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eXo Social gives rich experiences to your end-users via many options that are similar to social networks, such as Facebook
and LinkedIn. With eXo Social, you can establish more meaningful connection and improve your communication and
collaboration.

By turning your company directory into a social network, eXo Social allows you to add details, including experiences, skills
and team information, to profiles of yourself and another contacts.

Besides, eXo Social provides built-in JavaScript client libraries for OpenSocial API that allows developers to write social
gadgets intuitively and easily for displaying and mashing up activity information for contacts, applications, services and
social networks.

As an extended service of eXo Platform, eXo Platform allows built-in applications and other extended services to be added
to collaboration features within the eXo Social network, providing many capabilities, such as Calendar, Address Book, Chat,
Email, and more.

The eXo Social User Guide is a reference for all users who want to learn more about features of eXo Social. Basically,
features of eXo Social are remained, regardless of being implemented as a standalone application or one extended service
of eXo Platform. This guide is based on the standalone eXo Social deployment. Before reading this guide, you should be
aware of installing eXo Social and should know how to navigate between applications, and to use drop-down menus or
to drag and drop actions.

This guide is divided into the following 5 chapters:

Chapters Description

Get Started with eXo Social Introduction to eXo Social, resources and terms often used
in eXo Social, how to manage accounts and edit your profile.

Work with Connections How to work with connections, such as searching contacts,
sending connection requests.

Work with Activities Instructions of doing actions on the activities stream,
including status and link updates, activities/comments,
liking/disliking.

Work with Spaces Basic actions in the Space application, such as creating a

new space, joining or leaving the space, and more.

Work with Dashboard Introductions to basic actions performed in the Dashboard
workspace, such as adding gadgets or managing tabs in the
Dashboard bar.

Information

» eXo Homepage

* eXo Wiki

Support
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http://www.exoplatform.com
http://wiki.exoplatform.com

Forums

Support/Training/Consulting services

Download

eXo Content

eXo Development tools
Gateln Portal Framework
eXo Collaboration

eXo Knowledge

eXo Social

Resource Center

Video demos, tutorials, webinar archives, features & benefits tables and more

To get started with eXo Social, it is more useful to learn about some terms often used when approaching eXo Social as below.

User profile is an information page for each eXo Social user that includes information of account, avatar, contact,
experiences.

Connections is the page displaying information about relations among eXo Social users, including established
connections, incoming and outgoing invitations.

Connection request is the act of asking or expressing a connection desire that can be accepted, or denied by receivers.
The requests also can be canceled by inviters.

Space request is the act of asking the managers or creators of spaces to give permissions to join their spaces.

Activity is an application where users can do many actions, such as publishing their own respective activity streams,
showing recent activities or updates, new connections or updating status and more.

Activity Stream is a set of recent activities, providing users with the ability to communicate in the stream of data. With
this application, eXo Social allows users to organize and share information in the flow of data effectively.

Space is a working environment where you can manage users and communities more conveniently. It enables you to
regroup people by various interests or projects and to leverage any existing application, such as portlets or gadgets.

Space manager is a user with special rights within a space. The manager can monitor the list of members, configuration
and install applications. When any user creates a space, he/she automatically becomes the space's manager who can
validate space subscription requests.

Dashboard is one portlet hosting mini-applications known as gadgets. The dashboard shows data from various
components which can be RSS feed, calendar, calculator, To-do and more.

Space application is one application used in the Space application of eXo Social. One space can contain one or more
applications which can be shared among users.

As a guest, you can visit eXo Social but are limited to some content and applications. To access more content or perform
some functionalities, you first need to register by yourself and contact the portal administrator to gain certain permissions.

1. Click Register on the top right corner of the eXo Social homepage.
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2. Fill in the Register New Account form. The asterisk (*) mark indicates mandatory fields.

Register New Account

User Name: Jghn ¥
Password: sssssss #
Confirm Password: sssssss *
First Name: jghn o
Last Name™  elyvin &

Email Address:  JohnKelvin@gmail.com *

Text validation: q ]

am7xk o

The mandatory fields which are marked with the asterisk (*) include:

Field Description

User name The name used to log in that must be unique with with
its length from 3 to 30 characters. Only alpha, digit, and
underscore characters are allowed.

Password The authentication string between 6 and 30 characters,
including spaces.

Confirm Password Retype the password above. Values in both Password and
Confirm Password fields must be identical.

First Name The user's first name which must be between 1 and 45
characters.

Last Name The user's last name which must be between 1 and 45
characters.

Email Address The user's email that must be in the correct form, for

example: username@abc.com.

3. Click "+ next to the User Name field to check if the selected username is available or not.
4. Enter the validation text into the textbox.
5. Click Subscribe to accept adding your new account, or Reset to clear all entered values.
Your registration is unsuccessful if one of the error messages occurs, such as:

« User name is existing or User Name is invalid.

» Password has less than 6 characters.

« Password and Confirm Password are not the same.

« Email Address is in a invalid format.

* Required fields are blank (empty).

« Text verification isn't correct.

After creating your new account successfully, you should contact your administrator to ask for appropriate permissions for
your account.
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Note

Be sure to enter your email address correctly. In case of forgetting your user name or password, you can
recover it from this email address.

To sign in to eXo Social, do as follows:

1. Go to the eXo Social homepage by entering the appropriate URL into the address bar of your browser. For example:
http://localhost:8080/socialdemo/.

2. Click the Sign in link at the top right of the page.

3. Input your registered user name and password in the Sign in form.

Sign in
Username |2 John

Password = ®®essas

[] Remember My Login

|. Sign in | | Discard |

4. Select the Remember My Login checkbox for the first time if you want to automatically return to the eXo Social page
without signing in again. This feature enables you to be automatically authenticated to avoid doing an explicit authentication
when you access the eXo Social.

5. Click Sign in to submit the form, or Discard to quit.

Note

In case the username does not exist or the username/password is invalid, you will be returned to the Sign
In form with an alert message to sign in again. To attempt your login again, re-enter your username and
password.

After signing in successfully, you will be redirected to the eXo Social homepage and welcomed with your full name on the
top right corner of the page.

To end your authenticated session, simply hover your cursor over the eXo icon on the top left corner of the page and select
Sign out from the drop-down menu.
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Note

From the eXo drop-down menu, you also can change language and skin of eXo Social by clicking each
relevant icon.

In case you forget your account or password, you can recover as follows:
1. Click the 'Forget your User Name/Password?' link beneath the Password field when singing in.

2. Select the appropriate option and click Next. You will be prompted to provide your identity, depending on your choice.

Why aren’t you able to login?

‘We apologize for any inconvenience you're experiencing by not being able to access this
website.
To resolve this issue as quickly as possible, please follow the troubleshooting steps below.

1. Recover your password: enter your username then click send.
2. Recover your username: enter your email address then click send.

@ Forgot my password = Be prompted for entering your username

Forgot my username <#=—— Be prompted for entering your email address

[ Mext ][ Back ]

3. Enter your Username/Email in the form.
4. Click Send to submit your entered values.
After you submit the form, an email will be sent to your email address with the requested information.

If you forget your password, you will be sent a new password temporarily. Your original password will not be valid after this
email is sent. You will be directed to a page to update your password for the next time you sign in.

By default, your profile is just initialized with the basic account information entered in the Registration form. Therefore, if
you only want to view or edit the basic information on account and password, simply hover your cursor over your display
name on the top right corner of the page, and select My Account.

John Smith

The Account Profiles form is displayed with information you have set previously.
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Account Profiles Change Pazsword

Username: john #
First Name: Jghn #
Last Name:  gmith #
Email:  john, smith@acme. exoplatform,com #
Save Reset
Close

Here, you can change your account information in the Account Profiles tab, except for Username. These changes will
be automatically synchronized with details in the Basic information in your Profile and vice versa. Also, you can change
your password by clicking the Change Password tab.

If you want to view and update more details, go to the My Profile page by following either of 3 ways:
The first way

Hover your cursor over your display name at the top right corner of the page, then select My Profile from the drop-down
menu.

The second way
Go to the Activity Stream page first, then select the My Profile tab in the left pane.
The third way

Go to the My Connections page first, then select the My Profile tab in the left pane.

John Smith

The first way The second way

[Bctivity Stream

iy

My LIl Change Language
The third way
The My Profile page is displayed as below.
John Smith
' = - Taam Leadel(ETD
User name: jobn
Flrst mame: John
Activity Stream
Last mame: Smith
My Connections
..... ; )
Gender: male
Phone: Home: 087217212
Work: DBIS76422
Ms: Skype: john.smith
Urls: no contact link entered

Feb 12, 2010 Team Leader at eXo Platform
February 12, 2010 Untl now

Lead two teams: Social and CT

JavaScript, Management, Leadership

Copyright © 2011 eXo Platform p.6 Overview of eXo Social



From here, you can:

« Edit your information, including basic information, contact details, and experiences.
¢ Upload your profile avatar.

¢ Update your current position.

Your own information is visible to all people using the network. You can change your information as follows:
1. Click Edit at the top of each corresponding section in the right pane of the My Profile page.

2. Change your desired information. In both Contact and Experience sections, click Add corresponding to one field you
want to add more or Remove to delete your input information.

Contact

Gender: male ~

Phone: Home|~| 087217212 Remove |
Work = 083576422 Remove | Add
IMs: Skype + john.smith Remove | Add

Urls: no contact link entered Add

3. Click Save to accept all changes, or Cancel to close the Edit form without any changes.
The followings are changeable information in each pane.

Basic Information

Field Description

First name The first name which is required with the length from 1 to
45 characters.

Last name The last name which is required with the length from 1 to
45 characters.

Email The email address which must be in a valid format, for
example, johnsmith@exoplatform.com. (See more details
about the Email Address format here.)

Contact
Field Description
Gender The gender of user. Select your gender from the select box,
either male or female.
Phone The phone numbers at work, home or at other sites which
must be from 3 to 20 numeric characters.
IMs The nickname of either IM services that must be between
3 to 60 characters.
Urls The website address which must be in the correct format,
for example, http://exoplatform.com/.
Experience

Description

Organization Where you have worked. The field's length is limited from 3
to 90 characters.
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Field Description

Position The job title which is limited from 3 to 90 characters.
Job Details Brief description of your job without any character-related
limitations.

Skills Used Skills used without any limitations.

Start Date The start date of your work.

End Date The end date of your work.

Still in this position Indicate that you are currently at the described position.
See also

¢ Upload your profile avatar

¢ Update your current position

You easily upload a photo to your profile or to the spaces which you have created or have the Manage permission.

1. Click the Change Picture link, or directly click your current avatar in the left pane to open the Upload an Image form.

Upload an Image x
Confirm Cancel

2. Click Browse... to select an image from your local device.

3. Select your desired image, then click the Open button or double-click the image to upload it. The uploaded image must
be smaller than 2 MB.

4. Click Confirm to open the Image Preview form to see some related information, such as file name, file type, and image

size.

Image Preview x

File name: 1.jpg
File type: image/jpeg
Image size: 5.0 KB

B

Save Cancel

5. Click Save to accept your changes.

Note

Your image will be automatically resized to a specified value.
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1. Click the Edit link.

John Smith

Team Leader

The form to update the current information will appear.

John Smith

ITechnicaI Leader‘I I* Save | Cancel

2. Enter your new position which is limited from 3 to 30 characters and click Save. Your current position will be immediately
updated.

Note

The information entered in the Position field will be retrieved when you do the Search function.
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To build your connections, you first need to hover your cursor over the display name on the Administration bar and select
My Connections from the drop-down menu.

John Smith
My Profile Activity Stream
My Account Change Language

The Connections page appears.

p search by Name: Search
== Search by Role: and/or
ﬂ\ Contacts Directory
B~ 8 cp EF & H I ) KLMMNTO OP r|s][T

Change Picture e

Activity Stream Everyone My Connections Requests Received Requests Sent

My Profile
VIS Jack Muller Mary Wilkams
@acme.exoplatform.com jack.miller@acme. exoplatform.com l mary.wiliams@acme.exoplatform.com

m Contacts Found: 3
Connection : Remove Connection Connection : Remove Connectior

Connection : Remow

This page consists of the following tabs:
« Everyone: lists users who have registered in the eXo Platform system.

« My Connections: lists users who have established connections with you. You can remove these connections by clicking
Remove Connection.

* Requests Received: lists users who have sent you connection request. You can click Confirm to accept being as
his/her contact or Ignore to refuse.

« Requests Sent: lists users to whom you have sent connection requests. You can also click Cancel Request to revoke
your request.

Depending each accessed tab, you can perform different actions:
e Search for contacts.
* View profiles of contacts.
¢ Send connection requests.
* Revoke a connection request.
¢ Accept/Deny a connection request.

« Disconnect from your contacts.

This function allows you to find your desired contact quickly by searching by name, and/or searching by role (by position,
and/or work skills), and searching by alphabets.

1. Select the relevant tab in which you want to do your search.
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« To search across all users in eXo Platform, select the Everyone tab. Alternatively, you can hover your cursor over your
display name and select Find Connections from the drop-down menu.

< To reduce the returned search results, select the appropriate tab before using the search box. For example, to search
for contacts with whom you have established connections, you need to select the My Connections tab.

2. Select the search criteria:

e Search by name: Enter the contact name you want to search into the Search by Name field. When you type,
the application automatically suggests contact names containing your entered letter. You just need to select one of
suggested names from the drop-down list.

Search by Name: T| Search
Search by Role: Abdelaziz Tleti driujur *
Click

« Search by role: Enter the position, and/or skills of the contacts you want to search for.
« Search by alphabets. See details in the Search by alphabets [28] section. (If you search by this criteria, skip Step 3).

3. Hit the Enter key, or click Search to find your desired contacts. The results will be listed in the People Found pane.

Note

¢ When searching by alphabets, only contacts whose last names start with the search letter are listed
in the Connections Found pane.

e The search results are also ordered by the last name.

To view the profile of a contact, simply click the contact name. You will be directed to his/her profile.

Mary Willams Remave comecion—af S |
By Marketing Manager
N
l Basic information
v ¥

Activity Stream

My Connections.

From his/her profile, you can see all his/her activities and connections.

« To see his/her activities, click Activity Stream on the left pane.
« To see his/her connections, click My Connections on the left pane.

« To return his/her profile page, click My Profile on the left pane.

Note

Regardless of being an administrator, you do not have right to edit profiles of other contacts.
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After specifying your desired contact, you can send a connection request via one of two ways.

Contacts Directory

mi a s @ o e Fle6 w1 3 k LM NOP QR ST UV WX Y My Connections

Contacts Found: 4

Chantal Yang Charles Magral |4 The second way Cong Thanh Nguyen
cyang@exoplatform.com cmagral@exoplatform.com congnt@exoplatform.com
Invitation sent : Cancel Request Connect

Chaien Roiloi

The first way
chaien@exoplatform.com

Connect

The first way
Click Connect to send your connection request.
The second way

Access the profile page of the contact to whom you want to send a connection request, then click Invite to connect at
the right corner of the profile page.

Basic information

User name: cmagral
First name: Charles
Last name: Magral

Email: cmagral@exoplatform.com

Contact

Charles did not enter any contact information yet
Experience

Charles did not enter any experience yet.

7 Note

If you follow the first way, the Connect text will become Cancel Request. Meanwhile, if you follow the
second way, the Invite to connect text will be turned into Revoke.

After sending connection requests to other users, you still can remove the requests by selecting the Requests Sent tab
and do one of two following ways.

The first way

Click Cancel Request to revoke the connection request.

Everyone My Connections | Requests Received Requests Sent

Contacts Found: 3
tuan pham Amaud Héntier Duocng Dai Nguyen
tuanp@exoplatform.com heritier@exoplatform.com duongnd@exoplatform.com

Invitation Sent 3 Cancel Request Invitation Sent m Invitation Sent | Cancel Request

The second way
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Access the profile page of the contact to whom you sent a connection request, then click Revoke at the right corner of
the profile page.
tuan pham

Basic information

User name: tuanp
First name: tuan
Last name: pham

Emall: tuanp@exoplatform,com
Contact
tuan did not enter any centact information yet
Experience

tuan did not enter any experience yet.

You can perform these actions via one of the following way:

The first way

Select the Requests Received tab to see the list of all connection requests sent to you
¢ Click Confirm to accept the request.
* Click Ignore to deny the request.

The second way

1. Access the Intranet homepage to see the list of all connection requests sent to you in My Invitations on the left pane.

My Profile

ﬁ' John Smith
N  Edit My Profile Add: @ Link N File
My Invitations All Updates MNetwork Updates Space Updates My Status
People (2) Spaces (0
John Smith
Jack Miller ? Mary Williams invited you to connect.
Iﬁ Mary Williams dhn * 1 it mment | Like | Accept | Refuse
Find More
ﬁ John Smith
\‘_._‘ Jack Miller invited you to connect.
t Comment | Like | Accept | Refuse
My Agenda N * l '

2. Click the contact name in the list to go his/her profile page.

¢ Select Connect to accept the request.

« Click Deny to deny the request.

In the My Connections or Everyone tab, you can remove the connections between you and the users who are as your
contacts via one of two following ways.
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Everyone | BULA®GGEEE | Requests Received | Requests Sent

The second way
Contacts Found: 2

Jameas Davis

Mary Williams

mary.williams@acme.exoplatform.com

5
[

james.davis@acme.exoplatform.com

|

Connection :I Remove Connectiorrlﬂ.— The first way Connection

: Remove Connection

The first way

Click Remove Connection to remove your established connection.

The second way

Accessing the profile page of the contact who is your connection, then click the Disconnect link at the right corner of the
profile page.

Mary Wiliams v

ick
Basic information

User name: man‘r
First name: Mary
Last name: Williams

Email: mary.wilhams@acme.exoplatform.com
Contact
Mary did not enter any contact information yet
Experience

Mary did not enter any experience yat.
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All activities of a user are displayed in the user's and Space's Activity Stream.

To enter the Activity Stream page, hover your cursor over your display name (for example, John Smith) on the
Administration bar and select Activity Stream.

John Smith

The Activity Stream page consists of the following tabs:

« All Updates: lists all updates of yours, of your connections, and of your spaces.
* Network Updates: lists all updates of users who have established their connections with you.
« Space Updates: lists all updates of spaces where you are a member or a manager.

« My Status: lists all your own activities, such as your profile updates, link updates or another activities pushed by yourself.

You can see activities of any registered people by clicking their display name to go their profile page, then select Activity
Stream on the left pane. However, for people to whom you have not connected, you only can view their activities but cannot
post any activities, comments or like on their activity streams.

In addition, you can keep track of activities of a space application. For example, whenever there is a hew post in the Forum
application, it will be updated in the activity stream.

The actions described in this section are those which you can do on activity streams of yours, of your connections or of any
spaces where you are a member or manager, depending on the accessed tab.

By entering your status message, you can tell people what are you doing on or ask for their helps or ideas. Thereafter, your
colleagues who are connected with you can see your updates in their connections.

There are 2 ways to post your status.
The first way

1. Hover your cursor over your display name on the right corner of the page.

John Smith

2. Input your status into the Status Update textbox from the drop-down menu, then hit the Enter key to accept updating
your status.

The second way

1. Go into the Activity Stream page as here.
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2. Enter your current status in the Status Update box.

Happy Valantna!
-

=

Add: & Link B File

Statlus Updale box m
Change Picture
Activity Stream All Updates Network Updates Space Updates My Status
My Profile
My Connections John Smith
“__- You are now connected with Jack Miller,
‘\l\ @ about 20 mir 1o * Comment | Lie
lack Miller

John Smith is now connected with Jack Miller.
@ about nutes ag Commant | Like

3. Click Share to accept sharing your status.

Your new status will be updated in two tabs: All Updates and My Status.

Note

You can use some HTML tags when updating your status. See more details in the Create rich activities
with allowed HTML tags section.

1. Click & Link

Add{¢? Link | N File

http://exoplatform.doud-workspaces.com| Click to attach the link —bEl

2. Enter the link and click + .

If the link address is correct, it will be attached, then shown with the overall content of the link.

rking on

Add: @ Link B File

Sign Up to Cloud Workspaces
Take a vide tour, try seme twicrials or browse the decumentation,
hitp:/ feloud-varkspaces.com

« If you do not want the thumbnail to be displayed, select the No thumbnail checkbox.
« If there is more than one thumbnail, you can click blue arrows to go through all available thumbnails.

« If you want to edit the link content, double-click the content and edit.

<2 Link

3. Click Share to share your entered link with your connections, or click again to remove your entered link.

1. Click M File o open the Select File box.
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what are you working on?
Add: @ Link B File

= Je——Click

2. Click Select File to open the Select Document form.
Select Document x
Select Drive Personal Drives -

ﬁIP ersonal Documents Private » [ 3]

I5F videos &

|

Music

.“:

Pictures

[=
=

Searches

| &

Favorites

E
h

m

Folksonomy

Bookmarks

=l

hbgvfds i

1

[ Select H Cancel ]

3. Select the relevant drive category from the Select Drive drop-down menu.

4. Select the folder and the server file, then click Select to finish uploading your selected file.

Note

You can also click ®* to select a file from your local device; Or click M5 to create a new folder.

You will see your uploaded file in the Select File box as below.

What are you working on?

Add: @ Link

B Test.cf

5. Click Share to share your uploaded file with your connections.

: To remove your uploaded file, simply click * next to your selected file, or click B File again.

You are allowed to delete your activities/comments that you created, and those in your activity stream and in the space
where your are the manager.

1. Select All Updates or My Status to view all your own activities.
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all Updates Network Updates Space Updates My Status

2. Select the activity you want to delete, then click

~ John Smith Delete this activity ——» D
£ e http://www.exoplatform.com/company/en/home
.\'.'i

Home | eXo

Build engaging, collaborative sites that connect your customers, partners or employees.
Source : http://www.exoplatform.com/company/en/home

@2 less than a minute ago * Comment | Like

3. Click OK in the confirmation message to accept your deletion.

This action allows you to get ideas, answers, and any additional information when your collaborators respond to your status
updates. Besides, you yourself give your ideas about any contacts' status update as follows:

1. Select an activity on which you want to comment.

2. Click Comment in the bottom line of the profile to open the Comment form.

Mary Williams
R John Smith is now connected with Mary Williams.
l' o about an hour ago * | Like
h Hi Mary, nice to connect with you :)

3. Enter your comment into the Comment form and press the Comment button. Your comment will be displayed right
below the profile.

Note

You can use some HTML tags when commenting on activities. See more details in the Create rich activities
with allowed HTML tags section.

The function allows you to show your interest by selecting Like and/or Unlike activities.

Like activities

1. Select the profile containing the activity you want to like.

2. Click Like beside the activity.
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Mary Williams
- Mary Williams has a new profile picture.
) ® |ess than a minute ago ® Comment | Unlike

You like this.

Unlike activities

You only can Unlike an activity after you liked it.
1. Select an activity that you clicked Like.

2. Click Unlike beside the activity.

When updating the status or writing a comment, you can use the following HTML tags:

Tags Description

Copyright © 2011 eXo Platform

<b> Render as bold text.
For example:
<b>Bold text</b>
<i> Render as italic text.
For example:
<i>ltalic text</i>
<a> Refer to an external link by using the href attribute.
For example:
<a href="http://cloud-workspaces.com">Cloud
Workspace</a>
<span> Group inline-elements in a document.
<em> Render as emphasized text.
For example:
<em>Emphasized text</em>
<strong> Render as strong (highlighted) text.
<p> Define a paragraph.
<ol> Define an ordered list. An ordered list can be numerical or
alphabetical.
<ul> Define an unordered or bulleted list.
<li> Define a list item. The <li> tag is used in both ordered (<ol>)
and unordered (<ul>) lists.
For example:
<ul> <li>Bullet 1</li> <li>Bullet 2</li> </ul>
<br> Insert a single line break.
<img>
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Tags Description

Define an image in an HTML page. The <img> tag has an
required attribute named src which specifies the URL of the
image.

For example:

<img src="http://t2.gstatic.com/
images?q=tbn:ANd9GcR59KE-
[tITWbaNBpB3K_uOJYMGEOHaQOx4htrm8DML6IUj90t4"/

>,
<blockquote> Define a long quotation.
<g> Define a short quotation.
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The concept "team work" becomes very familiar in business environment. By establishing one specific team or group, you
and your collaborators can work together on important projects. Based on the importance of team working, eXo Platform
develops the Space application, allowing you to collaborate with specific people. This means that if you want to work on a
team project, you can create a space for your team members to make organizations, share links and information related
to the project.

To access a space, click My Spaces on the Administration bar.

T8 My Sites My Spaces Dashboard Edit

The My Spaces page appears as below.

n My Sites My Spaces Dashboard Desktop Edit

+ Add New Space Find Space: Search

Add a new space

Filter

Bl ~©8 cp E F G HTI 1 KLMNOTPU GRS STUV WX Y Z
All Spaces || Invitations Received Requests Pending

Spaces Found: 2. Results displayed in order of alphabet

Access (Manager) PLF team (Manager)

‘ Members: 1 Members: 1

Accessible Space {No description)

Edit | Leave | Delete Edit |Lc‘-:|')‘:' Delete

The Space navigation includes the following tabs:

< All Spaces: all spaces, including your spaces, visible spaces, and hidden spaces where you are invited to become
members.

* My Spaces: spaces where you have the role as a member or a manager.
< Invitations Received: spaces where you are invited to become members by space managers.

* Requests Pending: spaces where you have requested for becoming their members.

Note

Administrator, who has the highest permission, can see all spaces regardless of the member role.

After redirecting to the Space application, you can add a new space so that you and your collaborators can work together
or discuss specific topics as follows:

1. Click +#adnewseace gt the left corner of the Space page.

2. Enter a space name, description and select the priority level in the Settings tab of the Add New Space form. There are
3 levels: High, Intermediate, and Low with textual explanations corresponding to each selected preference value.
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Add New Space x

Settings Access & Edit Invite users from group
Name e&Xo FC *
Priority  Intermediate -

{Space will be listed in the middle of the space list)

Description |For all members of eXo Football clubl

Create
3. Select an access level in the Access & Edit tab.
Add New Space x
Settings Access & Edit Invite users from group

Visibility @ visible © Hidden
Registration Open @ validation ' Close

({Space membership requires validation)

Create

 Visibility: By default, the Visibility value is set to be Visible.
« Visible: The space is always visible in the public spaces list.
» Hidden: The space is not visible in the public spaces list.
* Registration: By default, the Registration value is set as Validation.
» Open: The users sending their requests can join the space without any validation.
» Validation: The membership must be validated by the space manager.

» Close: The user cannot request for joining, but only the space manager can invite him.

4. Select all members of a specific group for your space where you are already 'manager’ in the Invite users from group tab.

One of the two following cases occurs when you select this tab.
« The first instance: You have been already the manager of a group. It means that you have created at least a space.

The Invite users from group tab will be displayed as below.

Copyright © 2011 eXo Platform p.24 Work with Spaces



Add New Space x

Settings Access B Edit Invite users from group

[ select a target group for this space

Once you have created a new space successfully, a group with the
space name will be automatically created.

If you want to select a group to invite users to join the newly created
space, please click the check box.

Create

i. Tick the Select a target group for this space checkbox to open the selection form.

ii. Select the group in the left pane, then its child group in the right pane.

Select a target group for this space x

&P organization
Group to invite users The child group to invite users

t » Jorganization/employees
= oy, Organization

4 4fjs Employees
& 4 Management

- 4fJs Spaces

You will see your selected group as below.

Add New Space x

Settings Access & Edit Invite users from group

Selected group:|,furganizatinn,"empluyee5 |4— Selected group
Select a target group for this space

Once you have created a new space successfully, a group with the
space name will be automatically created.

If you want to select a group to invite users to join the newly created
space, please click the check box.

Create

Note

To remove the selected groups, untick the Select a target group for this space checkbox.
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After you have selected one existing group, all users in that group will be invited to join your newly created space.
e The second instance: You have not been a manager of any group yet. It means that this is the first time you create

a space, so you cannot select a target group.

Add New Space x

Settings Access B Edit Invite users from group

Select a target group for this space

Once you have created a new space successfully, a group with the
space name will be automatically created.

This feature is disabled because you need to be manager of a group
to invite its users in a space.

Create
5. Click Create to finish adding your new space.
The new space appears.
‘ eXo FC he space Navigation ba —r‘ Hamea Discussions Wiki Documants Agenda Members
Welcome to eXo FC
{Mo dascription) Add: @ Link N Fila
Administrators :
member(s) 1 1 eXo FC

exg FC was created by John Smith.
l - r Commant | Like

Welcome to eXo FC space. This content
has baan generated automatically.
Switch to adit mode to update it

« Click each application on the space Navigation bar to use its functions.

* When a new space is created, a forum with the same name as this space is also created in the Forum application.
In case this forum is removed from the Forum application, all members of the space cannot see the space's forum
anymore when clicking Discussions on the space Navigation bar.

Note

When more than two space characters are input between words in the space name, these spaces will be
converted to ONLY ONE space when being displayed. With space characters at the beginning and end of
space names, these space characters will be also omitted.

After being created, your space will be automatically added to the My Spaces button on the Administration
bar. Therefore, you can access your space by clicking My Spaces --> [Space Name] from the drop-down
menu.

Join a space
Click My Spaces on the Administration bar, then click the All Spaces tab to display all your spaces and ones whose
Visibility is setto "Visible".

There are two cases to join a space:
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« The first instance: For spaces without validation required, click Request to join corresponding to your desired space.
You will automatically become their members.

« The second instance: For spaces with validation required, after clicking Request to join, you have to wait for the
validation from the space's owner who can accept or deny your request.

Revoke your request

* To revoke your request for joining a space that has not been validated by its owner, simply click Cancel.

PLF team (Request Pending)

l Members: 1

(Mo description)

Leave a space

« To leave a space, simply click Leave.

eXo FC (Member)

a Members: 2

Faor all members of eXo football club

If you are the only leader of that space, the message which informs that you cannot leave a space will appear as below.

Messages x

Error Warning Information

Note

After you have left a space, the space will not exist in the My Spaces tab, but in the All Spaces tab (for
the "visible" space only).

To view one detailed page of a space, you must become its member first. Then, do either of the two following ways to
view the space.

The first way

* Hover your cursor over My Spaces on the Administration bar, and select your desired space from the drop-down
menu.

The second way

« After entering the My Spaces pane within the Spaces application, click the name of your desired space.
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All Spaces Invitations Received Requests Pending

Spaces Found: 2. Results displayed in order of alphabet.

PLF team gerl  cjick eXo FC (Manager)
Members: 2 ‘ Members: 1

(Mo description) (No description)

Edit | Leave | Delete Edit | Leave | Delete

The detailed page of the space displays information about the space. The functions you can perform depending on your
granted permissions or whether you are the space's creator or not.

As a normal user, you can:
< Ask for joining the public space or leave the space.
¢ Accept or deny to join a space.
« Invite new members to take part in your space.
Besides the actions above, as a space manager or creator, you can:
« Edit the space settings, including description, priority level, and avatar.
¢ Change the visibility of your space.
« Promote/Demote roles of space members.

* Remove members from your space.

Only the space managers can delete their spaces by clicking Delete under the space name. All information and navigations
related to that space are also deleted.

The Search function in the Spaces application helps you easily find spaces from one of the tabs in the Space navigation.
After accessing your desired spaces tab, you can search for spaces by Name and Description or Alphabets.

Search by name/description

1. Enter the key word into the Find Space field.
2. Press the Enter key or click Search.
The found spaces will be listed in the Spaces Found pane.

Search by alphabets

Simply click a specific letter.
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Filter

|AIIABCDBFGHI]KLMNOPQRSTUVWXYZ

m My Spaces | Invitations Received Requests DendmgT

Spaces Found: 2. Results displayed in order of alphabet. Search by alphabets
eXo (Invitation Received) eXo Tunia
Members: 1 Members: 2
(No description) This is description for Space_06
Acceapt | Ignore Join

Only spaces whose names start with the search letter are listed in the Spaces Found pane.

This function allows you to accept and/or deny invitations that you received from others. You can see all spaces which
are being waited for your acceptance in the Invitations Received tab, or in the My invitations tab in the left pane of the
Intranet homepage.

1. Access the Intranet homepage, then click Space in the My Invitations tab on the left of the Intranet homepage. A list
of spaces which you are invited to join appears.

Select
My Invitations l All Updates Network Updates Space Updates My Status
poople (3) | [Spaces (2)|
A X James Davis
2 PLF team (1 member) Jack Miller invited you to connect.
2 eXo FC (2 members) @ about 3 hours age = Comment | Like | Accept | Refuse
Find More
James Davis
Mary Williams invited you to connect.
about 22 hours ago = Comment | Like | Accept | Refuse
My Agenda L ‘ ‘ pE T Relus
Tasks (C :
Events (0) | o) James Davis
John Smith invited you to connect.
Show My Calendars @ about a day ago * Comment | Like | Accept | Refuse

2. Click the space name to open the Invitations Received tab.

All Spaces | My Spaces  ||BRGUIEEEREEEEGM || Requests Pending

Spaces Found: 2. Results displayed in order of alphabet.

PLF team (Invitation Received) eXo FC (Invitation Received)
l Members: 1 l Members: 2

(Mo description) (No description)

Accept | Ignore Accept | Ignare

» Click Accept to accept joining the space.

¢ Click Ignore to deny joining the space.

Note

You can also go to the Invitations Received tab by clicking My Space --> Invitations Received.

This function allows you to change the initial settings of a space if you are the creator or have the Manage permission on
it. With this function, you can do the following actions:

¢ Change space information
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¢ Change visibility
« Manage members
« Manage space applications

« Edit space navigation

To perform the actions above, first access the Space Settings by following one of 2 ways:

The first way
1. Click My Spaces on the Administration bar to direct to the My Spaces page.

2. Click Edit corresponding to the space which you have the Edit permission.

exo PLF team {Manager)

Members: 1

(Mo description)

| Leave | Delete

3. Click ““/ next to the space name.

The second way

1. Hover your cursor over My Spaces on the Administration bar, then select one space from the drop-down menu.

2. Click "%/ next to the space name.

PLF team ©

Note

You only see L2 for spaces which you have the Edit permission.

This function allows you to edit the basic information of a space.

1. Select the Settings tab in the Space Settings page.
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H PLF team R
Home Discussions

Settings

Access & Edit

Members

Applications

MNavigations

Name:  p|F team *

Description:  (no description)

Prionity: |ntermediate v

Save

2. Change information in the Description and Priority fields, and the space avatar.

To change the space avatar, click f, or directly click the current space avatar to open the Upload an Image form.
For more details, see the Upload your profile avatar section.

Note

You cannot change the space name.

3. Click Save to accept your changes.

1. Select the Access & Edit tab in the left pane of the Space Settings page.
2. Change values of Visibility and Registration if you want. For more details, see here.

3. Click Save to accept your changes.

Select the Members tab in the left pane of the Space Settings page to open the Manage members form.

Settings Invite Users : - !1‘_ L
Access & Edit ;
L e e
Applications Jack Miller @ validate Invitation © Decline Invitation
Mavigations
Invited Actions
James Davis © Cancel Request
Members Actions
John Smith & Revoke Manager © Remove Member
Mary Williams A8 Grant Manager © Remove Member

Here, you can do many actions on members as stated below.
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You can invite other users to join your spaces as follows:

The first way

* If you know the username of a person, simply enter his/her username in the textbox, then click &&.

To invite multiple people, use commas to separate your multiple entered usernames.

The second way

1. Click <& to open the Select Users form.

Select Users

Search:

Username

Larry
demo
james
john
mary

root

Usemame - O

First Name

Larry
Jack
James
John
Mary

Root

Last Name Email

Tran Larry@gmail.com

Miller jack miller@acme exoplatform.com
Davis james.davis@acme.exoplatform.com
Smith john.smith®@acme_exoplatform.com
William s mary william s @acme exoplatform.com
Root root@localhost

Add Close

2. Select your desired users by ticking their corresponding checkboxes, and click Add.

You can also search for your desired members in eXo Platform, do as follows:

i. Enter a search term into the Search box.

ii. Select a criterion you want to find in the combo box next to the Search box.

iii. Click = to perform searching.

3. Click &2 to invite your selected users.

After that, you will see the list of invited users.

If your invited users have not accepted your requests yet, you can revoke your invitations by clicking @ relf=aee= The
users will be removed from the Invited list.

As a manager or creator of a space, you can validate other users' requests for joining your space.

* To accept a user's request for joining your space, click @ vaiste instion

* To decline a user's request for joining your space, click @ s mi=ten jn the Action column.
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* To promote a member to the manager position, click # S=n:#== i the Manager column. The user will be automatically
promoted as a manager in the current space.

* To demote a member, click & Revoke manager

; Note

Be careful not to remove the rights for yourself; otherwise, you will not be able to edit your space's settings
anymore, except that you are an administrator.

Click @ se=mev=nemter corresponding to the member you want to delete in the Members list.

Select the Applications tab to go the Applications page which allows you to manage space applications.

- PLF team
Settings e Al application

Access B Edit

Home Discussions Wik Documents Aganda Membaers

Mambers

Navigatians

Calendar
Calendar Portlet

Remava this apphcation —tlE

Content Explorer L
Content Explorer

Forum 2}
Farum Portlet

1. Click Add Application to open the Space Application Installer form.

Space Application Installer x
5 Categories & select applications
» Admi i i
mn T Add a new ® P
» Adoption Address Book application

Type: portlet 3
Description: Contact Portlet

» Collaboration

m

» Content

» Controll
ontroller Agenda Gadget

» ECM Type: gadget

Description: Tasks and Upcoming Event list.

» Form Generator Portlet
» Forms
» Gadgets Answers

) Type: portlet
» Integration W Description: Answers portlet

» Navigation

2. Select the application you want to add by clicking =)
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If there is no available application, ask your system administrator to gain the access right.

To remove an application, click (i corresponding to the application name.

Note

You cannot delete the Space Setting application because it is configured as a mandatory space application.

You can easily edit a space navigation, such as adding a new node, editing a node, replacing in the navigation, moving
up/down a node, and taking other actions in the context menu as follows:

1. Click the Navigations tab to open the space navigation.

2B PLF team
Settings /spaces/plf_team
Access & Edit Bt
Members = PLF team
Applications Discussior

Document
Agenda

Members
Space Se

Content £

Add a new node

You can take the following actions:

+

r

Home

Add new Node

Edit Node's Page

" Edit this Node

| Copy Node

Eb &= |

Clone Node
Cut Node
Delete Node

Move Up

| Move Down

Discussions Wiki

Save

« Right-click a node name (space name) and take actions in the context menu, such as adding/editing/deleting a node,

editing a node's page, copying/cloning a node, and more.

* Click Add node; Or right-click any white area to display + rewnode | then select this button. The Add/ Edit Page Node
form appears and allows you to add information to your new node.

For more details, see the Manage Navigation Nodes section.

2. Click Save to accept all changes.
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Dashboard is one portlet hosting mini-applications known as gadgets. The dashboard uses a variety of graphical effects
for displaying, opening and using gadgets.

Gadgets within the Dashboard portlet may be moved, or rearranged. Users can create new gadgets and delete unnecessary
ones. Also, users can open many gadgets with different settings at once.

1. Click Dashboard on the administration bar.

2. Click Add Gadgets to open the Dashboard Workspace. The Dashboard Workspace lists all available gadgets.

Soclal @ | +

o Add Gadasts
RSS: Gateln

P ~

& Does Developing Portlats Make You a Better Devaloper?

& JBoss Portet Bridge 2.1.0FINAL Released - Better
_ _ Ajax-over WSRP Support!
SMTWTF S

& A New Age of Portiet Bridges - A JUDCon Interview
& JBoss Portlet Bridge 2.1.0.CR1 Now With WSRP v2 Support
3 1415 & Gateln @ JUDCon Berlin
18- & We are looking for you !
& Gateln 3.1 has been released

& Looking for a Senior Soltware Developer

3. Select a gadget in the Dashboard Workspace.

b=| Dashboard Workspace X

v GCadgets

Calculator
Calendar
Rss Reader
To-do

4. Drag and drop the selected gadget into the Workspace.

The edit icon on gadgets only displays when the gadget has some gadget preferences. This icon enables users to display
the edit form and change preferences of gadget.

To change preferences of a gadget, for example RSS gadget, do as follows:

1. Click the edit icon to open the edit form of RSS gadget.
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RSS- Gateln _| [a] [

&y Does Developing Portlets Make You a Better Developer? -

Ay JBoss Portlet Bridge 2.1.0.FINAL Released - Better
Ajax-over-\WSRP Support!

A& A New Age of Portlet Bridges - A JUDCon Interview

m

j':; JBoss Portlet Bridge 2.1.0.CR1 Now With WSRP v2 Support
Ay Gateln @ JUDCon Berlin

jh VWe are looKing for you !

h Gateln 3.1 has been released —

E;,, Looking for a Senior Software Developer

d. Moatale T A CTA

2. Enter your preferred RSS into the FEED URL field and one numeric character (from 1 to 100) in the Items field. The
numeric character you entered is the number of items displayed in the RSS gadget.

3. Click Save to accept your changes, or Cancel to close the edit form without any changes.

To add more gadgets from external sources, do as follows:

1. Open the URL (.xml or .rss) of your desired gadget. For example, http:/bejeweledg.googlecode.com/svn/trunk/
bejeweled.xml.

2. Return to your portal, and click Dashboard on the administration bar.

3. Click Add Gadgets in the Dashboard to open the Dashboard workspace.

4. Paste the URL achieved in step 1 into the text box next to '+

5. Click the plus icon to add the new gadget to the page.

The dashboard lets you add your gadgets to multiple tabs. To do so, simply add a new tab as follows:

1. Click the plus icon on the Dashboard tabs bar.

Social @  |Documentations| © +

Enter the tab name

2. Give one name for the tab which appears and then hit the Enter key to take effect.

To rename your added tab, you first need to select the tab and then double-click the tab name until the textbox appears
for you to rename.

To delete one tab, simply click |® | next to each relevant tab and then click OK in the confirmation message.
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The user guide has provided a thorough explanation of basic terms and features within eXo Social. Now, you have
known how to use People, Activities and Spaces easily and effectively. To learn more and contribute to the open source
development, please see the followings:

¢ Learn more about eXo Platform 3.5.

¢ Video demos, tutorial and more in the eXo Resource Center.

¢ Access another eXo documents in the eXo Wiki.
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