library
7. % Import
:}) This dialog helps you to import zip file into a space.

First locate file to be imported than upload file and finally click on Import buttin to shedule importing

Browse_

1. Locate zip file to upload

2. Upload file to be imported

Notify user when import finished
Delete imported file

Disable the notification mechanism for this upload.

—

Click to" Import
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We set the option preferences:

v" Wereceive an email informing that the import has been completed. To disable such
notification, we uncheck the box " Notify user when the import finished" .

v" CIRCABC's default behaviour consistsin deleting the original archive once the
folders and documents have been extracted to the target space. |f you want to keep the
original archive beside the extracted files, uncheck the box "Deleteimported file"

v Notifications are sent, by default. If we do not want to notify users about this upload,
we uncheck the box " Disable the notification mechanism for this upload”

Note: Thejobisnot finished - it has just started! The task of extracting files from the archive

will be performed in the background. You can continue working in CIRCABC or even log
out.

Library > Claudine > Personal

' ) Personal
The Library is the space where contents are stored, managed ar]

Library Bulk Operations

¥ Spaces

Title - Modified Date @

2 August 2012 11:14

¥ Content

Title Size m Modified Date @

ZH Mavoiture. pdf 169.43 KB 2 August 2012 11:14
2H MeinAuto. pdf 169.43 KB 2 August 2012 11:14
[ \einHaus. doc 38 KB 2 August 2012 11:14
&5 MiCoche.pdf 169.43 KB 2 August 2012 11:14
&5 MyCar.pdf 169.43 KB 2 August 2012 11:14

Later, all thedocumentsand their structure areready for reading

I am waiting and waiting... The files are not extracted from the archive.
What's happened?

- There is an error somewhere (in the index file if you provided one) or
some file names are not handled well (characters not recognised, for
instance - é, €, ¢...) or the file or space already exists. Correct and try
again.
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How can | import contents or spaces with content and add specific document-
metadata?

Go to the space where you want to add content. Click "Import" and provide a zip archive with
an index file. CIRCABC will analyse the content of your archive:

v if you have omitted the index file, asimple "import" is completed. The zip archiveis
loaded and the files are extracted automatically. If need be, CIRCABC creates new
spaces (after the structure of your archive).

v" if the archive contains an index file in text-tab-delimited format, CIRCABC reads it
and adds the document metadata where requested.

Can I manage my multilingual documents through the import?
- Making an index file allows you to add translations to an existing
multilingual edition. It also helps loading a full multilingual document
comprising an original version and several translations

You define the index file

Y ou define the index file which contains the properties specific for each of the documentsto
be imported. You put it a the root of the archive.

Thisisatab-delimited text file. You can make it using a spreadsheet (Excel, etc.). You can
aswell re-use the index file provided by some previous bulk-download. It must be called
index.txt.

Thisindex looks like atable:
v columns list the names of the properties of the documents to be uploaded
v" rows contain the values of these properties.

NAME AUTHOR | STATUS | SECRANK | KEYWORDS
[Travel§/Byboat/Rivers.pdf Fisher DRAFT | PUBLIC | (en) tourism;
(en) inland
sailing
[Travels/Byboat/L akes.pdf Tartarella | FINAL | PUBLIC
/TravelByplane/Enjoyyourflight.doc | Arrow DRAFT | PUBLIC | (en) Europe
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As building the index, you only key the properties you need. Y ou can choose among the
properties listed below:

Properties common to every documents

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

TITLE Title of the document to be uploaded

DESCRIPTION Description of the document

AUTHOR Author of the document

KEYWORDS Keywords describing the document

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

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

ISSUE DATE The date when the document has been published

REFERENCE Reference: code allocated to the document to classify it

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

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

ATTRI20 cannot create more than 20 dynamic properties).
They are numbered in the order of their display in the document-
details page.

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

Note:

The property "NAME" containsthe name of thefile and its path asdefined in the
archive. The path is relative to the Library. The folders quoted in the path are recognised as
spaces of the Library. If they do not yet exist in the Library, CIRCABC creates them.

|,"'|T ravels /Byboat/Rivers.pdf

MName of the file

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

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

The property " Name" of theindex file
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Properties specific for multilingual documents

TRANSLATOR | Name of the author of the translation

LANG Language of the trandation ("en”, "it", "It", etc.)

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

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

NOCONTENT | Document without full text. Contains the tranglation of the properties of the
"source document”. ltsvalueis"Y" or blank. "Y" meansthat this
trandation has no full text. No file is to be uploaded.

Examples of index files

1. - We import a document not multilingual

j_.]-[.lplnadTrainingML.zi@—l

Files/Folders in Zip file; 4

PersonalfPlanes,
PersonaliPlanesjairplane_vorkex, jpg
Personal

Thestructure of thearchive mirrorsthe structur e of the fileson the user'slocal system

We attribute a set of document properties to the file through an index file

[MANE LANG AUTHOR TRANSLATSTATUS EXPIRDATE |SECRANKORILANG NOCONTE
Persu:unaIfF'IaneszirpIane_\rnrte}{.jpgj Siman FIMAL PLUBLIC
Import

document 'Airplane_vortex' sub-space 'Planes’ of space 'Personal’

We add document properties
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Thisresultsin:

lﬂ.il:urar*;.f > Personal = F‘Ianes}l

% Planes
,‘-} The Library is the space

¥Spaces

Mame -
Mo ikern bo display

Content

Mame =

L]
T pirplane_vorkex,jpg

Space " plane" hasbeen created by CIRCABC

2. - We import a multilingual edition

This document consists of a source document translated into 2 languages:

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

- two trangdlations relating to this " pivot-translation” with full text.

M winZip - UploadML.zip

File Actions View Jobs Options Help
- ._! | -! . B I. . B I. , s i-“ [ T i r'_-'l‘;':ﬁ
] e Ty (Y fad > & .
Q) N % e e [ & g & &2
Mew Qpen Faworites Add Extract Encrypk Wigw CheckZut ‘Wizard Wien Shyle
Mame Type Modified Size | Ratio Packed Path
EMvCar.de Adobe Acro,..  30/10/2007 14:21 17:3.500 7% 161,154 Personall
EMeinF\uto.de Adobe Acro,..  30/10/2007 14:21 17:3.500 7%  161.154 Personall
T Mavoiture, pdf Adobe Acro,,. 3001072007 14:21 173,500 7% 161,154  Personall
[Z] index. bxt Text Document 21§09/2009 11:54 43 45% 247

The path to the documentswill bereproduced by CIRCABC

We set the index:

v The document properties that are common to all of the translations only appear as
properties of the pivot-trandlation.

v We set thefield "ORILANG" at yes ("Y") on the line describing the file
"Personal/MyCar .pdf". This document will thus be interpreted as the pivot-
translation.

v" Weinsert the full name (name + path to the Library) of the pivot-trandlation in the
field "RELTRANS' on the line beside each related translation.
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v" We add one line per trandation related to the pivot-translation. And for each, we only
insert its own multilingual information, that isto say:
» itslanguage
» the name of its trand ator
» the name (file name + path) of the source document it is related to.

MNAME LANG AUTHOR | TRANSLASTATUS EXPIRDATE SECRANKORILANG (NOCONTERELTRAMS

fPersonal/MyCar. pdf en |Smith DRAFT 25/09/2010 PUBLIC &
PersonaliMatoiture. pdf fr Aglag fPersonal/My Car. pdf
{Persanal/heinfuto. pdf de Ludwig fPersonal/My Car. pdf

Import multilingual edition: a source document ('My Car’)
+ 2 translations ('MaVoiture' & MeinAuto')
We add thelinguistic properties

The result of such import is:

¥Multilingual Content Info

Smith

1.0

e

English

PLUBLIC

25 September 2010

FRelated Translations

Mame - Language @
L Mavaiture.pdf FR

Ll Meinauto.pdf DE

L myCar pdf ER

CIRCABC hasdispatched the properties among the documents

3. - We add translations to an existing multilingual document

The source document exists in CIRCABC. It has been made multilingual. It istitled
"MyHouse.doc" and is stored in the space "Personal” of the Library.
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We import:
v' atrandation with full text: "MeinHaus.doc";
v atrandation only consisting of properties (no full text). Its name must be made of the
name of the source document plus its own language code : "MyHouse el.doc"

L] WinZip - UploadPersMoTx.zip

File  Actions  Wiew Jobs  Qplions  Help

[

DR 8 e @ 8

Tt O|I:|en Favorites Add Extract Encrypt Wigw Checkout wizard Wien Shyle
Type Modified Size | Ratio Packed = Path
Microsoft W,..  13§01/2009 10:59 33912 7o 9,768  Personall
E‘] indes. bxk Text Document  21/09/2003 9:00 204 34% 135

We haveto providean index file

The index file allows us to set these properties:
v Wewritetheletter Y inthefield "NOCONTENT" of the description line for the
document " Personal/MyHouse_el.doc"
v" Weinsert the full name of the pivot-trandation in the field "RELTRANS' beside each

trandation
M AME LANG AUTHOR TRAMSLA STATUS  EXPIRDAT SECRANK ORILAMG NOCONTERELTRANS
/Personal/MeinHaus.doc de Uwe fPersonal/MyHouse. doc
/Personal/MyHouse_el.doc el Angelos ® fPersonal/MyHouse. doc

We could only mention the fields we fill

We group thefilesto be uploaded and the index file in a zip archive. We are now ready to
proceed with the import. Do not forget that the index file should be loaded in the last position.

How can | import contents by FTP?

From inside the European Commission only, it is possible to request an FTP accessto be able
to upload larger volumes of documents.

A tutoria 'How to use FTP protocol in CIRCABC' is available from the CIRCABC
Information Hub at https://circabc.europa.eu/w/browse/c08dc5fb-022d-4983-8d62-
302889250432
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About Newsgroups

The Newsgroupsisthe service that allows you to exchange your views with your fellow
Interest-Group members. Newsgroups contain the discussions raised inside the group. These
discussions can be free or moderated.

Specific discussions can aso be launched from any of the Library's content.

What does the Newsgroups service look like?

The newsgroups service is structured top-down:

Forums>Topics>Posts

A Forum isaset of topics. It may also contain other forums. It may be subject to moderation.
A Topicisasubject, athread of discussion.
A Post isan original message or response.

Who may participate in newsgroups?

Participating and performing actions in Newsgroups is conditioned by the role you are
granted for this service. The roleis assigned by any Interest Group administrator (your 1G
L eader, for instance).

Specific roles are attached to the Newsgroups service:

No-Access: You cannot even see "Newsgroups" listed in the main menu

Access: You can only read posts

Access and Post: You can read and post messages. You can edit or delete your own posts
Moderate: In addition to creating topics and posts, you can approve or reject any subject or
message created in a moderated forum

Administer: You can create, administer and delete forums. Consequently, you can create topics
and post messages. You can also delete any topic or message
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How to participate in Newsgroups?

From the root of the Interest Group or from any service (Events, Library, etc.):

Main menu >Newsgroups

Intergroupkl2 hd

B IrFormation
B Library

P embers
P Events

[ Mewsgroups

B & drinistration

Manage newsgroups

How to deal with forums
Accessto forums

Select Newsgr oups from the main menu. Y ou see only the forums you are granted access to.

MHewsgroups
Newsgroups
This service contains forurs wherein the members of vour interest group can exchange their views,

¥Erowse Forums

Title = Drescription @ Actions
';ﬂ Madus roder andi essages & dventer _:_'I
l;ﬂ SR T farurn abaut the Glabular Cluskers _—_.‘
I;D Deep sky abjects Exchange of know-how and lezzons-known _:_.‘

The main page of " Newsgroups' presents Forums

How to deal with topics
Access and read topics
Topics are listed on the entry page of each forum. To enter atopic, click on itstitle.
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Mewsgroups = Stars nursery
5Stars nursery
This wiews allows waou o browse all the bopics available in this forum,

FEBrowse Forums

Title = Drescription @ Actions

Mo ftems to digofay.
Paga 1af1 1

Top of the page &

FErowse Topics

Title = MNumber of Replies @ Actions
= =
 the Milly Way globular clusters v =3 ]
Page 1 of 1 |

Forum " Starsnursery" contains onetopic and no sub-forum

By clicking either thetitle of atopic or itsicon ('F), you will see the discussion threads it
contains.

Create atopic
Those who have Administer, M oderate or Access & Post rolesin "Newsgroups' may create
topics.

The authorised members will find the option Cr eate topic under the "Newsgroups' option of
the main menu.

How to create a topic?

From the entry page of any forum:

Main menu >Newsgroups > Createtopic

W Library
B Wembers

* Newsqroups

P Create Topic |
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After clicking "Create Topic" you are taken to aform where you add a new subject and a
message:

Mewsgroups = Stars nursery

lE Create Topic
=  Enter information about the new topic.

and the icon of the topic
Post
==

& Subiject: |.ﬁ. rew star is born |

wi 08 oM g @
(Fill the first message]
Afl Edit as a simple text.
H 0| B I U s A--|= = = = |Paagraph  ~ Fontfamily = Font size -
h DR @M AL || =Ew |9 | L2 H D | E@oe
A | | | | |— 2l x x |2 © =]
A | FTHS @~

I would like to know rmore about how stars are crested from gaz, heavy metals and other residues fram

supernovas

Createtopic: both subject and message are mandatory

Sorry, my system does not accept Java script...
- You can switch to a different format, by following the link titled "Edit as
a simple text".

Click Post to confirm the creation of the new thread. Y ou are then taken back to the main
page of the forum where the new topic is now listed.
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Mewsgroups = Stars nursery
5Stars nursery
This wiews allows waou o browse all the bopics available in this forum,

FEBrowse Forums

Title = Drescription @ Actions
Mo ftems to digofay.

Paga 1af1 1

Top of the page &

FErowse Topics

Title = MNumber of Replies @ Actions
=| =1
= the Milky iray globular clusters 1 =3 ]
2] =%
E-"I A maw star is barn j R (=R

The new topicislisted on the forum main page

The authorised members can pursue this new thread.

How to deal with posts
Access and read a post

To access a post, enter the Newsgr oups service and click the name of aforum. Then choose
atopic and click itsname or its"View topic" icon.

This is a long way to the posts...
- The forums, the topics, the posts can also be reached via direct links. To
establish such links, display the item you want to link to. Then right-click

the upper right hand side http tag E'“k

and select "copy shortcut” (or "copy link location" depending on your
browser).

l@ewsgrnups = Stars mursery = the Milky Way globular clusters )I
| =| the Milky Way globular clusters
S This view allows you to browse all the posts available in this topic,

ﬁﬂatch this thread
Author Subject: the Millky Way globular clusters
Stella BLACKDUST Postar onr 19 Jdy S35 1555
O SY4
@ Iz Messier 51 a Milky viray globular cluster? IF not, could sormeone help re fnding MnGZs?

Profle: IGleader

Thetopictitled "the Milky Way (...)" presentsone post
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Y ou see the text, author and posting date of each post. Y ou can answer through the icon post
reply (“3) if granted the appropriate permissions (see page 72).

Create a post

From the entry page of the relevant topic:

Main menu >Newsgroups > Cr eate post

B IrFarmation
b= Library
B Members

B Everts

F Create Post

= £ drministration

Enter a subject and add the message. The message must not be empty. Y ou can attach files or
add links.

Upload an attachement

Browse_

Link an attachement from the library

Doggie dog

All defined attachements

Title Type Actions
CHAT REPORTER-2.doc FILE m]]
Doggie dog LIMK il

The attached filesand links are grouped at foot of message
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Answer a post

To answer apost, just click the "post reply"” icon as suggested above. This displays the
following form:
(Newsgrnups = Stars nursery = the Milky Wray globular closters jl

Post reply
Enter your reply,

-@ Edit as a simple text.

H | B I U A-.|= == = |Paragraph  ~ Fontfamily - Font size -
XA @@ AL |SIE|=E« |9 | b 2 HLD| @ o
4 | | | | |— @l x x |2 @ = ¥
4 | F 0 H=@mE

Citation of: Stella BLACKDUST

Iz Messier 51 a Milky Wav globular cluster? If not, could sormecne healp e finding MW GCs?

[Our observatory will open its doars to public at large on 14/08/2010, Just corne and look at the deep zky '::"JI

Reply to a post under Topic"the Milky Way globular clusters' in forum " Starsnursery"

Y ou cannot send an empty message. Y ou can attach files or add links to any location in the
library (space or content).

Mewsgroups = Stars nursery = the Milky Way globular clusters Hitp | Back

= the Milky Way globular clusters
This wiews allows you to browse all the posts available in this topic,

@-‘Jatch this thread

Author Subject: the Millky Way globular clusters
Stella BLACKDUST 5o v 10 ady 2610 15:39
O @

m Is Messier 51 a Milky Way globular cluster? IF not, could someone help me Anding MwGCs?
Profile: IGLeader

! Signal an abuse

Bernice NEBULE Posted on: 20 Xy 2636 13:34 ~
O VA
Profile: Author Citation of: Stella BLACKDUST
Is Messier 51 a Milky Wiay globular cluster? IF not, could someone help me fnding MG Cs?

iy
i) ]

Cur obserwatory will open its doors to public at large on 140872010, Just come and look at the deep sky |

! Lignal an abuse

Click " Post" and the message is made available from the main page of the topic
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Follow-up your newsgroups
To keep the discussion threads relevant to the scope of your group by using moder ated

forums.
The community of members will also have their say on what is written in the forums by using

Signal an abuse.

Moderate your forums
Y ou can apply moderation to any of your forums, optionally. Y ou configure this option when

creating the forum.

Mewsgraups
rker informakion about the new forum then click Create Faoram,

VForum properties

@ Mame: |.ﬁ.strnnnmica| instrurents |

Share yvour know-bow about the making instrurments of

o Astronomy.
Crezcription:

By default, the forums are not moder ated

Note that all of the topics proposed on a moderated forum and all of the posts on these topics
have to be submitted to acceptance by amoderator.

Moder ate isarole attached to service "Newsgroups'. It can be included in an access profile
specialy created by any leader of your Interest Group.

How do I know that the post I have published has been validated by a
moderator?
- Look at this message on the topic main page. Before it is moderated, it
displays the icon "awaiting for approval” ( @ ). Moreover, it is only visible
to both its author and the moderator.

Looking at the posts submitted to approval
The M oder ate access right has access to the "accept” / "reject” functionalities of the
moderated forums.

Y ou can see every post, irrespective of the moderation status. If you wish to narrow the view
to the messages waiting for your approval, follow the link Waiting for approval.
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Bear in mind that thislink isonly visible to those who are granted either Administer or
M oder ate as access permission for service "Newsgroups'

Click on "Waiting for approval" and see the posts characterized by:
v’ theicon showing an interrogation mark
v theiconsto be used for accepting (@ ) or rejecting( ® )

Mewsgroups = Astronomical instruments > Antique instruments Http | Back
|= Antique instruments
Y This view allows you to browse all the posts available in this topic,

“Posts waiting for approval
nWatc:h this thread

Author Subject: Antique instruments
Stella BLACKDUST  opope on: 20 auy 2010 15:42
O @B >
@ If interested in ancient instrurments, fallow this thread,

Profile: IGLeadsr

What the moder ator is seeing befor e acceptation

Newsgr-:lups = Astronomical instrurnents = Antique instrumeants Http | Back

| = Antique instruments

S~ Thiz view allows you bo browse all the posts available in this topic,

vpnsts waiting for approval

Author Subject: Antique instruments ﬁﬂatch this thread
Stella BLACKDUST Postec on: 20 July 2010 15:47
O 7
@ Ifinterested in ancient instrurments, fallow this thread,

Prafile: IGLeader

Theauthor of this post may administer " Newsgroups' . She may access" Waiting for approval" but she
may not moder ate

| — | Antique instruments

S This wiew allows you to browse all the posts awailable in this topic,

ﬁﬂatth this thread

Author Subject: Antique instrunents

Page 1af1 1

What any other user can see before acceptance
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Accepting or refusing posts

If the moderator clicks on icon "Accept" ( @ )

v’ the "waiting for approval", "accept" and "reject” icons are cancelled,
v’ the post is removed from the "Waiting for approval” list,
v’ the post becomes visible to anybody, from the topic main page.

|§| Antique instruments
S Thizs view allows you to brovese all the posts available in this bopic,

@-‘-‘atth this thread

Author Subject: Antique instruments
Stella BLACKDUST Dol on: 70 July F616 15:47

O e

@ Ifinterested in ancient instruments, Follow this thread,
Profile: TGELeader

After accepance, the post can be seen and answer ed by the other users

My post has been accepted. Now I want to modify it. May I do so?
- You can edit your post. Once modified, it will be resubmitted for
acceptance.

If the moderator clicks on "Reject” (® )

v the"accept" and "reject” icons are cancelled

v i%))n "waiting for approval" is replaced by the one meaning that the post is rejected
()

v’ the post is removed from the "Waiting for approval" list

v

it remains accessible, without text, from the topic main page for both the moderator
and the author
v" The other users cannot see it

@ Bernice NEBULE

m Hella Friends,

Prafile: Author

Posted on: 27 July 2010 13:57 7 Ty

'l explain you how to carve Silex to re-rake prehistoric tools,

An author submitsthis post to moderation. The author can modify or deleteit before acceptation.
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W The post has been rejected. You are free to edit or delete it.

Mewsgroups > Astronomical instruments > Antigue instuments Http | Back
=| Antique instruments
This view allows you to browse all the posts available in this topic.

“Posts waiting for approval
Bwatch this thread

Author Subject: Antique instruments
@ BE:_ETE ESLILE Posted on: 22 July 2010 13:57
This post has been rejected. Rejected by nmurroro on t;’} ]|T_J

7122110 2:01 PM: Sorry,
This kind of kools are out of scope..

T Y Signad an abuse

The moderator has given areason for refusal. Thisappearsto the author, with other relevant
information, in a tooltip.

Editing a rejected post
Once rejected, a post is not definitely deleted. Its author has the chance to modify it and
resubmit for moderation. _
Y ou probably noticed, on the picture above, the presence of the icons meaning Edit ( ¢ ) and
Delete ( fil).
The moderator or the author can still modify the post or definitively deleteit.

If editing the post, they are proposed to work from any previous version of the message. They
could also write a new text.

The new version is listed among the posts waiting for approval. The moderator will accept it
or refuse it again.

Mewsgroups = Astronornical instrurnents = Antique instrunents
Edit Post
Maodify the ressage then click Ok,

The criginal post has been rejected by Roger MURRD  on 22 July 2010 14:01. Reason: Soorp,
This fing’ of tok are owt oF scope.,

nce edited, the message will be submitted again ba moderatars, You can retrieve and rodify a previous wersion:

Yersion 1.0, created on 22 July 2010 13:53, |

Theauthor changesthetext after itsinitial version.

Signal an abuse
Users are given an opportunity to warn the moderator about abuses. By following the link
Signal an abuse, one reaches a page to provide the grounds for the aert.
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The administrators of the "Newsgroups" service, as well as the moderator, are emailed the

information. Theicon “*" is displayed beside the author's name, on the topic page. Drawing
the mouse over it will briefly display the text of the alert.
The moderators and leaders can remove the marked abuse by pressing onicon &

Bernice NEBULE Postad on: 22 July 2010 14.20
O @RV i
m Hubble is not a toy
Profile: Author [TF you want ko removes sbuses, dick here. |
! Signal an abuse

Theicon " Remove abuse" isvisible only for the moder ator s and administrator s of the " newsgr oups"
service

Now you can use, manage or moderate forums at your convenience. Discussions can also be
launched outside the newsgroups. Users, for example, may have an exchange about a
document uploaded to the library. Thisis the subject of next chapter.

Manage the discussions launched from Library contents
These specific discussions are directly launched from contents of the Library. Users are given
opportunity of viewing discussions, starting new ones and keeping them going.
Start a discussion over a content means create a new discussion about some content of the
Library. Only those who may create contents may start such discussions.

How can | start a discussion?

From the VView detailsicon ( =) next to the title of the content item:

Actionslist > Start discussion

¥ Actions

& Modify Content
Froperties

(..)

W Start Discussion
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If the library is configured with this action, click the Start discussion icon (5¥) beside the
name of the content in its space page:

¥ Content

Hame - Size @ Modified Date @ Actions

& Friendship_route.pdf 103.94KB 9 August 2012 09:05 sl ch 1 i =

B2 Space_maritime._policy_EN.doc 36.5 KB 2 August 2012 15:41 sl ch 1Y i B o

Browseto " start a discussion”

The Create discussion dialog islaunched. Both the subject and the message are mandatory.
Y ou can attach files or links. Y ou can moderate your discussion thread.

Once the message has been posted, View discussion substitutes the Start discussion link. The
other members can read it and answer.

How can | participate in an ongoing discussion?

Access and read messages

From the View detailsicon ( :=/) next to the title of the content item:

Actionslist > View discussion

¥ Actions

5 Modify Content
Properties

(...)

';ﬂ‘-.fiew Discussions

If the library is configured with this action, click the VView discussion icon (C':’) beside the
name of the content item on its space page:

¥ Content

Name -+ Size @ Modified Date @ Actions

& Friendship_route.pdf . 103.94 KB 16 August 2012 09:32 Ech D l@
BEH Space_maritime_policy_EN.doc 36.5 KB 2 August 2012 15:41 b=l chy 1 (i) O v

Browseto " view a discussion"
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Y ou are taken to the list of the topics attached to this content item:

Papier2 = Friendship_route.pdf > Friendship_route.pdf discussion

." Friendship_route.pdf discussion
This view allows you to browse all the topics available in this forum.

¥ Browse Topics

Title + Humber of Replies @ Actions

" How to particiapte in 0 (=)

Click on thetitleto seethe detailed thread

To access and read a message, click either its subject or icon'F to go to the Browse posts

page:

Library > Papier2 > Friendship_route.pdf > Friendship_route.pdf discussion > How to particiapte in
| 7| How to particiapte in
¥ This view allows you to browse all the posts available in this topic.

Author Subject: How to particiapte in
CIRCABC SUPPORT Fosted on: 16 August 2012 09:32

O
W)

Profile: Category Administrator

To whom should we submit an application?

Http | Back

Ewatch this thread

Qi

You can reply if allowed to post messages

Post a reply

From the View detailsicon ( =) next to thetitle of the content item:

Actionslist > View discussion > topic entry-page

A

The post reply dialog is launched. Type your response or comment then click the Post reply

icon.
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Library > coin des auteurs > Papier2 > Friendship_route.pdf > Friendship_route.pdf discussion > How to particiapte in

Post reply
Enter your reply.

H B 7 U s &vﬁﬂ% = = = |paragraph  ~ Fontfamly = Fontsize -
d B MmE AL |EE|EEw |9 | 2 H Bo

4 | | | | |—n.-i|)-=z x| 2 @ = | T

4 | F| T =@

Citation of: CIRCABC SUPPORT

To whom should we submit an application?

Sorry, it is too late. This project is closed.

Your answer isthen inserted in thethread

Create a new topic

From the View detailsicon ( =) next to the title of the content item:
Actionslist > View discussion > topic entry-page

Then

b= Library

B Members

P Create Topic

Y ou can add a new topic if you are granted any of the following accessrights for the Library
service, irrespective of your rights in Newsgroups:

v' Administer

v Full-edit

v' Manage-own (you can start a discussion on your own documents)
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To create anew topic in adiscussion attached to a document of the Library, click the "View
discussions" icon from the actions list on the document properties page. The list of topicsis
displayed while "Create topic" comes up on the main menu, under "L ibrary":

Tests 20-07 ™ Papier2 > Friendship_route.pdf > Friendship_route.pdf discussion
." Friendship_route.pdf discussion
I+ Information This view allows you to browse all the topics available in this forum.
i ¥ Browse Topics
» Create Topic
P Title + Humber of Replies @
> —
LR ¥ How to particiapte in? 1

Add a new thread to the ongoing discussion
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About notifications

Notification service provides email aerts when there are new Library uploads and Newsgroup
updates in your Interest Groups. Y ou subscribe to the notification service to receive the aerts
that are of interest to you.

The Interest Group L eaders can set the notification status for the different areas of the group.
It isalso possible to configure whether notifications will be sent when uploading content. 1f
notifications are not enabled for the upload, you will not receive a notification for that
content.

Some more about the notifications

Whichever role you play in your Interest Group, you can be updated on some actions
occurring in the Library and the Newsgroups. Y ou can receive detailed alerts in your mailbox
as described below.

What can be notified?

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

Library notifications include:
v' initial uploads (standard, bulk or by import)
v’ updating of contents (update, check-out, auto-upload)
v adding trandlations to a multilingual document

Newsgroups notifications include:
v’ creation of aforum
v’ creation of atopic
v" new posts and replies

What does a notification look like?

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

introduce charte—reg—minolr_doc has just been uploaded/updated in the interest group TES (Category: CIRCABC -
Information & training).

Links to the full text, the interest group and the category

The properties of this document are summarised below:

s author: tayotcl

o title: Respect for linguistic and cultural diversity is one af the cornerstones of the European Union, now enshrined
in Article 22 of the European Charter of Fundamental Rights, which states "The Union respects cultural, religious
and linguistic diversity

description:

created: Aug I7, 2012 9:35:09 AM

modified: dug 17, 2012 0:35:30 AM

status: DRAFT

reference:

irect access: https./circabe.europa. ew'w/browse/elleSfd 1 3-bd3 [-4ead-817c-efdal 20becac
| s direct download wil: intps:/circabe. europa. ew'd/'d'workspace SpacesStore/e0e8f413-bd3 1 -4ead-817c- |

ef3al20becac/introduce charte-reg-minor.doc

You can copy the direct-access URL to your browser

Dear CIRCABC SUPPORT.

You can read a new message under the topic Cities 2012 of the interest group TES (Categorv: CIRCABC - Information
& training). |

. | .
Links to the post, topic, interest group and category
nsuppoci has written.

Citation of: CIRCABC SUPPORT

Original message

Which Cities have been nominated for 20127

Guimaries Answer
(Portugal) and Maribor (Slovenia) have been chosen in Mav 2009,

Best regards,

The CIRCABC Team

A discussion thread is active

Who receives notifications?
Y ou can subscribe the notification service if:
v’ you are amember of the Interest Group
v you have permission "Access' (or higher) in the Library and/or the Newsgroups

The Interest Group Leader may also invite you to be emailed notifications even if you did not

subscribe by yourself. Y ou will receive the alerts once you have activated your global
notification status.
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Manage notifications

How can | start or stop receiving notifications?
Your notification status shows whether or not you have enabled notification for:

v" Global authorisation
v" User notification status
v" Profile notification status

The last two are contextual based on the Library space or Newsgroups.

From the space (in the Library) or forum/topic (in the Newsgroups) where you want to
subscribe:

Administration > My notification status

Modify your personal Notification Status for the current location
Modify the configuration of your notifications and then click Ok

DISABLED
Unsubscribed +
UNSLBSCRIBED

Y According to the preferences defined, you will MOT be nofified of the events ocourred in the current

space

Y ou can edit the first two options whereas the Interest Group leader may assign a notification
status to a group of users (to an "access profile").

A global authorization

Thenotification serviceisdisabled by default. In order to receive any notifications from
your subscriptions you must enable the Global Notification Status from the user optionsin
your Account settings:
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Login to CIRCABC, then

Administration > My account > User Options

User Options
Content Language Filter: | ltalian ¥
Language italiana (if) g

|Global Motification|: Dlsabied' v

Personal Information;  enalled

Top of the page =

Set Global notifications to enabled, then press Save at the top-right hand corner of the My
account page.

A user notification status

Once your Global Notification Statusis activated, you now check that your user statusis set
to 'subscribed' to receive the email alerts.

This can be configured by your Interest Group leader but you are free to change it by yourself.
The users preferences take precedence.

The Notification status for usersis contextual. Thismeans that it will be applied to the
location from where you configureit.

Browse to the location where you want to be alerted (the Library, a space of the Library, the
newsgroupsin full, aforum or even atopic of the Newsgroups). Then

Administration > My notification status

Library = Under the snow
Modify your Notification Status for the current location
Modify the configuration of your notifications and then click OK

Enabled ~
Subscribed  ~
INHERITED

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

Set Notification statusfor user 'xxx' to Subscribed and click OK .
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What does inherited mean in my user notification status at the level of
the Library.
- Inherited means that you are granted, at the level of the library, the
same permissions that you have at the level of the Interest Group.

In other words, if you are "subscribed" at the level of the Interest Group
(Library + Newsgroups), you are subscribed at the level of the Library and
its spaces. If you want to only receive alerts from the newsgroups, you
change "inherited"” to "unsubscribed" at the level of the Library and
subscribe to the specific spaces or newsgroup sections.

A notification status for profile

Your Interest Group leader can assign a notification statusto all the users of an access 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 some
forum of the newsgroups service.

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

How can I override the Interest Group Leader's notification assignment for
a section of the Library?
Your user notification status prevails over the profile status notification
and you will set your user notification status to "subscribed" or
"unsubscribed" as you prefer.
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About the Information Service

What is the Information Service?

The Information service is an introduction to the Interest Group, a place where the leaders can
describe the scope, the activities, and the services of the group via a static website.

This service consists of:
v' A repository: where information to be published is stored
v' A publishing area: where links to information are published

Who is it for?

Users granted the role Access in the Information service can browse the service and follow
the links displayed in the publishing area.

Those who administer the I nformation service can:
v" manage documents in the repository
v’ create links to be published in the publishing area
v" manage users rights over the information service

Interest Group Leaders, please refer to the CIRCABC Leader Guide to
learn more about how to add content and publish links in the Information
Service.
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View the information page

From the root of the Interest Group or from any service (Library, Newsgroups, €tc.):

Main menu >l nformation

IntergroupX1i2 ¥

B Library

B Members

B Events

B Newsgroups
B Surveys

B Administration

The content of the Information page is displayed like aweb page.

Sloveta

EU:photo gallery

See also httpieuropa ewabo/european countriesfindes en htm

Sweden

g O i) 3 )

User has chosen service" information” from the main menu

-05.-




CIRCABC 3.6 User Guide v3
Version 3.6 of 05/01/2017

Some users might not be able to display these pages directly from the option I nfor mation.
Thisisthe caseif the browser does not accept Java script or it has been configured to block
pOop-ups.

Y ou can reach the pages by following the link displayed on the main page of the Information
service:

Infor mation
%, Information Service|
U The Information service provides wuseful information about the current Interest Group,

Click here to open the information about the Interest Gruup|
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About Events Service

Events keep you posted about the meetings and various events that are organised in
CIRCABC Interest Groups. This service relies on a calendar and notification system.

Whom does it address?

Specific roles have been defined for this service. Depending on your access profile, you are
assigned one of theseroles:

v Administer
v Access
v No access

If you are alocated the role Administer, please, review the CIRCABC Leader Guide to learn
more about creating, managing or deleting events.

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

Also, by default, guests (users who have no username or are not logged in) and registered
users external to the Interest Group do not see the Events service.

The role Access can be configured by any administrator of the Events serviceto allow
registered users, as well asthe public at large, to view the scheduled events and meetings.

Which type of events can | check?

Single or repeated events (appointments, specific tasks, etc.) are scheduled. Y ou can also get
information about meetings (face-to-face and virtual). Events and meetings are independent of
one another.
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Enter the "Events" service

When you are connected to your Interest Group and its main menu is displayed, click on
"Events' in the menu.

From the root of the Interest Group or from any service (Library, Newsgroups, €tc.):

Main menu > Events

b= Information
b Library

b Members

W Meswsgroups

b Administration

You will seeis calendar displaying all the meetings and events you could attend.
v" Meetings are tagged with letter M
v' Events are tagged with letter E

In this example, we are invited to:
v A meeting which happens only once ("single meeting")
v' Arepeated meeting (happens every 5 days but not more than twice)
v An event which happens only once ("single event")
v' Arepeated event (happens at three times on a daily basis)
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Hn1-n4-2009 | [Month  ~| [Apply ]
<< April 20009 >
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
29 30 31 1 Aprif p) 3 4
_17:45F . 17:45F
_1745F
5 6 7 8 9 10 11
_I5:45M
12 13 14 15 16 17 18
- I5:45M - 06:30F
19 20 21 22 23 24 25
26 27 28 29 30 1 May 2
The calendar isdivided in months, by default.
Y ou can change the layout of the calendar to any of these time periods:
v Daily
v Weekly
v' Quarterly
115-04-2009 | |Day v| [Aeply]
<< Wednesday 15 April 20009 >>
06:00 0O
15:
30: E: Annual sale of rare tulips
45- E: Annual sale of rare tulips
07:00 g E: Annual sale of rare tulips
15: E: Annual sale of rare tulips
30: E: Annual sale of rare tulips
45- E: Annual sale of rare tulips
08:00 gg: E: Annual sale of rare tulips
15: E: Annual sale of rare tulips
We see an overview of events occurring on 15-04-2009
15-04-2009 | [Week  ~| [Apply]
<< April 20009 >
Sunday Monday Tuesday Wednesday | Thursday Friday Saturday
12 13 14 15 16 17 18
_I5:45M - 06:30F
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Sunday
29

- 1545 M

12

- 1545 M

19

26

Monday
30

13

20

27

15-04-2009 Trimester v | | Apply

April - Jumne 20009

Tuesday Wednesday Thursday Friday

31 1 Apri 2 3
- I5:45M S I745F -17:45F
_I1745F

7 8 9 10

14 15 16 17
-06:30E

21 22 23 24

28 29 30

>

Saturday
4

11

18

25

We check the appointmentsfor the 2" quarter of 2009

Check your meetings

More about " Meetings"
Everyone can be invited to attend meetings scheduled in CIRCABC Interest Groups.

M eetings can be "open" or "closed":

Open meetings are limited to members of your Interest Group. No request meeting is created
in the event manager of your mailbox (unless the Events administrator specifically asked to

send the details of the event as an invitation to all members of the Interest Group.

Closed meetings can bring together:

ANANENEN

members of your Interest Group
members of any other CIRCABC Interest Group
registered users (users who are logged in) without membership in an Interest Group
anonymous users (users without an EU LOGIN username or are not logged in)

Every invitee receives a meeting request in the event manager of their email service.
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How can you confirm or decline an invitation to a meeting organised by an
Interest Group you are not a member of. How can you get information
about the meeting?

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

Look at the details of a meeting
The details of each meeting are recorded in the Events service.

Enter your Interest Group and select the option Events from the main menu. Select a date on
the calendar, click on the starting hour of the meeting to display the details.

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

Wednesday
1 April

1745 F
Weclick "-15:45M"

- 101 -




CIRCABC 3.6 User Guide v3
Version 3.6 of 05/01/2017

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

I Details of the Meeting: towards the Internet easy for the aged
% Yiew the details about the Meeting.

¥General Information

English
toweards the Internet easy for the aged

an overview of the most recent Y
technologies and methods: with
demonstrations of cognitive- and w

Face to Face meetings

1 April 2009

1 April 2009

Cnly Once

15:45

22115

GMT+1

Iraklzion

Agsociation of the aged of Kriti

— the word of the president

- start off with interactive pressntations
- demonstrations and QO/L

- Diner

- self-training and Q4

- evaluation of the meeting

Fublic
Mot applicatle

Tho is afraid of the Internet? Cole on
and try tools which will make easy your
comrmunicating and searching on the Web.

You can accessto the agenda of the meeting

The illustration above shows the detail s of a meeting occurring once: the date and start date
are the same. In the case of arepeated meeting, "date” contains the date of the occurrence you
are checking.
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Open source and public administrations

Lracks Lo promote 033 among public
administrations.

Face to Face meetings

12 april 2009

5 April 2009

Weekly, Occurs 2 times
15:45
15:15

GMT+1
Only one meeting request will be created with every occurrence listed

Make your choice
If the meeting is closed and you have received a meeting request, you are free to reply and ask
for further information and accept or decline.

The meeting details view also gives you an opportunity to respond to the invitation.

¥Actions

-Q}Accept Meeting
Request
kDecline Meeting
Request

If you did not receive a meeting request, you can reply thisway

For a closed, repeated meeting, you will accept/decline all occurrence at the same time as the
meeting request is only created once.

Check the events

More about " Events"
The Events differ from the Meetingsin the following ways:
v theinviteesto an event cannot accept or refuse to attend
v" the event notice cannot include alink to a Space of the Library (for instance, a space
containing the detailed agenda)
Note: Events are appointments or specific tasks not conferences.

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

Y ou can be notified by email. If so, the repeated events are listed together in a single message.
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About searching

CIRCABC enables you to find any space, content or post from anywhere in your Interest
Group,

v The simple-search engine reads the full text of the contents as well as the file names
and titles.

v" It does not look at the "description™ field.
v It explores only the latest version of the contents.

Can you search for non-text documents such as images, sound-recording,
etc.?
- Yes. These items are linked to textual metadata (i.e. their name). The
search engine examines the name and some properties. Moreover the
format of the file can be used as search criteria.

How to do a global search

Y ou can start a search from any location in your Interest Group. Y ou can retrieve text from
the name, title and full text of any content and from the name of any space.

From anywhere in the Interest Group

Main menu > Sear ch

= Members

B Mewrsgroups

= Administration

WSearch
| | [Ge]

"'Q\ Advanced Search

¥Clipboard
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Search syntax: Proximity
To search for two or more words together, double-quote the expression you are looking for.

Let uslook for the expression "Wild birds’. We double-quote it in the search box. Our request
comes up with one result, a space titled "Wild birds":

Libarary
C\ Search Results

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

¥ Spaces

MName - Title

B wild birds wild hirds

¥ Content

MName - Title Size

Mo items to display

The query was: "wild birds'

What if you forget to double-quote the search term and simply write
wild bird?
- The search is a little more "noisy" since the search engine looks for any
space or content including either or both these words (as shown
below)."
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Litrary
Q\ Search Results

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

¥ Spaces

Mame - Title

B wild birds Wild birds
¥ Content

Mame - Title

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

And therethe query was. wild birds

Search syntax: operators OR, AND, NOT

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

which contain both these terms.

A blank space between two words means "OR" (the default Boolean operator).

The request "Wild birds' returns:
v' the items containing only the word "wild",
v’ theitems containing only the word "birds",
v’ theitems containing both "wild" and "birds" (anywhere in the text).

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

Search syntax: thewildcard

The asterisk symbol (*) may be used in place of one or more characters, existing or not. It

can hide any part of aword:

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

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

How to conduct an advanced search

The queries you make through the advanced sear ch can include a wider range of criterialike
dates, time spans, specific file formats ... You can also look at specific sub-spaces or retrieve
only documents in a given language.

From anywhere in the interest group

Main menu > Search > Advanced sear ch

= Members
B eswsgroups
B Administration

¥Search

“\ advanced Search ‘

Vi lipboard

Clicking advanced sear ch takes you to a detailed form where you can select various types of
data. For instance, you can search the whole Interest Group or narrow the exploration to a
service (Library, Newsgroups, etc.) where you launched the advanced search (called "current
service"). You can also limit the checking to asingle (a space, atopic) inside a service.
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Library

(_) Advanced Search
‘% Perform a more detailed search of Circabc

Look for:

¥Load a saved search

Selecta Saved Search..

¥Show me results for

@ all erms

O File names and contents
O File names only

O Space names anly

¥Look in location

O Current Interest Group

® current Service

O current Location

Top of the page &

Top of the page &

Thisrequest exploresall spaces and contents of the Library

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

The other information potentially explored by the search engine:
title, description and author

keywords assigned

any type of date or time span

the file format

ANANENENEN

Y ou can aso check documents written in:
v al languages
v’ the content language you have set
v’ another content language
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The results are sorted into Spaces, Content and Posts.

_. "[Search Results]
G N Search Results

I This view presents the results of your search,

W cearch for 'Patago™' returns 3 occurences,

Mame Title rodified Actions

D Histoires da Patagonie 13 Patagonie dans |a litérature européenne 24 February 2009 14:52 =

Page 1 of 1 1

[»

Top of the page

¥Content
Name - Title Size Modified Actions
e Patagonia. jpg Fatagonia 160.93 KB 26 February 2009 10:27 _:_-P‘Q_]
Page 1 of 1 1
Top of the page &
Post Author Posted @ Modified Actions
Fram Topic: Sources Astrolead 26 February 2009 26 February 2000 <34 il
10:23 10:23
What word Patagonia comes
from 7
Page 1 of 1 1

You can perform actionson the sear ch results

How to save and re-use searches

Once you have built a complex request, you may want to re-launch it periodically. In
CIRCABC, you can save and re-use search masks.

Save your search masks

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

TActions

| Sawe Mew
Search

You can save global aswell as advanced sear ches
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First you build amask and click search. Examining the results, you can evaluate how
pertinent your research is. If you agree with the selected criteria, follow the link Save new
sear ch. This can be found in the actions list, below new sear ch and close.

Provide a name and description for the saved request.

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

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

page.

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

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

() | Advanced Search|

Ferform a more detailed search of Circabc

Look for: |

¥Load a saved search

Select a Saved Search_ v | | Load |

Select a Saved Search...

Future
[Patagonia

L oad saved sear ches, global aswell advanced

- If you have inadvertently closed the results page and would like to
consult again:
- Follow the link titled "Last search"” from the CIRCABC main menu:

¥Search
| | [Gal

A\, Advanced Search
|? Last SEarch|
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Contact the CIRCABC team

FAQs and quick information

The public interest-group titled CIRCABC — Information hub provides you with FAQs and
tutorials. For instance:

- CIRCABC FAQs
https://circabc.europa.eu/webdav/CircaB C/| nformati cs/| nfohub/1 nformati on/index.html

- CIRCABC USER Guide (PDF) & LEADER Guide (PDF)
https://circabc.europa.eu/w/browse/69603bf4-d923-432e-ba5b-a8fe8ac773cb.

- Training (PPT) — Step 1 Manage your documents/ Step 2 Manage your Interest Group
https://circabc.europa.eu/w/browse/1cc24c94-c571-4191-b414-8bdf766151ec

Note: if following these links from this document to your browser do not work or takes you to
the CIRCABC main page, copy and paste them to the URL bar of your browser.

To browseto CIRCABC —Information hub step by step:

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

Browse categories > DIGIT (under European Commission) > CIRCABC -
Information hub

Send arequest for support

Click on contact at the top of the CIRCABC entry-page:

Search |EC=:ntact]| Legal notice  English (en)

Y ou will find your local support desk. Y ou will also be presented with arequest form.
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Need further support?

European Commission's staff:

Support available viaF/our local service deskl E-mail requesting to open an incident for DIGIT
CIRCABC SUPPORT).
Your local service desk

Users outside the European Commission:
Support available via EC-CENTRAL-HELPDESK@ec.europa.eu|(E-mai| requesting to open an incident for DIGIT
CIRCABC SUPPORT)
Please include the following information:

Name:

E-Mail:
Organisation:
Incident description:

Or
Go to contact form

Fill therequest form to receive well-tar geted help

The contact form sends the call to your helpdesk automatically:

Y ou have no username or you are logged as a user from outside the "European Commission”?
Then, the EC's Central-hel pdesk is selected and you cannot choose another.

You are logged in as a user from inside the "European Commission”? Then, your local service
desk is pre-selected. If need be, you can also select it from a scroll down list.

Support request form

'You come from outside the European Commission
Please select your local helpdesk:

Contact: EC CENTRAL HELPDESK ( EC-CENTRAL-HELPDESK@ec.europa.eu ) ~

The helpdesk contact vou should use is: EC CENTRAL HELPDESK { EC-CENTRA Fl PDES ac o

s: EC CENTRAL HELPDESK ( EC-CENTRAL-HELPDESK@ec.europa.eu )

Subject of your request: I cannot upload a document. Why? Please, help!

Type of your request: Problem / information related to the upload of document -

Problem description: | ynt e - B I U & A~ X G @ B @

I wnat to upload the minutes of our last meeting. I do net see the command "Add content”
under "Library”. Why? Please, help!

Therelevant helpdesk is pre-selected

Please provide information about the request:
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Name of the CIRCABC Category and Interest Group
Affected user name

Which serviceis affected

Attach a screen shot with the error message received
Any other relevant information

For information related to content hosted on a CIRCABC Interest Group, please contact the
Interest Group Leaders

And now, we wish you a fruitful collaboration through CIRCABC
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