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Chapter 1.

eXo Platform

Contribute to documentation

Your feedbacks are so important to our documentation. If you find typographical errors in this
manual, or think of a way to make this guide better, we are always pleased to hear from you.
Let us know your questions and suggestions on both eXo Platform 3.5 and this user guide by
participating in our community website:

http://community.exoplatform.org/portal/public/classic/forum

Introduction

As a solid enterprise-ready foundation for your portal-based applications, eXo Platform provides
users many experiences for creating modern, user-centric Java applications that can be deployed
on premise or in the cloud. Therefore, obtaining a comprehensive understanding of concepts is
critical to benefit from the eXo Platform capabilities and features. The eXo Platform user guide
represents these concepts by providing a series of description related to eXo Platform features.

This documentation is divided into the following chapters:

eXo Platform provides you basic information of eXo Platform, system requirements, and
browser compatibility.

Tutorials gives you a list of glossaries commonly used in applications of eXo Platform, interface
of eXo Platform 3.5, and how to manage your accounts and language.

Manage Your Organization is a collection of a portal-based actions, allowing you to manage
users and groups, permissions, portal/website, navigation nodes, pages and applications.

Organize Your Content gives you how to structure your content, manage contents, newsletters
and workflows.

Collaborate With Your Colleagues shows you actions to enhance communication and
collaboration through emails, address books, chat and calendars.

Organize Your Knowledge shows you how to build wikis, forums, and FAQs.

Build Social Network covers actions on managing your profiles and spaces, building networks
and following activities in your network.

About eXo Platform

eXo Platform is the first and only integrated, cloud-ready user experience platform for building
and deploying transactional websites, managing web and social content and creating gadgets
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and dashboards. eXo Platform lets companies leverage their existing Java infrastructure, while
accommodating to the changes of user behavior driven by the consumer web technologies, such
as social networks, social publishing and forums.

After running eXo Platform 3.5, open a browser window and enter the URL provided by your
administrator, for example, http://localhost:8080/portal/default.

You will be directed to the default page of eXo Platform 3.5.



http://localhost:8080/portal/default.

About eXo Platform

exo

Welcome to

eXo Platform 3.5

What's New in Advanced Content
eXo Platform 3.5 Management

Login to the ACME website

eXo Platform 3.5

The Cloud-Ready Portal and User Experience Platform

eXo Platform is the first and only integrated user experience platform for building
and deploying transactional websites, managing web and socdal content and
creating gadgets and dashboards.

2 An Enterprise Portal Foundation: 3 hghtweight, standards-based portal for
integrating applications, portlets and gadgets, with security features like access
control and single sign-on.

#  Complete Enterprise Content Management: easily build websites, author and publish
content, capture and organize documents and unstructured content, and store
everything in the built-in Java Content Repository.

> Social Networks & Collaboration: transform your portal-based app into a wbrant
online community by adding forum, chat, calendars, wikos and more; support for
OpenSocial allows users to create and connect nch user profiles, publish actiity
streams, and collaborate n dedicated spaces,

2 Development Platform: 3 full-featured development environment for buillding and
integrating apphcations, gadgets and mashups

# Cloud-Ready: multi-tenancy at the WM level optimizes resource ubhzation and
reduces the cost of deploying intranets and websites within a customer's pnvate
doud emaronment.

2 Mobile: native Phone, iPad, and Android apps let you take your intranet with you
Access your personahzed gadget dashboard, activity stream, document repository,

and more. Leam maore about eXo Mobile Apps

What Crarn Voirr N with a¥na Platfarrm [R5 7

Rich Social anc
Collaboration Feat

Login to the ACME social intra

Getting Started

Existing eXo Platform users may want
out the What's New arbde.
Comprehensive documentation
admins, developers and end users wi
informabon they need to develop ar
successful projects with eXo Platform.

Developer Guide

Step-by-step tutonals to help you b
project.

Administrator Guide

How to install and manage eXo Platfor

User Guide

For end users to leam how to

features

More Resources

I I/-F C
I T’ !
Resource eXo €
Center Community i

Prepare Your Tear
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Architecture of eXo Platform 3.5

eXo Platform 3.5 can be deployed in various ways, depending on your aims. However, most
applications integrated into eXo Platform are arranged in certain patterns.

The following illustration shows the overall architecture of eXo Platform 3.5.

‘eXo Platform 3

User Experience Services

Content Enterprise
Management Social

Custom App

Development Collab

Mobile Apps Communication

Cloud-Ready Enterprise Portal

The foundation of eXo Platform 3.5 is an enterprise portal and content management system.
This provides a powerful set of REST-based services for rapid website development, content
management and gadget-based development and deployment. eXo Platform 3.5 is a combination
of the following features.

» An enterprise portal serves as a powerful framework for developing portlets and other web-
based user interfaces, and is based on the open source Gateln portal project co-developed by
eXo and Red Hat.

* Web Content Management extends portal-based applications, allowing you to build dynamic
and content-rich websites.

» Document Management for capturing and organizing documents and unstructured content, with
content storage in the built-in Java Content Repository (JCR).

« XCMIS is an implementation of the full stack of Java-based CMIS (Content Management
Interoperability Specification) services, so eXo-based applications can integrate with existing
content management tools.
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« Business Process Management (BPM) from Bonita Open Solution enables you to define
workflow processes with automatic actions for web content, documents and more.

e Cloud-ready features allow eXo Platform 3.5 to run in multi-tenant environments, so social
intranets and websites can take advantage of the benefits of private and public cloud platforms.

With eXo Platform 3.5, you can customize and extend your portal-based applications with user
experience services to build social intranets and extranets.

» Enterprise social network features allow users to connect, collaborate within dedicated spaces,
and publish real-time updates in activity streams. Support for OpenSocial provides a framework
for building gadgets that can display and mash up activity information for contacts, social
networks, applications and services.

» Collaboration & communication tools let you build a more productive and interactive dashboard
for social intranet users. Intuitive Mail, Chat, Calendar and Address Book functionalities can
seamlessly extend your portal-based web applications.

* Knowledge management features, including Forums, Answers, FAQs, and a complete
enterprise wiki, can transform an extranet into an interactive online community and valuable
knowledge base.

« Custom development in the web-based IDE is an intuitive web-based development environment
where you can build, test and deploy client applications, such as gadgets and mash-ups, and
RESTful services online. Offering the ability to extend eXo Platform online, eXo IDE instantly
publishes applications which can be created and deployed immediately in your portal-based
solutions.

* CRaSH is an open source tool to view and query content within a JCR server at runtime. It
enables you to browse JCR trees, and serves as a shell for executing JCR operations easily,
such as importing or exporting data securely. You can now extend the shell by writing the Groovy
commands, without recompiling easily.

« Native mobile applications for iPhone, iPad and Android allow users to easily and securely
access their personalized intranet dashboards, activity streams, documents and more.

See al so

» System requirements

* Browser compatibility

System requirements

To run eXo Platform 3.5, your system is required to meet the following specifications or higher.

e CPU: 2GHz




Chapter 1. eXo Platform

* Memory: 2GB of RAM

Disk: 200MB

OS: Windows, Linux or Mac OS X

Java 6 (Set the JAVA_HOME environment variable)
» Browser: Firefox 3+ or Internet Explorer 7+
The eXo server will run on the 8080 portal, so make sure this port is not currently in use.

See al so

* About eXo Platform

« Browser compatibility

Browser compatibility

eXo Platform 3.5 is designed to work within an Internet browser, and we have made every effort
to make eXo Platform 3.5 compatible with as many of common web browsers as possible.

This product has been thoroughly tested on the following stable browsers:

« Internet Explorer 7
 Firefox 3.5 and 3.6

Unfortunately, we have not been able to make this product compatible will ALL browsers.
Therefore, we strongly recommend that you SHOULD use the browsers listed above. A number
of unknown errors are due to the use of another browsers that may include the data or files loss.
In case of any questions, please check with your administrator.

Note
The browser's Back button takes you to the previous page you were viewing.

Using the browser's Refresh button only refresh the opening browser without losing your
created data.

See al so

* About eXo Platform

» System requirements
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Tutorials

eXo Platform is a full-featured application for users to have many experiences in building
and deploying transactional websites, authoring web and social content, creating gadgets and
dashboards with reliable capabilities of collaboration and knowledge.

This chapter covers the following topics:

* Glossary provides terms which are commonly used in eXo Platform applications.

» eXo Platform 3.5 interface introduces the default page of eXo Platform 3.5, and ways to enter
the sample portals built in eXo Platform 3.5 before using functions.

e« Manage accounts gives you how to register new accounts, sign in and out, change account
settings, and retrieve your account and password.

e Manage language includes procedures on how to change the display language permanently
and for another users.

Note

Some accounts will not include all features stated in this guide due to limitations of user
role. Check with your administrator to assure which features are enabled for your account
or ask for more appropriate rights.

Glossary

This section provides a number of terms that you will encounter when implementing eXo Platform.

Portal

Portal is a key web-based environment for aggregating and personalizing information via specific
portlets with an interactive and consistent look and feel. Users and administrators are able to
integrate information, people and processes via a web-based user interface. This framework
enables aggregation of enterprise content and business applications with flexible management
and personalization options.

Portlet

Portlet is a pluggable component in a portal through which users can access some specific
information, including supports, updates, or mini-applications. The portlet produces fragments
of a markup code that are aggregated into a portal page. Typically, a portal page is displayed
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as a non-overlapping portlet windows collection, where each portlet window displays a portlet.
Content generated by a portlet can be customized, depending on the configuration set by each
user. Portlets can be divided into two following types:

* Functional portlets which support all functions of a portal. They are built into the portal and
accessed via toolbar links when the portal-related tasks are performed.

« Interface portlets which constitute the eXo Platform interface as front-end components of the
portal.

Navigation

Navigation is a node (so-called menus) containing hyperlinks to other parts of a portal. The default
navigation menus in eXo Platform are located in the Administration bar with 3 navigation types:

* My Sites: This navigation links to separate sites of the parent portal. Each site has only
one navigation and it is automatically generated when the site is created. This functionality
allows different sites to individually control some portal-related aspects, such as portlets, while
maintaining other content standardized with the parent portal.

« My Groups: The content of this navigation varies for each user, depending on the type of
logged-in account.

« If you are logged in as a user account, this navigation holds personal links set up by yourself.

e If you are logged in as a manager account, this navigation contains links to pages for
registered users and administrative tasks and personal links.

 If you are logged in as an administrator account, the navigation adds further management
capabilities, such as Internationalization and community management.

« Dashboard: This navigation contains links and portlets (or gadgets) selected by yourself. This
user navigation is created automatically when your account registration is successful. This
navigation only can be deleted when you are removed.

» Desktop: This typical application of eXo Platform not only takes advantages of normal portals
but also is developed with many outstanding features. This navigation allows users to organize
pages in the "icons" form.

« Edit: This navigation type only appears in the Administration bar when you logged in as an
administrator. This navigation contains links to add new pages to a portal, to edit a page or to
change the portal's layout and navigation.

Gadget

Gadget is a mini web application running on a platform that a user can integrate and customize
in the website.




Modes

Modes

eXo Platform offers two access modes by default:

* Public mode is for guest users (visitors) who are not registered. In this mode, you are not
required to sign in, but limited to public pages in the portal. After being registered successfully,
you can use the private mode, but must contact the Portal administrators to get more rights or
the group manager to become the member and gain the access to the group.

« Private mode is for registered users who will apply their usernames and passwords to sign
in. This mode supports users in taking many actions, such as creating private pages, editing
or deleting them, "borrowing" pages from others by creating hyperlinks, changing languages to
their individual needs, managing private information.

Permission

Permission settings control actions of a user within the portal and are set by the portal
administrators.

* Permission types define what a user can do within the portal.

* Access permission enables users to utilize portal contents, such as signing in, viewing
contents, rearranging portlets. This permission can be set for multiple member groups.

» Edit permission enables users to change portal contents (changing portal or page
information, deleting a portal/page). The edit permission is set for only one group at one time.

« Permission levels specify where the users' permission types can be applied in the portal.

» Portal: The permission at the portal level includes actions permitted in all pages within the
portal. Users with the access permission can view (but not edit) all the pages within the portal.
Meanwhile, users with the edit permission at the portal level can change any page in the
portal.

» Page: The permission at the page level restricts users to several particular pages. Users
are only able to see and/or edit pages they have been given access to, depending on each
permission type assigned to them.

» Portlet: The permission at the portlet level enables users to create a page through dragging
and dropping portlets into a page. Some portlets are only used for administrators, while some
are for regular users. Thus, administrators need to set proper access permissions for each
specific group. Permission types and levels can be effectively implemented to control who
can do and what can be performed within the portal.

Repository

Repository is a locus where contents or digital data are maintained. Users can access without
traveling across a network.
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Workspace

Workspace is a term used by several software vendors for applications that allow users to
exchange and organize files over Internet. A content repository is composed of a number of
workspaces. In eXo Platform, the content repository consists of more than one workspace.
The "repository” contains multiple workspaces, including system, backup and collaboration
workspaces.

« System workspace: It is used to reserve "system folders".

» Backup workspace: The backup process depends on the published content timestamps, each
published document has a duration during which it can be published. Also, when it exceeds the
timestamps, it will be automatically archived to the backup database. This workspace is almost
used with the Workflow-based content publication lifecycle.

» Collaboration workspace: It allows users to validate and manage documents. This is the
central place to store and edit contents and media.

Drive

Drive may be defined as a shortcut in the content repository. It enables administrators to limit
visibility of each workspace for groups of users. It is also a simple way to hide the complexity of
the content storage by showing only the structure that is helpful for business users.

In details, a drive consists of:

« A configured path where the user will start when browsing the drive.

A set of allowed views that will allow the user to limit the available actions, such as editing or
creating content while being in the drive.

» A set of permissions which limits the access and view of the drive to a specified number of
people.

« A set of options to describe the behavior of the drive when the users browse it.

Node

Node is an abstract unit used to build linked data structures, such as linked lists and trees, and
computer-based representation of graphs. Nodes contain data and/or links to another nodes. Links
between nodes are often implemented by pointers or references.

Also, a node can be defined as a logical placeholder for data. It is a memory block which contains
some data units, and optionally a reference to some other data. By linking one node with other
interlinked nodes, very large and complex data structure can be formed.

10
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Version

Versioning means that at any given time the node's state can be saved for possible future recovery
and the action of saving called 'check-in'. A workspace may contain both versionable and non-
versionable nodes. A node is versionable if it has been assigned a mixin type mixin: versionable;
otherwise, it is a non-versionable node. A version exists as a part of a version history graph that
describes the predecessor/successor relations among versions of a particular versionable node.

A Mode

o

Version 1

Version 2
(Base Version)

The software versioning is the process of assigning either unique version names or unique version
numbers to unique states of computer software. Within a given version number category (major,
minor), these numbers are generally specified by increasing the order that corresponds to new
developments in the software. At a fine-grained level, the revision control is often used for keeping
track of incrementally different versions of electronic information, whether or not this information
is actually computer software.

WebDAV

WebDAV stands for Web-based Distributed Authoring and Versioning. It is a set of extensions
to the Hypertext Transfer Protocol (HTTP) which allows users to collaboratively edit and manage
files on remote World Wide Web servers.

The protocol was to make the Web a readable and writable medium. It provides users with the
functionality to create, change and move documents on a remote server (typically a web server
or "web share"). This is useful for, among other things, authoring the documents which a web
server serves, but can also be used for general web-based file storage that can be accessed from
anywhere.

Podcast

The "Podcast" term is a combination of iPod and Broadcast. In eXo Platform, podcast is an audio
file which you can download and listen to on your device, such as a computer, or a MP3 player.

11
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File Plan

File plan is a type of document for planning the primary records management. Although file plans
can differ across organizations, their typical functions are to:

» Describe types of items which are acknowledged to be records.

« Describe what broader category of records to which the items belong.
* Indicate where records are stored.

» Describe the retention periods for records.

» Delineate who is responsible for managing the various types of records.
Symlink
Symlink is a special file containing a reference to document or folder. By using symlinks, you can

easily access specific nodes (target) that symlinks point to. In Sites Explorer, a symlink has a
small chain symbol next to its icon:

=
Documents.Ink

eXo Platform 3.5 interface

After starting eXo Platform 3.5 successfully, ask your administrator for the proper link to run
eXo Platform, for example http://localhost:8080/portal/default/. After pasting this link into one
browser, you will be directed to the default page of eXo Platform 3.5.
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eXo Platform 3.5 interface

exo

Welcome to

eXo Platform 3.5

What's New in Advanced Content
eXo Platform 3.5 Management

Login to the ACME website

eXo Platform 3.5

The Cloud-Ready Portal and User Experience Platform

eXo Platform is the first and only integrated user experience platform for building
and deploying transactional websites, managing web and socdal content and
creating gadgets and dashboards.

2 An Enterprise Portal Foundation: 3 hghtweight, standards-based portal for
integrating applications, portlets and gadgets, with security features like access
control and single sign-on.

#  Complete Enterprise Content Management: easily build websites, author and publish
content, capture and organize documents and unstructured content, and store
everything in the built-in Java Content Repository.

> Social Networks & Collaboration: transform your portal-based app into a wbrant
online community by adding forum, chat, calendars, wikos and more; support for
OpenSocial allows users to create and connect nch user profiles, publish actiity
streams, and collaborate n dedicated spaces,

2 Development Platform: 3 full-featured development environment for buillding and
integrating apphcations, gadgets and mashups

# Cloud-Ready: multi-tenancy at the WM level optimizes resource ubhzation and
reduces the cost of deploying intranets and websites within a customer's pnvate
doud emaronment.

2 Mobile: native Phone, iPad, and Android apps let you take your intranet with you
Access your personahzed gadget dashboard, activity stream, document repository,

and more. Leam maore about eXo Mobile Apps

What Crarn Voirr N with a¥na Platfarrm [R5 7

Rich Social anc
Collaboration Feat

Login to the ACME social intra

Getting Started

Existing eXo Platform users may want
out the What's New arbde.
Comprehensive documentation
admins, developers and end users wi
informabon they need to develop ar
successful projects with eXo Platform.

Developer Guide

Step-by-step tutonals to help you b
project.

Administrator Guide

How to install and manage eXo Platfor

User Guide

For end users to leam how to

features

More Resources

I I/-F C
I T’ !
Resource eXo €
Center Community i

Prepare Your Tear



Chapter 2. Tutorials

Here, you have an overview of eXo Platform through default contents displayed in this page. With
eXo Platform, you can do almost everything, especially building social intranets and websites.
From the default interface of eXo Platform 3.5, you are provided with two sample portals of a
fictitious company named "ACME" where you can discover key features and customizability of
eXo Platform. Therefore, before doing any actions, you first need to go to either of the provided
portals (ACME website or ACME social intranet) by clicking one of the following links:

« At the top of the default page's body:

Advanced Content Rich Social and
Management Collaboration Features

Login to the ACME website Login to the ACME social intranet

* Or, at the bottom of default page's body:

Explore the ACME website and social intranet:

Visit the ACME website Enter the ACME social intranet

or login as Mary (author) or login as John {(administrator)

Note

All actions or your registered information will be auto-synchronized between these sample
portals.

Manage accounts

Register new account

As a guest user, you can visit eXo Platform but are limited to many contents and applications. To
access more contents or perform some actions in various applications, you first need to register
by yourself and contact the portal administrator to gain certain permissions.

1. Click Register on the top of the portal if you are in the ACME sample site.

If you are in the ACME Social intranet, click Register at the bottom of the portal.
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Register new account

Sign in | Start a new session

Register | Create an account

The Create New Account page appears as below:

Create a New Account

Username: |john
Password:

Confirm Password: |,..eeses
First Name: [15hn
Last Name: [gmith

Email Address: john,smith@acme . exoplatform.com

£ahpg—

edhpg

Text Validation:

Subscribe Reset

Details:

Table 2.1.

» Fill this form to register your
1 user account. Then click here to

login

Click to check if the your
username is available

Field Description

Asterisk (*)

This mark next to each field indicates that it
is required to input values in this field.

Username

Password

The name used to log in. Only alpha,
digit, underscore, dash and dot characters
are allowed with its length from 3 to 30
characters.

The authentication string which must be
between 6 and 30 characters, including
spaces.

Confirm Password

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

First Name

Last Name

The user's first name which must start with a
character. Its length must be between 1 and
45 characters.

15
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Field Description

The user's last name which must start with a
character. Its length must be between 1 and
45 characters.

Email Address The user's email address that must be in the
correct form, such as user nane@bc. com

Text Validation The text to verify your registration.

2. Fill values into fields.

3. Click Subscribe to accept your new account or Reset to clear all your entered values. If your
registration is not successful, there will be warning messages which indicate invalid fields.

« After adding a new account, you should contact your administrator to get appropriate

permissions for your account.

« Click

to check if your entered username already exists or not.
Note

Be sure you enter your email address carefully. Should you forget your username or
password, you can recover it from this email address.

Sign in & Sign out
Sign in a portal

To enter the portal in the private mode, you just need to use your registered account. In eXo
Platform 3.5, you can sign in the portal via two ways:

The first way

« Click directly the default user accounts at the lower of screen right in the welcome page or after
entering your selected page.

Explore the ACME website and social intranet:

Visit the ACME website Enter the ACME social intranet

or login_as Mary (author) or login as John (administrator)

« Or, after entering your selected portal, for example ACME website, click one of the default users
at the bottom of body as below.
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Sign in & Sign out

Jack Miller
An authenticated visitor who will see the admin bar with a personal preferences menu.

(=)

James Davis
An author with authoring rights on the website contents and a backoffice access.

Mary Williams
A publisher who can write contents but also can create new pages or edit them in the current site.

C &

-

% ] John Smith
& An administrator with administrator rights on the platform. he can manage security access and application.

The second way

1. Click the Login link to open the Sign in form.
Sign in

Username |2 John

PEISSWCIrd -'_'- FEEEREREEEE
[[] Remember My Login

Sign in Discard

2. Input your registered Username and Password in the Sign in form.

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

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

Note

After selecting Remember My Login, if you do not sign out when you leave the portal,
you will be automatically authenticated for your next visit.
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Sign out a portal

This feature ends your authenticated session and returns you to the anonymous portal. To sign
out, simply hover your cursor over your display nhame at the top right corner of the site, then select

Logout from the drop-down menu.

John Smith o,

My Account

() Logout

Change account settings

/‘(

Change Language

To change your account information, hover your cursor over the account name at the top right
corner of the site and click My Account from the drop-down menu.

John Smith L

My Account

() Logout

The Account Profiles form appears.

Account Profiles Change Password

Username: [jghn
First Name: [0,
Last Name: [su

Email: (john, smith @aame. exaplatform. com

Save Reset

Close

Change your profile information

1. Select the Account Profiles tab.

*

Change Language

18



Retrieve account and password

2. Change your First Name, Last Name, Email. Your Username cannot be changed.

3. Click Save to submit your changes.

Change your password

1. Select the Change Password tab to go to the following form.

Account Profiles Change Password

Current Password:  sss

New Password: ssssssss

Confirm New Password: sssssses

Save Reset

Close

2. Input your current password to identify that you are the owner of this account.
3. Input your new password which must have at least 6 characters.
4. Re-enter your password in the Confirm New Password field.

5. Click Save to accept your changes.

Note

If the default accounts' passwords have been changed, you can no longer sign in the
portal by clicking the default accounts directly as stated in the [16]

Retrieve account and password

In case you forget your account or password, you can recover your username or password as
follows:

1. Clickthe 'Forgot your Username/Password?'link beneath the Password field when signing
in.

There will be two options for you to select.
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Why are you unable to log in?

We apologize for any inconvenience you are experiencing due to being unable to
access this website.
To resolve this issue quickly, 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
© Forgot My Username

Next Back

2. Select the appropriate option and click Next.

You will be prompted to provide identification information, depending on your choice.

« If you select the Forgot My Password option, you will be prompted for your username.
Forgot Username/Password
Username: *

Send Back

« Ifyou select the Forgot My Username option, you will be prompted for your email address.
Forgot Username/Password
Email: *

Send Back

3. Enter your Username/Email in the form above.

4. Click Send to submit your entered values.

« After you have submitted the form, an email will be sent to your email address with the requested
information, either your username or password.

« If you forget your password, you will be sent a temporary password. Your original password
will not be valid after this email is sent. You will be directed to a page to update your password
for your next log-in.

Manage language

In eXo Platform, the priority order of the display language decreases to the arrow direction from
left to right:

User's language --> Cookies' language --> Session's language --> Browser's language -->
Portal's language

It means that the language set by the user will be at the highest level, and the portal's language
at the lowest level.
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Change the display language permanently

Accordingly, you should pay attention to this order when selecting your preferred display language.
Note
At present, eXo Platform only supports two languages: English and French.

Change the display language permanently

eXo Platform supports 3 ways to change the display language permanently.

The first way

1. Hover your cursor over My Sites on the Administration bar and
select your  desired site where you want to change the display
language. The currently selected site is marked with
™ My Sites My Spaces
default
My —
intranet  »
|
! acme Sfile
You will be directed to your selected site.
2. Hover your cursor over Edit, then select Site --> Layout from the drop-down menu.
Edit
Content
e page
nk Site ' I& Layout
) Navigation
Your selected site will be displayed in the Edit mode.
3. Click

w07 Site's Config

in the Edit Inline Composer form. The Site Settings form appears:
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Portal Settings Properties

Portal Mame:
Label:
Description:
Locale:

Skin:

infranet

Englizh

Permission Settings

-

French

Save Cancel

4. Change the display language of your site by selecting another language from the Locale field

in the Portal Settings tab.

5. Click
=

to save all changes.
The second way

1. Hover

)

then select Portal --> Sites.

Save, then click

your cursor over

John Smith {ck

Pages

Group Sites

] Jsers ¥
Who is

Applications
¥Your col Content ,
Portal ’
Administration

IDE

The list of all existing portals will be displayed as below.
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Change the display language permanently

i@ Edit Layout (#) Edit Navigation it Edit Portal's Config
i@ Edit Layout ) Edit Mavigation Edit Portal's Config
i@ Edit Layout (#) Edit Navigation it Edit Portal's Config

Add New Portal

2. Select Edit Layout corresponding to the portal/site you want to edit.

The selected portal will be displayed as in the Edit mode.

3. Change the display language that is similar as steps in the first way (Steps 3, 4 and 5).
The third way

This way is only used to set the display language for yourself, not for displaying the language
of portal.

1. Hover your cursor over your account name at the top right corner of the site, then select Change
Language from the drop-down menu.

John Smith &

My Account Change Language

) Logout

The Interface Language Settings form will be displayed with the list of all supported languages.
The currently used language is marked with

v

23

—



Chapter 2. Tutorials

Interface Language Settings

+ English English

French Francais

Apply Cancel

2. Select another one by clicking the name of that language.

3. Click Apply and wait for a few seconds to take effect.
Note

The display language will be maintained permanently until you change another display
language.

Change the display language for another user

By this way, you can change not only your display language but also the display language of
another users if you have the right to access the Organization portlet.

1. Hover your cursor over
"

then select Users --> Group and Roles from the drop-down menu to open the User Management
form.
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ser Management

earch:

ser Name
h

S0

mes

hin

ary

Tuld

Change the display language for another user

- -3

Group Managemeant Membership Management

User Mame = <
Last Mame First Name
nguyen anh
Miller Jack
Davis James
Smith John
Wiliams Mary
Sandler Adam

2.

=

Email

adfsdf@gmail.com
jack.miller@acme.exoplatform.com
james.davis @acme.exoplatform.com
john.smith@acme.exoplatform.com
mary.willams®acme.exoplatform.com

root@localhost.com

Click

corresponding to the user with the display language you want to change. 3. Select the User Profile
sub-tab, then change the display language for this user from the Language field.
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b & -~ 2

User Management Group Management  Membership Management

Account Info | User Profile | User Membership

Given Name: |Jad( Miller |

Family Name: | |

Mick Name: | |

Elrthda'ﬁl' |12‘r3‘r1933 |

Gender: | Male [+]

Employer: | ACME |

Department: |Cuntent manager |

Job Title

: |Ja‘ua Developer |

Language: =

| French

| Save | | Cancel

4. Click Save to accept your changes.
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Manage Your Organization

This chapter covers the following topics:

e About Administration bar is a brief introduction of the main bar and its navigations which
allow you to do most actions in eXo Platform.

e Manage users and groups represents actions related to management of users, groups and
memberships.

e Manage permissions instructs you how to set permissions on a portal, page, category and
portlet.

e Manage portals/websites gives steps on how to create/edit/delete a portal, and how to switch
between various portals.

« Manage navigation nodes includes actions which can be done on a navigation, such as
adding/editing/copying/pasting/cloning/cutting/deleting a node, or changing the node orders.

e Manage pages provides you step-by-step instructions to create a new page by using Page
Creation Wizard or Page Manager, to edit/delete a page and to manage types of page
navigations.

» Manage applications represents actions which can be done on applications inside a portal
and a Desktop.

About Administration bar

The Administration bar is a toolbar which allows users and administrators to execute tasks within
the portal quickly and easily.

's } My Sites Dashboard Edit John Smith o #

User actions in the Administration bar

My Sites
This navigation contains different sites available in eXo Platform and allows users to directly
edit the navigation tree.
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h Dashboard Desktop Edit

Default

[ntranet

Acme ¥

Dashboard
This navigation is used to create your own pages of gadgets.

My Sites Dashboard Desktop Edit
B ooo-eo [

Desktop
This navigation allows you to store and perform all applications and actions in one bar that
is similar to working on a desktop.

My Sites  Dashboard ( Desktop > Edit

Edit
This navigation allows you to manage content, page and site (for example, editing the content,
adding new pages to the current portal, editing properties of a page, or changing a page's

layout).
My Sites Dashboard Desktop
L Content
Page »
Site »
User Menu

You can use the main menu (located under your display name) to change your account
information, the portal language or to sign out, and more.
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Manage users and groups

John Smit

My Account Change Language

() Logout

Manage users and groups

As an administrator, you can easily add users, edit their information, manage users, groups and
memberships easily and effectively.

To perform these actions, you first need to hover
your cursor over

L

at the top right of the site, then select User.

John Smith & A

Add Users Users

Group and Roles Applications

I CDr-Iter-It %

Portal »
Other (( o .

Administration »

IDE .
Bookmar... 429

Add a user

1. Click Add Users from the drop-down menu.
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John Smith o

Add Users Users ’
Group and Roles Applications
1 L C':Ir-lter-lt ¥
Portal b
Other (( o _
Administration »
IDE
Bookmai. ..

The Create New Account window will open with two tabs: Account Settings and User
Profile.

Account Settings User Profile

User Name: lj"h”
Password: |, sesss
Confirm Password: |,,.eesss
First Name: 1540

Last Name: [smim

Email Address: [jonn smith@acme. exoplatform.com

Save Reset

2. Fillallfields in the Account Settings tab which must be completed. For more details on these
fields, see here. [15]

Further information about the user, such as nickname, or birthday, can be added in the User
Profile tab that is not required.

3. Click Save to accept your new account. If you want to refresh the input information, simply
click Reset.

Manage users

By clicking Groups And Roles, you will see the Organization form which allows you to manage
users, groups and memberships.

30



Search: james User Name |

User Name

anh

Manage users and groups

John Smith & #

Add Users Users '

Group and Roles Applications
Content »
Portal b

Administration »

IDE

As an administrator, you can easily find, edit information of users, and even remove them from the
system via the User Management tab. By default, all registered users will be shown in this tab.

Via the User Management tab, you also can define each user belonging to user groups and his
memberships (roles) in these groups. You cannot add users to a group but can remove them from
the group.

Search for users

You can search for specific users by username, first name, last name or email address.

1. Type the search term related to the user you want to search. You do not need to enter an
exact term.

T Last Mame T'jl"pE

Search term First Name

Email
Ty =11

2. Select the information type you want to search against.

3. Click

~

F
or hit the Enter key to perform your search.
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Edit user information

1. Locate the user you want to edit his information.

2. Click
=

corresponding to the user with the information you want to edit.

3. Select the Account Info tab to edit main information of the user, including First Name, Last
Name, or Email Address.

b - 2

User Management Group Management  Membership Management

b § - 2

User Management Group Management Membership Management

Account Info User Profile User Membership
User Name: [jzmes =
First Name: [15mes =
Last Name: |pzyis =
Email Address: =

james.davis@acme. exoplatform.com

Change Passwurd:@

New Password: =

Confirm Password: =

Save Cancel

Username
The Username cannot be changed.

Change Password
The Change Password option allows an administrator to set a new password for the
selected user. When the Change Password option is unchecked, New Password and
Confirm Password are hidden. Passwords must contain at least 6 characters, including
letters, numbers and punctuation marks.
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Manage users and groups

For more details on these fields, see here. [15]

4. Select the User Profile tab to edit the personal information of the selected user, including
Profile, Home and Business. You may also switch the default display language for that user
by selecting another language from the Language field where all available languages are
displayed in the alphabetical order.

5. Select the User Membership tab to see the group membership information of the user.
The User Membership tab displays which groups the selected user belongs to.
To remove the user from a group, click
6. Click Save to accept your changes.

Delete a user

1. Locate the user you wish to delete.

2. Click
corresponding to the user you want to delete in the main User Management form.

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

Select the Group Management tab in the Organization form. This tab is used to add, edit or
delete a group. You can also add or delete a user to a group and edit the user membership in
the group.
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2

|anagement

First Name Last Name Membership Type
Mary Williams mefmber
}ahin Smith manager
lack Milles member
lames Dravis member
Adarn Sandler -
LISermarme

Magiribeers ap Iradimisser

Rave

By default, all existing groups will be displayed on the left pane. The right pane shows information
of the selected group and of its members with the Add Member form.

Add a new group

1. Select the path to create a new group by clicking the
group from the left pane or by clicking

t.

34



Manage users and groups

if you want to create a group at a higher level. The selected path is displayed in the
breadcrumb bar.

B Organization > Management

Groups + =
t.
:.ﬂ}a Employees
El:l.ﬁ-fr Management
:.B:i Executive Board

H Y
- & Human Resources

2. Click
4+

in the left pane.

The Add Group form will be displayed in the right pane.

Add Group
Group Name |2y, plaform i
Label
Description |For eXgers
Save Cancel
Details:
Table 3.1.
Field Description
Group Name Name of the group that is required and
unique within the portal with its length from 3
to 30 characters. Only letters, numbers and
underscore characters are allowed for the
Group Name field.
Label The display name of the group with any
length from 3 to 50 characters.
Description A description of the group with any length
from O to 255 characters.

3. Fill'in the required fields. Once being saved, the Group Name cannot be edited.

4. Click Save to accept creating the new group.
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Note

The creator will automatically become the manager of that group. The creator's username

will be added to the created group with the "manager" membership.

Edit a group

1. Click the group you want to edit in the left pane.

2. Click
i

in the left pane to show the Edit Current Group form of the selected group.

Edit Current Group

Group Name management

Label [yanagement

Description | the Jorganization/management group

Save Cancel

3. Make changes on the fields, except Group Name.

4. Click Save to accept your changes.

Delete a group

1. Click the group you want to delete in the left pane.

2. Click
in the row of the membership type you want to delete.
i - 2

User Management  Group Management  Membership Management

» Management

& -
Groups + & Group Info
t User Name First Name Last Name Membership Type Email
= ofis Employees )
B § Management

Add Member
¥ s Executive Board

# - s Human Resources Username

Membership | memper

Save

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

After being deleted, all information related to that group, such as users and navigation,
is also deleted. You cannot delete the mandatory groups, including Platform, Platform/
Administration, Platform/Guests, Platform/Visitors.

Add a user to a group

1. Select the group to which you want to add a new user in the left pane.

2. Enter the exact Username of the user that you want to add to the selected group (you can
add many usernames separated by commas);

User g t | Group Management | Memberst
B Manag t
Groups + =W Group Info

t. User Name First Name Last Name Membership Type Email Action

+-- dffs Employees

= i Management

Add Member
Usemname O
Membership | memper .@

Or, enter at least one character if you are not sure about the exact spelling and do the further

followings:

Click

to search by your entered characters.

After you have clicked

, there will be a list of all existing users whose Usernames include the entered characters.
For example, if you enter '0’, you will get the following result.

select User x

Search: |jame]|

(| Username

O  james

Username |E|

First Name

James

Add

%

Last Name

Davis

Close

Email

james.davis@acme

37



Chapter 3. Manage Your Organi...

ii. Select the checkboxes corresponding to users you want to add to the group.

After clicking Add, you will see the complete Usernames in the Add Member form.

Add Member

Username  dema
Membership | member "l

Save

3. Select the membership for the users from the Membership
list. You can click

(&

to update the memberships list in case of any changes.

4. Click Save to accept adding the selected users to the specific group with the specified
membership type.

Note

By default, the "manager” membership has the highest right in a group. A user can have
several membership types in a group. To do that, you have to use the Add Member form
for each membership type. The user's membership information is hereafter updated. You
can check it by opening the User Management form and editing the user you just added.

Edit a user membership in a group

1. Click
il

—
corresponding to a specific user with a membership in the Action column in the right pane.

Edit Membership x

Username john

Membership | manager |E|

Save Cancel

2. Change the membership of the selected user by selecting another value in the Membership
list.

3. Click Save to complete your changes.
Manage memberships

The role of a user in a specific group is managed by using the Membership Management tab.
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Manage permissions

By default, eight membership types available in eXo Platform include Member, Author, Editor,
Manager, Redactor, Validator, Webdesigner, and Publisher. The "Manager" has the highest right

in a group.
b 8 & 2

User Management  Group Management  Membership Management

Membership Name Created Date Modified Date Description Action
member 10:11:23 2011-11-17 10:11:23 2011-11-17 member membership type 7 M
author 10:11:23 2011-11-17 10:11:23 2011-11-17 author membership type # j
editor 10:11:23 2011-11-17 10:11:23 2011-11-17 editor membership type g |
manager 10:11:23 2011-11-17 10:11:23 2011-11-17 mana.e"-"'-c""‘el"“’!m"l‘ﬂ‘l‘e o j’
redactor 10:11:23 2011-11-17 10:11:23 2011-11-17 redactor membership type = j

pages ®|[¢||1] 2

Add/Edit Membership

Membership Name member

Description | member membership type

Save Aeset

Add a new membership type

2.

Enter values into the fields of the Add/Edit Membership form. The Membership Name field
is required, and only letters, digits, dots, dashes and underscores are allowed without ANY
SPACES.

Click Save to accept adding a new membership, or Reset to clear entered values.

Edit a membership type

1.

3.

Click
=

corresponding to the membership type you want to edit in the Action column. Information
about the selected membership type will be updated automatically in the Add/Edit
Membership form.

Make your desired changes on the Description field. You cannot change the Membership
Name.

Click Save to accept your changes.

Delete a membership type

Click
in the Action column.

Click OK in the confirmation message to accept your deletion.

Manage permissions
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Permissions play an important role in accessing and performing actions in eXo Platform.
Depending on these permissions assigned by an administrator, users can gain access to various
components and another actions, such as editing portals, pages, or portlets.

Details about permission types and levels can also be found in the Permission section.

Set permissions on a portal

You can set the portal permissions (Access permission and Edit permission) for a specific user
via the Permission Settings tab.

The Permission Settings tab can be opened in some various ways, depending on the following
approaches.

For new portals:

1. Hover your cursor over

1"

in the Administration bar, then click Portal --> Sites.

John Smith (=2

lIsers »

Applications

Content b
pEIQES F:'DrtEll b
Sites Administration
Group Sites IDE
= Tl

2. Select the Add New Portal button to open the Create New Portal form.
3. Click the Permission Settings tab.
For existing portals:

The first way
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1. Hover your cursor over
<
in the Administration bar, then click Portal --> Sites.
acme i@ Edit Layout (#) Edit Navigation 4t Edit Portal's Config | @ Delete
default i@ Edit Layout (#) Edit Navigation 4t Edit Portal's Config
intranet i@ Edit Layout (#) Edit Navigation 4t Edit Portal's Config | @ Delete

Add New Portal

2. Select Edit Portal's Config, then select the Permission Settings tab.

The second way

1. Hover your cursor over My Sites on the Administration bar, then select your desired portal
from the drop-down menu.

2. Select Edit --> Site --> Layout on the Administration bar.

3. Click Site's Config in the Edit Inline Composer window, then select the Permission
Settings tab.

Access permission

Note

To access a portal, you must belong to one of the groups that have access permission
to that portal.

After entering into the Permission Settings [40] tab, you first need to select the Access
Permission Settings sub-tab to set the access permissions on a portal.

Portal Settings Properties Permission Settings
Access Permission Settings Edit Permission Settings |
Make it public (everyone can access):@
Group Id Membership Type Action

Crmnde T
Empty Data

Add Permission

Save Cancel
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« If you want to assign the access permission to users in the public mode (without signing in),
simply select the Make it public (everyone can assess) checkbox.

« If you do not want everyone to access the portal, first deselect the Make it public (everyone
can access) checkbox, and do the followings:

1. Click the Add Permission button to open the Select Permission form.

Select Permission ) 4
4
Browse and select a group Select a Membership
t » member 1
: _ 3
#-- g Development author
. o o b editor
Organization
d P manager
"ﬁ_' Platform » redactor
- &s Sandbox v validator

& Spaces

2. Select one group in the left pane, and one membership type in the right pane. In the list
of membership types, the asterisk (*) means that any membership types of the selected
group are allowed.

3. Click Save to finish your settings.

 After you have selected a membership type, the selected permission is displayed in the access
permission list.

* You can select only one group with one membership type at each time. If you want to add more,
click the Add Permission button and select again.

Edit permission

Note

Only members under the Editor group can edit that portal. Access rights can be given
to several groups but edit rights can only be given to a group with a membership type.
To assign an edit permission to a user, you must add him/her to the editors group of the
relevant portal.

After entering into the Permission Settings [40] tab, you first need to select the Edit Permission
Settings sub-tab to set the edit permissions on a portal and do the followings:
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1. Click the Select Permission button to open the Permission Selector form.

2. Select one group in the left pane and one membership type in the right pane. You can select
* if you want to assign all available membership types to the selected group.

3. Click Save to finish your settings.
Set permissions on a page

Before setting permissions on a page, you need to pay attention to the following cases:

« If the Owner type of a page is "group", initial permissions on a page are:
» Access permission: everyone in that group.
 Edit permission: the manager of that group.
« If the Owner type of a page is "portal”, initial permissions are:
» Access permission: users who can access that portal.
 Edit permission: users who can edit that portal.

To set permissions on a page, you first need to go to the Permission Settings tab via different
ways:

Via Edit Page:

1. Hover your cursor over My Sites on the Administration bar, then select the page you want
to configure from the drop-down menu.

You will be directed to your selected site.

2. Continue hovering your cursor over Edit on the Administration bar, then select Page -->
Layout from the drop-down menu.

3. Click View Page Properties in the Page Editor window.
4. Select the Permission Settings tab.

Via Page Management:

1. Hover your cursor over
w
on the Administration bar, and select Portal --> Pages to open the Pages Management page.

2. Locate the page you want to edit using the
Page Id column, then click
F

in the Action column. You will be taken to the Page Editor window.
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3. Select the Permission Settings tab.

Access permission

Note

To be able to access a page, you have to be in one of the groups that have access
permission to that page.

To assign the access permission on a page, simply follow steps as stated in the Access permission
section.

Edit permission

Note

Only users under the page's editors group can edit it. The access permission can be set
for several groups but the edit permission only can be set for one group.

To give users the edit permission, you must add them to the editors group of that page via
Permission Settings and follow steps as stated in the Edit permission section.

Set access permission on a category

Setting the access permission on categories allows these categories to be listed when a page is
edited to add portlets or widgets.

1. Hover your cursor over

w
in the Administration bar, then select Applications from the drop-down menu to open the
Manage Applications page.

i’ Manage Applications == portiets ==|| cadgets
W Add Category Actions “ Import Applications
Categories l Admin * ECM Admin
£ \ Display Name: ECM Admin
] thy Name: local._ecmadmin ECMAdminPortlet
Description: ECM Admin
+ Admirestration A

» Adoption
Default Permission Settings
* Collaboration

* Collaboration

b Contents

* Controller +—— Category list

2. Select one category from the list of available categories
in the left pane, then click

=
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3. Select the Permission Settings tab.

4. Set access permissions on a category that is similar to the Access permission section.

Set access permission on a portlet

1. Go tothe Manage Applications page.

2. Select the category containing the portlet you want to set the access permission, then click
the relevant portlet under your selected category.

The selected portlet will be highlighted in grey in the left pane with its detailed information

in the right pane.

Categories

+ Admin

* Administration
b Adoption
¢ Collaboration

r Colla

» Controlier
* Development

» ECM

* Fag

* Form Generator Portlet

* Forms

£ o= [

o

Admin * ECM Admin
P \ Display Name: ECM Admin
W Name: local._ecrmadmin ECMAdminPortiet
1 Description: ECM Admin
L

Default Permission Settings

Group Id Membership Type Action

45 Add Permission

These access permissions are set by default when this component is used,

3. Follow steps stated in the Access permission section to assign access permission on your
selected portlet in the Default Permission Settings form.

Manage portals/websites

Create a new portal

You can perform this action only when you are a member of the /platform/administrators group.

1. Hover

£

your cursor over

on the Administration bar, then select Portal --> Sites from the drop-down menu.

acme

default

intranet

I8 Edit Layout (#) Edit Navigation & Edit Portal's Config @ Delete
I8 Edit Layout (#) Edit Navigation & Edit Portal's Config
& Edit Layout () Edit Nawvigation £k Edit Portal's Config @ Delete

Add New Portal

2. Click the Add New Portal button.

By default, the Create New Portal window, which contains the Portal Settings tab, will open.
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Paortal Settings Properties Permission Settings Portal Templates

Portal Name:

Label:

Description:
Locale: [gngiigh E|"
Skin: [pefautt |z|

Save Cancel

3. Enter a string into the Portal Name field. This field is required and must be unique. Only
alphabetical, numerical and underscore characters are allowed for this field with the length
from 3 to 30 characters.

4. Select the default display language for the portal from the Locale field.
5. Click the Properties tab to set the properties of a portal.

Paortal Settings Properties Permission Settings Portal Templates

Keep session alive: [ gn Demand [+]

Show info bar by default &

Details:
Table 3.2.
Field Description
Keep session alive Keep the working session for a long time to

avoid the time-out. There are 3 options:

Never: The session will time out if the
logged-in user does not do any action after
a given period. In this case, there will be a
message which asks the user to log in again.
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Field Description

On Demand: The session will time out to
the application's requirement. If there is no
request from the application, the session will
time out after the given period that is similar
to that of Never.

Always: The session will never time out
even if the logged-in user does not do any
action after a long time.

Show info bar by default Tick the checkbox to show the info bar of the
porlet by default when the portlet is used in
a page of the portal.

The "Show info bar by default" option
only takes effect on new porlets as from
the time you select the checkbox rather
than all portlets of the portal. In particular,
after creating your new portal with the
"Show info bar by default" option checked,
newly created portlets of the portal will
be displayed with the info bar by default.
However, if you deselect the "Show info bar
by default" option when editing the portal's
configuration, the former portlets with the
shown info bars are remained; meanwhile
new portlets, which are created after this
option is deselected, will be shown without
the info bars.

Click the Permission Settings tab to set permissions on the portal.

The list of access permissions for the portal is empty by default. You have to select at least
one or tick the Make it public (everyone can access) checkbox to assign access permission
to everyone.

Note

For more details on how to grant permissions on the portal, see the
section.

Click the Portal Templates tab to select the template for your portal.

Click Save to accept creating your new portal.
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Switch between portals

This function enables you to select and use another portals (gateway, starting site). You can
perform this action only when you are assigned the appropriate permission by the administrators.

To switch between portals, hover your cursor over My Sites on the Administration bar for a list of
all portals in which you have at least access rights, then click the desired portal. You need to wait
a few seconds to be switched to your selected portal.

/ﬁ\ My Sites Dashboard Edit

default

intranet

acme

Edit a portal

Note

The function allows you to edit layouts, navigations and properties of a portal. To do this,
you must have the edit permission by contacting your administrator.

When you have the edit permission, follow either of two ways below to go to the relevant
form that allows you to do actions related to editing a portal.

The first way

1. Hover your cursor over My Sites on the Administration bar and select the portal you want to
edit from the drop-down menu.

You will be switched to your selected portal just after a few seconds.

2. Continue hovering your cursor over Edit on the Administration bar to open the drop-down
menu.

i. Select Site --> Layout.

You will be directed to the Edit Portal page. From here, you can make changes on the layout
of your selected portal, or on its configurations by selecting Site's Config at the bottom of
the Edit Inline Composer form.

ii. Select Site --> Navigation.
From here, you can edit your selected portal's navigation.

The second way

1. Hover your cursor over

L

to open the drop-down menu.
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2. Select Portal --> Sites to show the list of active portals.

acme i@ Edit Layout (#) Edit Navigation & Edit Portal's Config @ Delete
default | Edit Layout () Edit Navigation it Edit Portal's Config
intranet i@ Edit Layout () Edit Navigation &4 Edit Portal's Config @ Delete

Add New Portal

3. Specify your desired portal, and do the following actions:

Edit the portal's layout by clicking Edit Layout.

Change the portal's navigation by clicking Edit Navigation.

Edit the portal's configurations by clicking Edit Portal's Config.

Also, delete the portal by clicking Delete.

Edit layout

To edit your selected portal's layout, your first need to follow one of ways above [48] to open
the Edit Layout form.

New applications, containers or gadgets can be dragged and dropped from the Edit Inline
Composer window to the main portal body.

You can rearrange elements in the portal body by dragging and dropping
them into your desired positions. Also, you can edit or remove any element
by hovering your cursor over it and selecting

&

or

(%]

respectively.
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N o T ~ Edit Inline Composer B X
::||_§ & Banner & i_ : po
Containers i

Applications

Admin

ECM Admin
ECM Admin

Administration

Adoption

Collaboration

Collaboration

SocialBookmarking
Contents
Controller
" Development
LSIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIZIZIIzII:id o
'ao-‘% Fag
D<\®\ Page Descriptio | | - — ~ s . ¥
| (= Switch view Mode 4
Note
For more details on how to edit elements, see the section.

Edit navigation

To edit your selected's navigation, your first need to follow one of ways above [48] to open
the Edit Navigation form.

acme & Edit Layout (#) Edit Navigation & Edit Portal's Config | @ Delete
default I& Edit Layout (#) Edit Navigation & Edit Portal's Config
intranet I& Edit Layout \__J Edit Navigation ﬁn Edit Portal's Config | @ Delete

Add New Portal

The Navigation Management form appears.
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Navigation Management o
acme
t.
_ Overview
_ News
_ Products
El Questions?

— Contact Form Confirmation
Search

Mew Account

Add Node Save

1 )

Note

For more information about actions, which can be done in the
[50] form, see the section.

Edit configurations

Configurations of a portal include settings, properties and permissions that can be set by following
one of ways above [48] to open the Edit Configurations window.
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Portal Settings Properties Permission Settings
Portal Name: [;ge =
Label:
Description:
Locale: [gngish i
Skin: [pefautt |Z|
Save Cancel

In this window, you can make changes on fields in the various tabs, except the Portal Name in
the Portal Settings tab.

Note
For more details on these fields, refer to the section.

Delete a portal

Note

To delete a portal, you must be in the group that has the Edit Permission on that portal.

1. Open the list of existing portals by following steps as stated in the second way. [48]
2. Click Delete corresponding to the portal you want to delete.

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

Manage navigation nodes

If you are the portal administrator or the portal administrator has granted you the appropriate
permission privileges, you can execute some special actions related to portal nodes, including
copying, editing, cutting, cloning, deleting, adding existing nodes. To do so, you first need to go to
the nodes list by following steps described in the Edit navigation section, then right-clicking your
desired node to open the drop-down menu.
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Navigation Management o
acme

t.
_ Overview
_ News 4+ Add New Node
_ oroduc # Edit Node's Page
é____ Questi # Edit this Node
. co [l CopyNode
_ Search =] Clone Node
_ New A, b CUE Node

M Delete Node

|i| Move Up

|4 Move Down

1 R

Add a new node

1. Select Add New Node to create a node as a sub-node of the selected node.

o If you want to create a new node at the
root level of the portal, click
t.

then right-click the empty space and select Add New Node.
e Or, simply click the Add Node button.
The Add/Edit Page Node form appears.

2. Enter values in the Page Node Settings tab.
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ADD/EDIT PAGE NODE x
Page Node Settings Page Selector Icon

Uri:
MNode Name: =

Extended Label Mode: M
Language: |gngiish E|

Label:

visible: M
Publication Date & Time: M
Start Publication Date:

End Publication Date:

Save Back

Details:

Table 3.3.

Field Description

Asterisk (*) This mark next to each field means that it is
required to enter values in the field.

Uri An identification of the node that is auto-
created after the new node has been
created.

Node Name The node name which must be unique.
Only alphabetic, numeric and underscore
characters are allowed with its length from 3
to 30 characters and without ANY SPACES.

Extended Label Mode Tick this checkbox to activate the extended
label mode for your page node's label. If this
checkbox is deselected, the Language field
will disappear.

Language Select your desired language for the node
label from the drop-down menu.

Label The display name of the node on the screen
in the selected language. This field is not
required and may be changed. lIts length
must be between 3 and 120 characters,
including SPACES. For example, if you want
to create a French label for your node, first
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Field Description

select the Extended Label Mode checkbox.
Next, from the Language drop-down list,
select your desired language and enter your
French label into the Label field.

Visible This checkbox enables the page and its node
to be shown or hidden at the navigation bar
and sitemap.

Publication Date & Time This option enables this node to be published

for a given period. Two fields, including Start
Publication Date and End Publication Date
only display when this option is checked.

Start Publication Date The start date and time to publish the node.
End Publication Date The end date and time to publish the node.
Note

You can set date and time by clicking Start Publication Date and End Publication
Date and selecting a date from the calendar pop-up.

3. Select a page for this node in the Page Selector tab if you want.

ADD/EDIT PAGE NODE x
Page Node Settings Page Selector Icon
'@' Selected Page Info

Page Id:

Name:

Title:

[Eh Create Page & Search and Select Page

Save Back

Details:

Table 3.4.

Description

Page Id The identification string of the page which is
created automatically.
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Field Description

Name The selected page's name.

Title The selected page's title.

Clear Page Remove the inputted page information from
fields.

Create Page Create a new page with the inputted name
and the title.

Search and Select Page Search and select an existing page.

You do not need to enter values in these fields. They are automatically recorded after you
have selected an existing page by clicking Search and Select Page.

The Select Page form appears.

Select Page x

Title Site Name Type | portal |Z| .

Page Id Title Access Permission Edit Permission Action
portal::intranet::spaces Spaces [*:/platform/users] manager:/platform/admi @
portal::intranet::invitatit  Invitation Space [*:/platform/users] manager:/platform/admi @
portal::intranet::pendini  Pending Space [*:/platform/users] manager:/platform/admi @
portal::intranet::publicS  Public Spaces [*:/platform/users] manager:/platform/admi @
portal::intranet: :forum Forum [*:/platform/users] =:/platform/administratc @
portal::intranet: :mail Mail [*:/platform/users] =:/platform/administratc @
portal::intranet::calend:  Calendar [*:/platform/users] =:/platform/administratc @
portal::intranet::contact Contact [*:/platform/users] =:/platform/administratc @
portal::intranet::docume  documents [=:/platform/users] =:/platform/administratc o

This window lists all existing pages of Portal or Group with basic information for each page.

You can select a page for creating a node
by simply clicking

@

or search for a specific page as follows:
i. Enter your page title into the Title field to search by title;
Or, enter the site name into the Site Name field to search by the page's site name;

Or, enter values into both fields to further limit your search results by both Title and Site
Name.

ii. Select the area in which you want to search into the Type field.
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iii. Click
F

to perform your search. All pages matching your search criteria will be listed.

iv. Click

v
on the row of the page to select.
After selecting a page, the details of this page will be displayed in the Page Selector form.

Select one icon in the Icon tab if you want.

Click Save to accept the new node page, or X to close the form.

Note

To select a page, you must be a member in the Access Permission or Edit Permission
list of the selected pages. When the page type is 'User', you cannot select a page of
another users.

If you do not have the access permission for any page in the list, please contact your
administrator to get appropriate permissions.

Edit a node

This function is used to edit the node settings and reselect a page for a node.

2.

3.

Select Edit this Node from the drop-down menu to open the form with all similar fields when
you Add a new node.

Change values in fields of the current node, except the Node Name.

Click Save to complete your changes.

Copy/Paste a node

These functions are used to reproduce a node in another place.

1.

2.

Select Copy Node from the drop-down menu.
Right-click the position you want to paste this node and select Paste Node.

Click Save to accept your changes.

Note

Two same node names in the same place are NOT allowed.
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Clone a node

The Clone Node function allows you to copy a node. The difference between cloning and
copying a node is that the cloned node has its own page with the same content as the selected
node. Therefore, there will be a new page that has the same name as the cloned node's page
shown in the pages list when you access the Pages Management page.

1. Select Clone Node from the drop-down menu.
2. Right-click the position that you want to paste this node and select Paste Node.
The cloned node will be reproduced in a new place.
3. Click Save to accept your changes.
Cut anode
This function enables you to change the position of a specific node, such as changing the page
path.
1. Select Cut Node from the drop-down menu.
2. Select the position that you want to paste this node and click Paste Node.
3. Click Save to accept your change.
The cut node will be moved to your newly selected place.
Note

Two same node names in the same place are not allowed.

Delete a node
This function is used to remove a node linking to a page. After the node has been removed, the

page has been still existing.

1. Select Delete Node from the drop-down menu.

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

Change nodes order

You can easily move the position of nodes up or down in the navigation bar following these steps:
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1. Select Move Up or Move Down from the drop-down menu.

2. Click Save to accept your changes.

Manage pages

Add a new page using Page Creation Wizard

The Page Creation Wizard is available to the portal's administrators and facilitates them to create
and publish portal pages quickly and easily. The whole process to create a new page can be
divided into 3 specific steps:

Select a navigation node and create the page

In the first step, you have to set Node Name and Display Name of your page. You are also able
to decide the pages visibility and the publication period of the page.

1. Hover your cursor over My Sites and click one portal/site to which you want to add a new
page from the drop-down menu.

You will be switched to your selected portal only after a few seconds.

2. Hover your cursor over Edit on the Administration bar.

3. Select Page --> Add Page from the drop-down menu to open the Page Creation Wizard

form.

4= | Page Creation Wizard: Select 3 Navigat

t

; Home
Waelcoma
Search Result
Register
Forums
Mail
Calendar

i~ Address Book

e Documents

L Wil

7 Selected Page Node: /Hone [—— Path of selected node

Add New Page

Mode Mame:

Extended Label Mode:
Language: [Eagisn

Display Name:

visible: M
Publication Date & Time: []

Next Abart

v
Left pane Right pane

The wizard is divided into two sections.

< The left pane contains existing pages/nodes displayed in the tree hierarchy. Here, you can
navigate up and down the node/page structure.

« The right pane displays Page Editor where you can make changes on the selected
navigation node. You can input parameters for your new page in this pane.

Details:
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Table 3.5.

Field Description

Selected Page Node The path of the selected node to add a new
sub-page.

Node Name The node name of the added page. This field
is required with its length between 3 and 30
characters.

Extended Label Mode Tick the checkbox to show the Language
field for you to select another language
for your created node's display name. It
means that if this checkbox is deselected,
the Language field will be deactivated.

Language Select your desired language for the node's
display name from the drop-down menu.

Display Name The display name of the node which contains
the added page and must have a length
between 3 and 120 characters.

Visible This checkbox toggles the global visibility of
this page.

If this option is checked, the page or the page
node appears on the navigation bar, the
page navigation and the sitemap. If "Visible"
is checked, the visibility also depends on the
Publication Date & Time option.

If not being unchecked, the page is hidden
under any circumstances, even if the
publication period is valid.

Publication Date & Time This option allows the page to be published
for a given period. If this option is
checked, Start Publication Date and End
Publication Date will be shown.

Start Publication Date The start date and time to publish the page.

End Publication Date The end date and time to publish the page.

4. Click Next or number '2' of the wizard steps to go to Step 2.
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Select a page layout template

e | Page Creation Wizard: Select a Page Layout Template.

L Mix Page Configs -

* Two Columns One Row Layout Two Columns One Row Lavout

» One Row Two Columns Layout

» Two Columns Three Rows Layoul|

}

Layout template list

mixPage.TwoColumnsOneRowlayout i

wizard steps: [1][2][3] Layout template preview Next | [ Abort

1. Select Empty Layout or click the down-arrow icon in the right pane to see more templates.

2. Click Next or number '3’ of the wizard steps to go to the last step.
Arrange the page layout

In this step, you can arrange the page's layout as follows:

« Add your desired applications, containers or gadgets by dragging and dropping them from Page
Editor to the main page body.

~ Page Editor

Applications Containers

| Page Creation Wizard: Re-arrange the Page Layout and add Portlets to the Page.

|§ @ Forum Portlet /* I—

————— - Admin
Administration
Adoption
Collaboration
Collaboration
Contents

Controller
Development
ECM
Fag
Form Generator Portlet
Forms

Wizard Steps LI l L3 Forum

x| Forum Icon State Portlet
Forum Icon State Portlet

[ & View Page properties | Switch View Mode

Details:

Table 3.6.

Description

Applications
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Tab

Containers

Description

This tab lists all existing categories and their
portlets that you easily can drag and drop into
the container.

This tab contains all existing containers to
build your page layout. You can add a
container to your page area by dragging
and dropping available containers from Page
Editor to the main page body.

e There are various layouts available,
including Rows Layout, Columns Layout,
Autofit Columns Layout, Tabbed Layout,
and Mixed Layout.

e For each layout, you can edit different
layers, from the parent container to its child
containers. The parent container holds its
child containers and the child containers
can hold applications. You can also drag
a container to another one that helps you
create various layouts to your desires.

* Remember that you can also drag and drop
the container to another one that helps you
create your own various layouts to your
desires.

e For any container layout, you can edit
the parent container or its child containers
separately. Deleting the parent container
means that its child containers are removed
as well.

¢ You cannot drag and drop a child container
to change its location, but can drag it
outside its parent container.

Rearrange elements

in the

into your desired positions.

by hovering
4
or
(%]
respectively.

your

page body by dragging and dropping them

Also, you
cursor

can edit or remove any element
over it and selecting
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Manage pages

» View page properties by clicking View Page Properties at the bottom of the Page Editor

window.

» Preview your changes by clicking Switch View Mode.

Note

Click
|

in the
or
X |

Editor

to close without saving your changes.

window to

Add a new page using Page Management

1. Hover

L

your

to open the drop-down menu.

save all changes,

cursor over

2. Select Portal --> Pages to go to the Pages Management page.

Site Mame

Title

Spaces
Imatation Space
Pending Space
Public Spaces
Farum

il

Calendar
Contact
documents
Detail
Cryaryaw
Mews
Products
SearchResult

Detail

Type | ponal

Bl e

Access Permission

[*:/platform/users]

[*:/platform/users]

[=:/platform/uaara]

[*:/platform/users]

[=:/platform/users]

[*:/platform/users]

[*:/platform/users]

[™:/platform/users]

[=:/platform/users]

[Everyone]
[Everyone]
[Everyone]
[Everyone]
[Everyona]

[Everyone]

Add New Page

Edit Permission

manager:platform/administrators
manager:/platform/admmistrators
manager: /platform/administrators

manadger:/platform/administrators

-rHIDI manadger plathoem ad ministralors h

=:/platform/administrators
*:/platform/administrators
*:/platformy/admimnstrators
=:/platform/administrators
*:/platformy/administrators
aditor: /platform/web-contributors
editor: /platformweb-contributors
editor: /platform/web-contributors
aditor: /platform/web-contributors

=:/platformy/administrators

3. Click Add New Page to open the Add New Page form with the Page Settings tab.
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Page Settings Page Layout Permission Settings

Page Id:
Owner Type: | portal E|
Owner Id: [nranet
Page Mame: =
Page Title:

Show Max Window: [

Save Cancel

Details:

Table 3.7.

Field Description

Page Id The page's identification string which will be
automatically generated when the page is
created.

Owner Type e If Owner Type is "portal", the page is
created for a portal. Therefore, only users
who have the edit permissions at the portal
level can create this page type.

e If Owner Type is "group", the page is
created for a group. Therefore, only users
who have the manager permissions for
that group can create this page type.

Owner Id The identification name of the page's owner
which will be automatically created after you
have selected Owner Type.
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Manage pages

Field Description

* When the owner type is set to "group”, a
list of groups will allow you to select one
user as the 'owner'.

e The name of the -current portal is
automatically selected for Owner Id,
ensuring the edit permissions are
assigned to users who can edit the current
portal.

Page Name The page name which is required and must
be unique. Only alphabetical, numerical and
underscore characters are allowed with its
length from 3 to 30 characters.

Page Title The page title which is optional with its length
from 3 to 30 characters.

Show Max Window The option enables the page to be shown at
the maximum size or not.

4. Define the page layout in the Page Layout template.
5. Define permissions in the Permission Settings tab.

6. Click Save to accept creating a new page.

Edit a page

1. Open the Page Properties page by following one of the two ways:
The first way
i. Open the Navigation Management form by doing the steps in the Edit navigation section.

ii. Right-click your desired node and select Edit Node's Page from the drop-down menu.
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Navigation Management b4

dCme

..............................................................................................................................................................

i Overview
NEws =+ Add New Node
Products @ Edit Node's Page
Newsletters & Edit this Node
---_ Questions? (| Copy Node
Search J Clone Node
LD New Account 4 Cut Node
Delete Node
|i‘| Mowe Up
Add Node Save
|4f| Mowe Down
The second way
i Hover your cursor over
&
and select Portal --> Pages to open the Pages Management page.
ii. Click
=

corresponding to the page you want to edit.

The Edit Page form will be displayed in the Page Properties window.
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Click View Page Properties in the Page Editor window to edit page properties.

i. In the Page Settings tab, you cannot change values in Page Id, Owner Type, Owner Id,
and Page Name.

ii. Inthe Permission Settings tab, you can change or add more access and edit permissions.
This form is only supported for pages of a group or a portal. Because the user's page is
private, noone can access or edit it, except the creator.

Note

For more details on how to assign permissions on a page, refer to the
section.

Click Save, then select

H

in Page Editor for all changes to take effect,
or
X

to abort.

Delete a page

3.

Hover your cursor over

wr
and select Portal --> Pages to open the Pages Management page. You will see a list of
all existing pages.

Click
in the row of the page you want to delete.

Click OK in the confirmation message to accept your deletion.

Manage page navigation

Navigation types in eXo Platform are outlined in the Manage navigation nodes.
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Portal's page navigation

The /platform/administrators group can do actions related to the page navigation of a portal,
including adding/deleting portals, editing the layout/navigation/portal configuration.

Note
The page navigation of portal is created automatically when a portal is created.

The navigation will be deleted automatically after its portal has been deleted.
User's page navigation

Actions related to the page navigation of users include adding a new page, editing a page/page
layout. These actions are based on permission settings set to a page.

Note

The page navigation of a user will be created automatically when the user is created
(registered).

Only the user who is the owner of the user page navigation can edit it.

Noone can create a user page navigation so that no one can delete it. The navigation will
be deleted automatically when its user is deleted.

Group's page navigation

Each group has only one page navigation. Only managers of the navigation group and users of
the administrators group can add/list/edit/delete the navigation or edit properties.

To manage the group's page navigation, hover your cursor
over
w

on the Administration bar, then select Portal --> Group Sites from the drop-down menu.

The Group Navigation Management page will appear.
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Manage page navigation

Content Management

Description: the /platform/web-contributors group (&) Edit Navigation lm Edit Properties @ Delete Navigation
eXoEvolution 7) Edi it = Edi cc alete rigati
Description: the /spaces/exoevolution group (#) Edit Navigation i@ Edit Properties & Delete Navigation
g::cl;;a?r::(’t?]e /spaces/exo_evolution group () Edit Navigation i@ Edit Properties @ Delete Navigation
B::f-:gg;"n%"t%e /developers group (#) Edit Navigation i@ Edit Properties & Delete Navigation
Administration ) . - : N
Description: the /platform/administrators group (#) Edit Navigation @ Edit Properties @ Delete Navigation
E loyee

D:lslz::t(l;r‘;: the forganization/employees group (#) Edit Navigation @ Edit Properties @ Delete Navigation
Executive Board

Description: the forganization/management/executive-board (#) Edit Navigation @ Edit Properties @ Delete Navigation
group

Visitors (#) Edit Navigation i@ Edit Properties & Delete Navigation

Description: the /platform/users group

Add Navigation

Edit a group's page navigation

Click Edit Navigation corresponding to the group navigation you want to edit. The Navigation
Management form will appear.

In this form, you can edit the group's page navigation through doing many actions, such as adding
a new node to this group, cloning, moving up/down, and more. To learn more about specific
actions, refer to the Manage navigation nodes section.

Create a new page navigation

Note

Only users who are "managers" of a group can create new pages for that group, while
others in this group cannot.

1. Select Add Navigation at the bottom of the Group Navigation form. The groups list will be
displayed with the Add Navigation buttons.

2. Click Add Navigation corresponding to the group you want to add the new page navigation.
After being added, the new group navigation will be displayed in the Group Navigation page.

Each group has only one navigation. If you add a new group navigation that has been existing,
there will be a message, informing that you cannot create the navigation.

Change priority of page's navigation

This function is to change the priority of a navigation. Only users who have the right can take
this action.
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1. Click Edit Properties corresponding to the navigation you want to edit.

The Page Navigation Form will appear.

Page Navigation Form x

Page & Mavigation Explorer

Owner Type: group
Owner Id: |/platform/web-contributors

Priority: |4 E|

Save Close

2. Select another priority from the list of available priorities.
3. Click Save to accept changes.
Delete a group's navigation

This function is used to delete the existing navigation. It is only supported for the group navigation.
A user navigation or a portal navigation will be automatically deleted when the user or portal is
deleted respectively.

1. Click Delete Navigation corresponding to the navigation you want to delete.
2. Click OK in the confirmation message to accept your deletion.

After the navigation deletion has been confirmed, the selected navigation will be removed from
the Group Navigation page and its nodes/hyperlinks to pages will also be deleted.

Manage applications

In eXo Platform, applications can be managed inside a portal or inside Desktop.
Inside a portal

Manage portlets and gadgets

To manage portlets and gadgets in a portal, you
first need to hover your cursor over
w

on the Administration bar, and select Applications. The Manage Applications page will appear.
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Inside a portal

& % Manage Applications Portlets (27| Gadgets
= Add Category il tmoort Applications
Categories Admin > ECM Admin
= Admin 7 4 @ -
£ \ Display Name: ECM Admin
- 1] K Name: local._ecmadmin. ECMAdminPortiet
\/ Description: ECM Admin
+ Administration &S
+ Adoption

Default Permission Settings
+ Collaboration

Make it public O

* Collaboration
everyone can

+ Contents

+ Controller Group 1d Membership Type Action

+ Development

* ECM
i@ add Permission
+ Faq

*+ Form Generator Portlet
VE These access permissions are set by default when this component is used.
orms

Portlets and gadgets are organized into different categories. Each category contains one or
several portlets or gadgets. You can also mix portlets and gadgets into one category. By default,
all gadgets are placed in the Gadgets category.

Import portlets and gadgets

This feature enables you to import default portlets and gadgets into different categories as follows:

1. Click

at the right corner on the action bar.
2. Click OK in the confirmation message to accept importing portlets and gadgets automatically.

All portlets and gadgets of all categories will be imported and listed on the left pane.
View/Edit detailed information of a portlet/gadget

To view details of a portlet/gadget, simply select one portlet/gadget in the left pane. The details
of that portlet will be shown on the right pane.

&% Manage Applications Portiets |23 Gadaets
% Add Category (% 1mport Applications
P — Click to edit—, ()
N — tion Registry.
+ @ Name: ApplicationRegistryPortiet
a Description: Applcation Registry
7]
o Default Permission Settings
i}
m
a [ it Actios
roup n
i}
o I |
o & Add Permission
Application details
These access permissions are set by default when this component is used,

Left pane
All portlets and gadgets grouped by categories.

Right pane
Details of a portlet: Name, Display Name, Description.

Edit a portlet
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Cancel

1. Click
=)
on the top corner of right pane.
The Edit Application Information form will appear.
Edit Application Information
Application Name: |ApplicationReqgistryPortet
Display Name: Application Registry
Description: | application Registry
Save
2.

Edit a specific portlet

Make changes on these fields, except Application Name.

This section tells you how to access the edit mode of a portlet and edit it.

page and/or while editing a page.

e 2.
slickaddgimduargbtover

at the upper left corner of that portlet.

The Edit form will be displayed.

Edit Mode Window Settings Select Icon
Content Selection
Content Path |Welcome
Display Settings
[ show Title [ show Date

Print Settings
Show in Page |printviewer

with |content-d

Advanced

Save

Decoration Themes

Cancel

Close

Define your desired portlet to check if this portlet has been existing in the portal or page. If
not, drag and drop it from Edit Inline Composer to the main portal body while editing the
portal's layout, or from Page Editor to the main page body in the Step 3 while creating a

Access Permission

[ Show Option Bar
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Inside a portal

Normally, a portlet has four tabs: Window Settings, Select Icon, Decoration Themes and
Access Permission. However, some portlets may also have Edit Mode and Preferences
tabs. For example, IFrame and Dashboard portlets have the Edit Mode tab where
administrators can define the interface detalils.

Make changes on fields in the various tabs.

« The Window Settings tab allows you to change values related to settings of your selected
portlet.

Details:
Table 3.8.

Field Description

Display Name The display name of portlet which cannot
be changed.

Window Title The portlet title with the length between 3
and 60 characters.

Width The portlet's vertical size. The value of this
field must be in numeric format.

Height The portlet's horizontal size. The value of
this field must be in numeric format.

Show Info Bar The option enables the information bar to
be shown or hidden. If the Show Info Bar
checkbox is not selected, portlet mode and
window state will not be displayed in that
portlet.

Show Portlet Mode The option enables the portlet mode to be
shown or hidden.

Show Window State The option enables the portlet's window
state to be shown or not.

Description The brief information of the portlet. The
length must be between 0 and 255
characters.

« The Select Icon tab allows you to select an icon for the portlet. By clicking Get Default,
you do not have to select any icon from the list, the suitable icon will be got automatically.

« The Decoration Themes tab allows you to select a theme for the portlet from the themes
list. By clicking Get Default, you do not have to choose any theme, it will be automatically
set.
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* The Access Permission tab allows you to set the access permission on the portlet. The
portlet can be made public to everyone or restricted to specific groups.

Note

See the section for details on how to assign the
access permission on a portlet.

4. Click Save And Close to accept your changes.
Add a gadget

To add a gadget, you first need to turn into the Gadget page by selecting Gadget on the tab bar
of the Manage Applications page.

&% Manage Applications | “¥| portlets  |[3%] cadgets

| fl Add 3 Remote Gadget 4 Create a New Gadget |

Currency Converter

@ Gadget Details G =

Activity Stream Cl'
Gadget name: TenSlowest Templates

Agenda i | — Description: null
All templates statistics o View URL: http://pif-3.5.0-ga-snapshot. acceptance. exoplatform.org/rest/jcr/repository/portal

= system/production/app:gadgets/app: TenSlowestTemplates/app: data/app:resources/templates-
Apphications Statistics I | slowest.xm
Bookmarks i | Edit URL: hitp://pif-3.5.0-ga-snapshet.acceptance. exoplatform.org/rest/private jor/repository/portal-

system/t tion/ap gets/app:TenslowestTemplates/app: data/app resources /templates-
Cachas o slowestoml
Calculator i | Reference:
Categaries: Monitoring

Calendar (i}

L]

]

eXo Calendar Gadget

You can add a remote gadget using its URL or create a new gadget into the list.

Add aremote gadget

1. Click the Add a Remote Gadget link.

2. Enter the link of your desired gadget which is in the .xml format in the Gadget URL field.

Gadget URL =

Add Cancel

3. Click Add to accept your inputted URL.

The selected gadget will be added to the gadgets list in the left pane with its details in the
right pane.

Create a new gadget
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1. Click the Create a New Gadget link.
2. Enter values in the form.

For example:

Name: *

Source: <?xml version="1.0" encoding="UTF-8"?><Module><ModulePrefs titte="hello world example" description="The helle world gadget."/><Content *

type="html"> <I[CDATA[ Hello, world! ]J]></Content=></Module>

Save Cancel

3. Click Save to accept creating your new gadget.

Note

To add the newly added remote gadget to a specific category, simply click the "Click here
to add into categories” link at the bottom of the right pane. The table listing all categories
will appear that allows you to select your desired category.

To update information of the added gadget, simply
click

o

to refresh information.

* You can delete a local gadget using

corresponding to each gadget in the left gadgets list.

Add a new gadget from Dashboard

See the Add more external gadgets from Dashboard section for instructions on how to add new
gadgets from the dashboard.

Edit a gadget

Click
il

located in the header of the Gadget Details page to display the following window.
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Name: fensiowestTemplates =
Source: | <?wml version="1.0" encoding="UTF-8" 7> - =
<Module

<ModulePrefs tite="10 slowest templates”
guthor="Frederic DROUET™
author_email="frederic.drouet@exoplatform.com™
>
<Require feature ="dynamic-height” />
<Locale messages ="locale /default.xml” /=
<Locale lang="fr" messages="ocale /fr.xml" /=
< /ModulePrefs=
<Content type="htm|">
<I[CDATA[
<head>
<title > 10 slowest templates < tite >
<link type="text/css" rel="stylesheet” href="http: //ajax. googleapis. com/ajax libs figueryui/1.8. 9 /themes /uiHightness fjquery-ui.cas™ /=
<link rel="stylesheet” type ="text/css" href="/exo-gadget-resources skin/exo-gadget/gadget-common. css™ /=

<srript language ="javascript” type="textfjavascript” src="/sodal-resources fjavascript/eXo/sodal fSodalUtil, js" > < fscript=
<script language ="javascript” type="textfjavascript” src="jexo-gadgetresources/scriptfiquery 1.6, 2fjquery.min js"> < fscript>

4

Save Cancel

Dashboard portlet

This portlet is to host 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.

Use the Dashboard workspace

In addition, eXo Platform is compatible with most gadgets which can be found here. [http://
www.google.com/ig/directory?synd=open]

| L) ( JSIC - - e Search Google Gadgets
Google Gadgets For Your Webpage Results 1 - 24 of 253550 mare
All Google Calendar Viewer Bejewelad Hang Man Cumrency Converter Super Flash Mario Brog
New e e -rJ a €¥$ I
st S0 £ T
Commumnication Add 1 yeur webpage Add b2 yeur wetipage Add 1o your webege A Is your webpags
Eun & Games
_ Bithday Reminder Frogger GRE Word of the Day Spider Visiting Paris
cinance
- e e o i ®
Lifestyle = laass Word of the Day e .l{ 1
Tachnol Add 10 your webpage Add 10 your webpage Add o your webpage Add 15 your wesmage 424 1o your webpage
Mew Stuff Marig Adventure Idiot Test (Maximizable Mashi Marig Tatrix Real Age
[ RARI®E | [ Billy's Real Age
E ... 'S Yoo
ABVENTUR (= < =
- & | T =5
Add 10 your webpage Add 10 your webpage Add to your webpage Add 1T your wetoage Asd 1o your webpage
TWGyide com Widgat Top Daily Beautil Photo Bast Political Joke: play-2016-Fwill_2 Zombie Rush
e -, g
.GUIDE S = )
Add 1o your webpage Add o your webpage: Add to your webpage Add to your webage Add 1o your webpage

1. Click Dashboard on the Administration bar to access the Dashboard portlet.
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Inside a portal

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

Gadget Directory x

¥ Administration

Services Management

¥ Adoption

Forum Statistics
Late=t Forum FPosts

Login History

3. Select a gadget in the Dashboard Workspace window.
4. Drag and drop the selected gadget into the workspace.
Change gadget preferences

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 a gadget.
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Edit gadget
Activity Stream @. Sl  Forums Statistics =EX  Agenda
Farum Statistil ::11 Show all *
Activity Stream SEED e - LSS Agenda

» Total topics: 23 Events (0) | Tasks (0
* Total posts: 43

* Total members: &

» Active members: 5

> Maxmum f
Display Options 3, at Thu A

&Xo Calendar Gadget (=) B¢

Appearance  Quickadd  Refresh
211 Hov
[ Automatically refiesh this acthy stream MTWTEFSS
123458

Limitto |10 items

Road Map A EEE T8 810111213

Smve) Cancel Hudson Build status A 1415 16 17 18 19 20

Change preferences of a gadget (for example, RSS Reader)

1.

3.

Click the edit icon to open the edit form of the RSS gadget.

RSS Reader _ =]l

Number of items — # of Itemlsugljj 10

FEED URL:  |https://feeds.feedburner

A | Save | | Cancel |

Ay Gateln Portal 3.2.0 Beta(1 Released!

3 Looking for an excellent Web DesignerWeb Developer to hire
Ay Become the new JBoss Portlet Bridge lead !

Ay Gateln Portal on the road to JBoss AST

Ay Gateln 3.2 M1 reached

jg Hew Blog, Hew Project Lead and New Release!

ﬁ Sneak preview of Gateln navigation i18n

jg Does Developing Portlets Make You a Better Developer?

jg JBoss Portlet Bridge 2.1.0.FINAL Released - Better Ajax-over-
WS5RP Support!

jg A New Age of Portlet Bridges - A JUDCon Interview

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.

Click Save to accept your changes.

Add more external gadgets from Dashboard

1.

Obtain the URL (.xml or .rss) of the gadget you want to add from the gadgets source. For
example, http://bejeweledg.googlecode.com/svn/trunk/bejeweled.xml.
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Note

Remote gadgets can be only created using an .xml link or RSS URL. However, if you
use a link that generates an RSS feed (for example,

[http://feeds.feedburner.com/gatein]), a new RSS reader gadget will be
created automatically even if the URL does not end with .rss.

2. Return to your portal and click Dashboard in the Administration bar.
3. Click Add Gadgets in the Dashboard to open the Dashboard Workspace window.

4. Paste the URL in Step 1 into the textbox.

Gadget Directory b 4

|!"|tt|:l:f.l'thE'.n'-.'E|El:|g.gIIIIIlg|EEIIIIZ|E.IIIFI [

¥ Administration

Services Management

¥ Adoption

Forum Statistics
Latest Forum Posts
Login History

Top Rated Topics

5. Click
41

to add the new gadget to the page.

Use Gadgets in your dashboards

eXo Platform provides a gadget package that contains many useful gadgets. They can be

categorized into:

* Engagement gadgets
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¢ Audit gadgets
e Collab gadgets

« Management and Monitoring gadgets
Engagement gadgets

Engagement gadgets include gadgets designed to aid users in engagement activities and
events. These gadgets analyze the existing communications and community engagement in your
organization, then show what is going on by providing statistics.

Latest Forum Posts

The Latest Forum Posts gadget shows the latest posts in Forum. You can decide the specified
number of the latest posts to be shown. This gadget helps you always stay updated with what
is going on in the forum.

Lastest Forum Posts & =] (O] | X

Total:
Forum portlet:

Subscription url:

[ Save] [ Cancel ]

Last post Forum ™

Hi, | saw that eXo Mobile was deployed on iPhone and Android platform.
It's great because...

We are looking for a platform where we should be able to basically
program and run WAP (xhtml faor...

| have read your mobile feature listing here:...

I'm looking for a documentation about developing exo groovy template. In
details, for...

ex0o Forums have been upgraded to eXo Knowledge 2.0. The migration of
content from the 1.xversion...

Latest Forum Posts settings:

Description

Total The number of last posts to be displayed in this
gadget.
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Field Description

Forum portlet The URL pointing to the Forum portlet.

Subscription URL The URL to the service which you request
to get data from (in this case, the data are
last posts). For example: http://localhost/portal/
rest/ks/forum/getmessage.

Top Voted Topics

The Top Voted Topics gadget lists the highest rated topics in a forum. You can decide the
maximum number of posts to be shown.

Top voted rating topic £ =[] [ 3

Top voted topics

* Add "Home" icon to Admin bar (return quickly to the home page of

intranet)
zyedtriki - 201 /0524

* Feature Proposal: eXo Ajax library
tugdual_grall - 201 1/0524

* Maotifications on new members to validate in spaces
julien_brulland - 2011/02/18

* Drives!/Spaces and publication policy and access logics
oualid - 20101 2/28

* iwould like to be able to make a search in the intranet
fdrouet - 201170314

By clicking the post previewed-content, you will go to that post in the forum.

Top Voted Topics gadget settings:

Top voted rating topic £ =] (] [ X
Maximum to g |E|
display:

[ Save] [ Cancel ]

Top voted topics

* Add "Home” icon to Admin bar (return quickly to the home page of
intranet)

Zyedlnnl - £L e

* Feature Proposal: eXo Ajax library

2014 4 1R A
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Select the maximum number of topics to be displayed in the Maximum to display drop-down list,
then click Save to save the changes.

Forum Statistics

The Forum Statistics gadget displays statistics about the forum's activity. This gadget is
especially useful for administrators who always need global as well as detailed view about how the
forum is going on. Based on these statistics, the administrators can find the solution to increase
the forum activities.

The statistics include the total number of the topics, posts, members, active members and the
maximum number of online users.

You can switch between different views:

* Global statistics view (default):

Forums Statistics - | | 2

Forum Statistics

* Total topics: 192

* Total posts: 2434

* Total members: 186

» Active members: 31

* Maximum number of online users:
38, at Thu Apr 07 2011 17:24:38

» Weekly statistics view:

Click

to switch to Weekly statistics view.

After switching to the Weekly statistics view, you can display the statistics in a list or a chart.

e List view:
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Forums Statistics E] @ E]

Forums Weekly Statistics b &

* 201110/09 - 20111011 : 18 post{s) created
20110002 - 201110008 © 33 postis) created
* 2011/09/25 - 201110/02 : 15 post{s) created
= 2011/09M8 - 2011/09/25 : 2 post(s) created
* 2011/08M11 - 2011/09M18 : 3 post(s) created

o BRI EI BB E] ] ]

* Chart view:

Click

4

to switch to the Chart view. Click
to go back to the List view or click
=

to go to the Global statistics view:

Forums Statistics (=] [E] [X]
Forums Weekly Statistics =
.
1214
2-::; 14081 2011002301109 28201 11 0OR0 11T 110N S

e TR EIEI BB ] ] ]
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Friend Suggestions

The Friend Suggestions gadget will suggest you to connect with people that have mutual friends
with you.

Friend Sugagestion | E]@[E]

Maybe you know these people ?

. Patrice Lamarque 18 mutual friends

Send invitation
eszn. Trong Tran 5 mutual frisnds
ls o'*  Send invitation
, | Ali HAMDI 13 mutual friends
| Send invitation
Ahmed zaoui 12 mutual friends
m Send invitation
Alain Defrance 7 mutual friends
Send invitation
r-'\ Anouar Chattouna 7 mutual friends
: Send invitation

Hieu Lai Trung 5 mutual friends
Send invitation

To send the invitation to connect with the suggested people right on this gadget, simply click Send
invitation under their usernames.

Audit gadgets

User Login History

The User Login History gadget records user's login history and provides statistics.
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Login Historny (=) (1] (]
Login History

Statistics | History

User | Find Latest |
User Last login Before that More
Nguwen Dai Duc 2 secs ago 3 ming ago b=

Tung Tran 5 mins ago 1 hr, 538 mins ago b=
Brice Revenant 10 ming ago 1 day, 20 hrz ago =
Nguyen Huu Tus 10 mins ago 2 hrs, 3 mins ago b =

Do Thanh Tung 13 ming ago 1 day, 20 hrz ago b=

I

You can look up a specific user by entering his username in the search box and click Search.

» To view the global statistics and global history, click the Statistics and History link respectively.

+ Click

=4

<

corresponding to the user you want to view the login statistics or the login history.

» User's login statistic:
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Login Historny (=) (1] (]

Login History

Trung Khac Nguyen
Statistics | History

=< Week 41 (Q4 - Oct 2011) ==

ad 37
T
22
3
o I W
Man Tue Wed Thu Fri Sat Sun

Average logins [ day: 26.67

¢ User's login history:

Login History (=) (1) (]

Login History

Trung Khac Nguyen
Statistics | History

Today (3)

1 minute ago

Wed Ogt 12 2041 10:55:18 AM
1 hour, 22 minutes ago

Wed Cgt 12 2091 09:34:20 AM
1 hour, 58 minutes ago

Wed Oct 12 2091 08:58:37 AM

Earlier thizs week
Earlier thiz month

Earlier

Collab gadgets

The Collab gadgets include gadgets designed for collaborative activities.
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eXo Calendar Gadget

The eXo Calendar gadget displays a mini calendar and allows you to quickly add an event.

Appearance Quick add Refresh

& 2011 Oct W
M T W T F § 8
26 27 28 29 30 1 2

3 7 8 8

4 5 6
10 1113 14 15 16

17 18 19 20 21 22 23
24 25 26 27 28 29 30

M1 2 3 4 5 6
12110/2011 *
14:26 buy cinema ticket
141102011

13:00 Local Serminal

Appearance:

Appearance  (Quick add Refresh

Select visible calendars
defaultCalendartame

close | save

If you have more than one personal calendar, you can select which calendar to display. Select
the calendars from the list, then click Save. Only the event in the calendar of your choice will be
displayed.

Quick add: You <can add a new event to your personal calendar
in this gadget by simply entering the date, time and  description,
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then click Add to

Appearance  Quick add

defaultCalendarlame |E|
From/2011 Oct 12 14:29:46

1012011 Oct 12 15:29:45
Summary

create your new

event.

Refresh

+— the calendar for the event

4 the time when the event starts
<4— the time when the event finishes

<— event summary

A

add the event

eXo Calendar Gadget settings:

eXo Calendar Gadget

& | (] [X

Rest URL:

Appearance  Quick add Refresh

& 2011 Oct W
Mm T W T F & 35

1 2

| enter the REST URL then

% click Save to update
[ Save] [ Cancel ]

Description

REST URL

REST URL from which the gadget will get data.
For example: http://localhost:8080/rest/

Normally, regular users do not have to care about this setting. If administrators make changes on
the server that affects the REST URL, you need to contact administrators to get the new REST

URL.

Management and Monitoring Gadgets

The Management and Monitoring gadgets include gadgets designed for providing the overall
vision of the system. These gadgets monitor the system and provide the current system
performance statistics which are especially useful for the system administrators and developers.

Memory Charts

The Memory Charts gadget provides the chart of memory used during runtime.
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Memory (=) (1] (]

Memory

heap memory
free /used : 591.54 Mo / 424 .58 Mo

B u==d

non-heap memory
free fused : 154.55 Mo / 133.45 Mo

. =
W

The chart shows:

e The ratio between free and used heap memory.
» The ratio between free and used non-heap memory.
Cache Levels

The Cache Levels gadget displays the eXo cache levels and settings. Based on these statistics,
the administrators can configure the cache settings properly to get better performance:

« If the cache is full but the hit ratio is low (or missed ratio is high), it means the cache is full of
unnecessary data. It should be cleared and/or its size is increased, or its lifetime is decreased.

« If the cache is full and the hit ratio is high, this is good. It means most data are retrieved from
the cache not the database, so the system gets better performances.

« If the cache is empty, it should be configured differently, for example, increasing its lifetime.
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Caches £ [ (] [ 2

Consumption Hit ratio Details

Template Service
MOP Session Manager

[ |
|dentities Count Cache

Qquery

Resource Bundle Data
]

composer
Script Service Impl
Activities Cache
|dentity Index Cache

drive
|
Spaces Cache

Activities Count Cache

e The Consumption tab shows the overall cache consumption in the system.

» The Hit ratio tab shows the ratio between requested data fetched from cache and data fetched
from database.
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Caches (A (==X

Consumption Hit ratio Details

Template Service
[ |

MOP Session Manager
query

Resource Bundle Data
CoOmposer

Script Service Impl

drive

Initial Web Content Plugin
Template Service
[ ]

Lock Manager Impl

Description Service

« The Details tab shows the cache level and the current cache settings:

91



Chapter 3. Manage Your Organi...

Caches # [=) (=] [
Consumption  Hit ratio Details
Template Service 0 %o full
s M3x size 200
+ Time to live 600
e Hit / Missed Q8 % /2 %
MOP Session Manager 2 % full
s M3x size 5000
+ Time to live 600
s Hit / Missed 02 % /8 %
query 0 % full
* [Max size 300
+« Time to live 600
s Hit / Missed 0% /0%
Resource Bundle Data 61 % full
* [M3ax size 3000
« Time to live 600
s Hit / Missed 96 % / 4 %
composer 0 9% full
* [Max size 300
« Time to live 600
s Hit / Missed 0% /0%
Script Service Impl 1 o full
* [Max size 300
¢ Time to live 200
¢ Hit / Missed 100 % /0 %
drive

* Max size: The maximum size of the cache.

2 oy full

» Time to live: The lifetime (in seconds) of cache entries before being cleared.

* Hit/Missed: The percentage of data fetched from cache versus the percentage of data fetched

from database.

Applications Statistics

The Application Statistics gadget displays how fast applications are. It shows administrators

and developers which applications should be optimized.
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Applications Statistics - (] [

Applications Statistics (30)

ApplicationRegistryPortlet/ACTION _PHASE

min: 220 ms | max: 3 392 ms | exec: 2

ApplicationRegistryPortletRENMDER._PHASE 812 ms
min: 10 ms | max: 3 176 ms | exec: 4
ChatBarPortlettRENDER_PHASE 459 ms

min: 2 ms | max: 2 007 ms | exec: 13

ContentListViewerPortlet/RENDER_PHASE

min: 72 ms | max: 2 236 ms | exec: 3

DashboardPortlet/ACTION_PHASE T30 ms
min: 0 ms | max: 2 703 ms | exec: 31

DashboardPortlet RENDER_PHASE
min: 59 ms | max: 85 990 ms | exec: 62

ForumPortlet/ ACTION _PHASE 71 ms
ForumPortlettRENDER._PHASE 522 ms

Applications that take long time to execute will be highlighted so that you can easily recognize:

Applications Statistics (17)

DashboardPortlet/ ACTION_PHASE 607 ms
min: 0 mz | max: 2 401 mz | exec: 4
DashboardPortlett RENDER_PHASE

min: 214 ms | max: 3 505 ms | exec: O

PlatformAdminToolbarPortletRENDER_PHASE 223 ms

min: 11 mz | max: 675 ms | exec: 5

T-’jl'.l'..:i“l_'.‘:]‘_—_‘-I'hl'..'.-'jl'i"l:'.'.I"‘I.:i":_ :r-|_'.::_ :“_Iﬁ o e 477 s

Each application is provided with these statistics:

» The number of executions (exec).
e The minimum execution time (min).

e The maximum execution time (max).
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All Template Statistics

The All Template Statistics gadget displays how fast templates are. It shows administrators and
developers which templates should be optimized.

All templates statistics - | ] [ 2

All templates statistics (85)

* lexorecmiviewsitemplates/content-listviewerlistannouncement. gtmpl
(nb exec: 3,00 -min: 1,00 ms - max: 1 549 00 ms - avg: 648 67 ms)

* appdgroovyiplatformMavigation/portletUlUserPlatformToolBarPortlet/UIMNa
(nb exec: 43,00 - min: 0,00 ms - max: 391,00 ms - avg: 67,77 ms)

» systemufgroovyiwebuifcore/UIBreadcumbs. gtmpl
(nb exec: 1,00 - min: 236,00 ms - max: 236,00 ms - avg: 236,00 ms)

» systemc/groovyiwebuifcore/UITree. gtmpl
(nb exec: 1,00 - min: 261,00 ms - max: 261,00 ms - avg: 261,00 ms)

* app:groowvyiplatformiavigation/portlietilUlAdminToolbarPoftletUlAdminToo

1=

(nb exec: 54,00 - min: 0,00 ms - max: 1 673,00 ms - avg: 226,09 ms)

* apptemplatesforumiwebuiflJIForumPortlet. gtmpl

Each template is provided with these statistics:

« The number of executions (nb exec).
e The minimum execution time (min).
* The maximum execution time (max).

« The average execution time (avg).
10 Slowest Templates

The 10 Slowest Templates gadget displays the 10 slowest groovy templates and their speed
statistics. It helps administrators and developers specify what templates are slowing down the
system performance most.
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10 slowest templates - | ] [ 2

10 slowest templates

» systemcigroovyiportaliwebuitworkspace/UIPortalApplicationChildren.gtmpl

(nb exec: 59,00 - min: 11,00 ms - max: 163 670,00 ms - avg: 14 406,86
ms)

» systemufgroovyiportaliwebuitfworkspace/UIWorkingWorkspace.gtmpl

(nb exec: 60,00 - min: 10,00 ms - max: 153 100,00 ms - avg: 13 630,98
ms)

» systemc/groovyiportaliwebuifpage/UISiteBody. gtmpl
(nb exec: 60,00 - min: 10,00 ms - max: 132 808,00 ms - avg: 8 030,27 ms)

» gystemcigroovyiportaliwebuifportal/UIPortal.gtmpl
(nb exec: 60,00 -min: 9,00 ms - max 132 315,00 ms - avg: ¥ 921,58 ms)

» systemcigroovyiportaliwebuifpage/UIPageBody. gtmpl
(nb exec: 60,00 - min: 9,00 ms - max: 131 168,00 ms - avg: 5 746,72 ms)

» gsystemcigroovyiportaliwebuifpage/UJIPage.gtmpl

(nb exec: 60,00 - min: 9,00 ms - max: 130 864,00 ms - avg: 5 652,62 ms)

= appfgroowdashboardiwebuilcompaonentUIDashboardPortlet.gtmpl

Similar to the All Template Statistics gadget, each template is provided with these statistics:

« The number of executions (nb exec).
* The minimum execution time (min).
e The maximum execution time (max).
* The average execution time (avg).
Services Management

The Services Management gadget provides an easy access to REST management API.
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Services Management E]@[E]

Services | skinsenvice E| i ] d‘— service name

Method |reloadSkin [ <4— respective method(s)
Hame Value

Mame reloadSkin

Description Reload a specified =kin

Method post

Parameters skinid

Properties | SkinList [ <4— respective properties
Hame Value

MName SkinList

Description The list of registered =kinz identifiers

Select the service from the Services drop-down list.
Click
i

to get the description of the selected service.
For each selected service, its method(s) and properties are shown respectively.

Services Management settings:

Services Management () (=) 2] [¢]
enter the Services URL here

Services URL: || | < then click Save
[ Save] [ Cancel.]

Services | skinserice [ i ]

Method | reloadSkin E|

Description

Service URL
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Description

If you want to manage a remote service on
another Platform installation, you can enter the
link to the service in this field.

eXo Scripting Console

The eXo Scripting Console gadget provides a Groovy console that developers can use to interact
with the runtime. This gadget is useful when you want to experiment on code. It accepts eXo API
and can access eXo components deployed in the portal container, so this can be used as a tool
for drafting code, testing or exploring eXo APl/components/data interactively on a live system.
The eXo Scripting Console gadget is better viewed on the entire screen. You should configure an
entire page or a Dashboard tab for it.

eXo Scripting Console X

Language Gruuﬁ,"_.,r |Z| A Font ® Color 4 Script Editor

eXo Scripting Console
Type "help’ for help.

Groovy>

« Click
EANe

to change the font size.

* Click
@ color

to change the font color.
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+ Click

to view the Groovy Console Help.

Inside Desktop

To go into the Desktop application, simply click Desktop on the Administration bar. You will be
directed to the Desktop user interface as below:

My Sites Dashboard
\ddress Book

8BS Contact iﬁ' Address Book

.,
Address Books &5

Personal
| My Contacts

[l collected Addresses
Shared

Public Groups
|| developers

[ administrators

Desktop Edit 1 ]
- = O X
L]. Import h Export aT View - a4 Layout - 5 2
Mail
ﬁ =¥ o AddressBook B, GetMails | #] writeMail | [ Contacts ©d& Mew Event % Filters & Account
[« | g g G W @ & & More Actions =
The Addrass Book apphcation allows you bo imp .
share them with your collaborators. 3& | Subject Sender
I = E Folders

eXo Address Book offers many features to enh There is no email acoount, to Start using th
veards and other group actions., i

= Personal Folders

Crigate Accournt

T Tags

Subject: Welcome to the Mail application.

Described areas Description

1

The administration bar which provides quick
access to managing tasks.

The WebOS desktop.

The Dockbar which provides easy access to
applications via icons.

The application icons which are used as
shortcuts to gadgets, applications or pages.

The application.
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This section covers the following topics:

Add an application to the Dockbar
¢ Open an application

* Quit an application

Change the Desktop title and background

Add an application

In Desktop, you can add an application as follows:

1. Open the Add Application form via one of two ways:

» The first way: Hover your cursor over the Dock bar and click the Add Application icon.

Add Applications

g & ii]

e The second way: Right-click any area inside the Desktop background and select Add
Application from the drop-down menu.

Close all
Refresh
Page Title

Change Background

The Add Application form appears as below:
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Add Application

Add the application

Categories Select Applications ¢

» Administration 1 [

» Adoption Address Book @ i
Type: portlet

, .
Collaboration Created by: eXo Platform SAS.

Description: Contact Portlet

v Collaboration

r Contents
4
» Controller s Agenda Gadget
Type: gadget
r Development
- Created by: eXo Platform SAS.
¥ ECM Description: Tasks and Upcoming Event

list.
r Fag

‘. Close

Application category

2. Select a category on the left pane. The applications of this category will be shown on the right
pane.

3. Click
4+

corresponding to your desired application. Your selected application is then automatically added
to the Dockbar.

Open an application

« To open an application, hover your cursor over the Dockbar and click this application icon.
The hovered icon will display the application name, allowing you to recognize your desired
application easily.

The application window will be shown on the Desktop.
When an application is running,
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=

will appear right under its icon on the Dock bar to indicate that application is running.

vail T

¥, Get Mails | # writeMail = [ Contacts [~ New Event j-:b Filters T4 Accounts [X§ Settingsl

= Address Book

8% Contact Iﬁ Address Book [& 1mport |[# Export 2" View - @l Layout -

* £ Folders

= Personal Folders LA Welcome to

Address Books 2

Personal g eXo AddressBook
T v Tags

| My Contacts Overview

I Collected Addresses share them with your collaborators.

The Address Book application allows you to import, manage and organize

Shared eXo Address Book offers many features to enhance your productivity : sh

vcards and other group actions.
Public Groups

| developers

|| administrator§

= o

* To minimize the running application window, click

on the info bar of the application or
on the Dock bar.

=

is remained, stating that the application is still running.
» To show the running application window, click

or the application icon on the Dock bar.
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« To maximize the opened application window, click
O

on the info bar of the application to view its full size.
m|

will be changed into
=

. Click
=

if you would like to restore to the original size of the application.

« To reset a changed application, right-click any area outside the application window and select
Refresh.

Quit an application
To exit a running application, do one of these following ways:

The first way: Click

X

at the right top of the application window.

The second way: Right-click the application icon on the Dock bar and select Quit.

Remove from Dock

Quit

—

The third way: This way allows you to close all running applications. Right-click any empty area
on the desktop page and select Close All from the drop-down menu.

Add Application

Refresh

Page Title

Change Background
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You will notice that the

-

disappears after the running application has been closed.

Change the Desktop title and background

First, right-click any area on the Desktop background.

* To change the title:
1. Select Page Title from the drop-down menu.

2. Enter your desired new name into the Page title field, and click Save to accept your change.

e To change the background:
1. Select Change Background from the drop-down menu.
All available images for the WebOS background are displayed in the Choose Background Image

form.

Choose Background Image

Get Default
File Name Action
background_0.jpg E d mW
background_1.jpa = el ]
background_2.jpa E d m
background_3.jpag E 4 m
background_4.jpg E 4 m
background_5.jpg E 4 m
background_6.jpg E 4 m
background_7.jpg E d mW
Upload Close
2. Click

-

to preview your background.
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3. Click

to select and apply the relevant background.
To get the default background again, click the Get Default link at the right corner of this form.

Also, from this form, you can do the following actions:

* To delete any background:

Click

corresponding to the background you would like to delete.

e To upload an image from your local device:

1. Click the Upload button at the bottom of the Choose Background Image form.

2. Select your desired image by clicking Browse... on the Upload Images form.

Upload Images

| Choose File | No file chosen

e
Save Back

3. Click

fe
to load your selected image. At this step, simply
click

fe
to add more images, or

to delete the uploaded image.

Upload Images

exo-logo-hi-res-white.png +— Remove/Add background
images

Save Back
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4. Click Save to accept your upload, or Back to go back to the previous step.
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Chapter 4.

Organize Your Content

This chapter focuses on how to manage, store, preserve, and deliver content, and more, via the
following main topics:

e Structure content introduces types of drives and views, functions on action tabs, actions on
folders and documents, and content administration.

e« Manage content shows how to contribute content, and to manage content (for example,
creating/editing/publishing/deleting content).

* Manage newsletters includes information of newsletter viewer and newsletter manager, and
actions which can be done on the newsletter manager.

« Manage workflows represents default processes, including holiday and pay raise, and how
to create and manage these processes. Also, this section also focuses on how to upload or
view details of a process.

Structure content

Content is a main part of a website that may consist of various elements, such as texts, images,
sounds, videos, animations, and more. In eXo Platform, you can manage both structured and
unstructured content.

To create and manage the content more effectively and dynamically, you need to pay attention
to the structure of each content, including:

Main content contains all key contents, such as texts, images, links, tables, and more.

Illustration is an image which is used to clarify or explain the content. Also, a summary also can
be added to this image.

default.css contains CSS data which are used to present the web content, such as layout, font,
color, and more.

default.js contains JS data which are used to make web content more animating and dynamic.

Access Sites Explorer

This page is used to manage all documents in different drives. This is really a flexible way
because you can do through Internet whenever and wherever. By default, anyone can access
Sites Explorer, but the ability to do actions on Sites Explorer depends on the role of each user.

. Hover your cursor over

&k
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on the Administration bar, then select Content --> Sites Explorer from the drop-down
menu.

Click John Smith

- Users b

Applications

Sites Explorer Content :
Content Administration Portal )
Administration

IDE

A list of all drives organized in groups (Personal drives, Group drives and General drives)
in the Sites Explorer displays.

0% Add Folder Fc Add content ¥ upload Files Show Drives —.E' oy

@ Click the Show Drives button on the action bar to show/hide a list of drives.

* _GENERAIL DRIVES

- y - General
Iy acme category [ collaboration sl default-category ' intranet-category 5 Sites Management 5] Trash il
Drives
* GROUP DRIVES
‘.. y [ developers . / organization / L% [ organization / i [ platform / ." J [ platform / users 20 / platform / Group
amployaes management [ administrators web-contributors ‘— Drives
executive-board a
* PERSONAL DRIVES
lL-—l. Personal '; Private _‘;'7]' Public _‘_pg:'i%;a‘
Documents

Personal drives
Personal drive is the working space of a user. If you want to do in private, select the
Private drive, no one else can access or get your private resources. If you want to create
resources and share them with others, work in the Public drive.

Group drives
The drive of a group is the working space of users in that group.
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In the following example, the user "root" joins in three groups : "executive-board",
"administrators" and "users" so he has the right to access these group's drive.

General drives
This is the working space for everyone but your access right in different drives depends
on your role. If you access as an administrator role, you can see all drives; otherwise,
you can see some drives only as a web contributor role.

Drives

Private drive

The Private drive contains personal data of registered users. Hence, only these individuals can
access data in this drive type.

© & (O[/Documents |« The current node

=

Upload Files TG Add Foldel Delete = ¥ Manage Actions  J, Manage Relabons £} Manage Audit

Bookmarks Mame T Date Created  Date Modified Owner Versionable Auditing
Document

Functions

e Initialized folders

By default, there are some initialized folders to store private resources of users.

In Private drive, there are many functions on the Action bar, including:

» Create new folders/documents.

» Upload files from your computer.

e Add Symlinks.

* Overload Thumbnails.

» Watch/Unwatch documents.

« Add tags to a document.

« Set multiple languages for a document.
» Vote for a document.

¢ Comment on a document.

» By selecting the Search tab, you can:
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» Do the simple search.
» Do the advanced search with more constraints, or by adding new queries to search.
» Do search by existing queries.

 In addition, you can:

e Set up your browse preferences.

Cut/Copy/Paste/Delete nodes.
e Lock nodes.
* Rename nodes.

» View document content by the WebDAV function.

Download documents (folders) to your machine.

Public drive

With the Public drive, there is no initialized folder but you can create by yourself.

In the Public drive, you also can take similar actions to those in the Private drive.

Public ¥ Upload Files W% Add Folder [¢52] Delete
Name T
Functions

T

Mo initialized folders

< Filter bar

Drive of a specific group

By default, there are two initialized folders but you also can add more and take actions that is
similar in the Private drives. Only users in a specific group can access its drive.
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Drives

= ® G O

/ platform / users ¥¥ Upload Files W@ Add Folder (53| Delete

----- | Documents

Name

----- | SharedData

T Functions

Folders

Hide/Show the sidebar in a drive

The sidebar is used to show nodes like a tree or show the related documents, tags, clipboard
and saved searches.

You can hide/show the sidebar in two ways:

The first way

1.
Click "= to open the Preferences.
Preferences x
Sort by Alphabetic - Ascending -
Show Sidebar Enable Drag & Drop
MNodes Per Page
Advanced
Close

2. Deselect the Show Sidebar checkbox, then click Save to accept your changes.

* To show the sidebar, tick the Show Sidebar checkbox in the Preferences form.

The second way

Simply click * to hide the sidebar as the illustration below.
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m 2 = @ {5 (O /Documents

—

/ platform / users ¥ Upload Files S Add Folder ~ [5] Delete

| Documents

Mame
‘| SharedData

()€ Ciickto hide the sidebar

All Ttems

* Owned by me

» Favorites

The drive will be displayed like the illustration below.
m 55 = & <o (O /Documents
W Upload Files Tf) add Folder E Delete

Name

®1— Click to show the sidebar
Click ' to show the sidebar.

Views

There are many drives in Sites Explorer. Each drive has some views that enable you to view
data in the drive in a particular way. Each view has some action tabs and each action tab contains
some functions.
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eXo Platform supports you some ways to view nodes in a specific folder and show actions of
corresponding tab on the Action bar.

Note
The number of view types depends on which drive you are browsing. In eXo Platform,
you can manage view types by selecting
1° 3
--> Content --> Content Administration --> Content Presentation --> Manage View.
See the section for more details.

Admin view

In this view, each item in the list includes following information: Name, Date Created, Date
Modified, Owner, Versionable and Auditing. These information will help you manage nodes
easily.

E_. 2 = = o ¢ /Nodesindescending order
Personal Documents éﬂz add Content M Add Folder 7| Delete J& Manage Actions £ Manage Audit g, Manage Relations More =
- Private Name Date Created  Date Modifled Owner Versionable Auditing
ol Private 11/28/11 1:20 AM 11/28/11 1:29 AM system false false
Public 11/28/11 1:29 AM11/28/11 1:29AM  __system false false

You also can sort nodes to the nodes information by clicking the label of corresponding column.

indicates that nodes are ordered in the ascending order

means nodes are in the descending order.
Cover Flow view

This view is defined as a dynamic one with the side-scrolling view to nodes in a folder. In this view,
when a node is selected, its name is set with bold effect to more outstanding than others.

EE:: = ® $ (O fPrivate

Personal Documents 1% Add Folder & Delete  [x] Overload Thumbnail ¥ Upload Files
. Private

% Documents

B videos

£ Music
Pictures s

S Searches

- Favorites -
. Folksonomy o
L

i Bookmarks -
All Ttems

» Owned by me

» Favorites

* Hidden

Documsents i Music Picrures
Filter By Type Videos I Pien

+ Content

+ Norment
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To move from one node to another one, you can do one of these ways:

* Use the mouse wheel.
» Hold and move the yellow circle button to the left or the right.

« Click the folder/document name that you want to select.
Icons view

In this view type, nodes in a specific folder will be viewed as icons. The hame of each node will
be shown under its icon.

= mlEIE 5 g (O /Private -

Personal Documents ¥ upload Files T Add Folder | Delete  [§] Overload Thumbnail
& Private

) Documents [ L

- =
EaEE OO0 o6
. e e A
- Music

Documents Videos Music Pictures Searches Favorites Folksonomy Bookmarks

Pictures
& Searches
@-| | Favorites
| Folksonomy L8

| Bookmarks -

Thumbnails view

By using the Thumbnails view, nodes in a specific folder are viewed as icons bounded by frames.
Name of each node is shown under its icon.

If nodes are image files, their thumbnails will be shown like the screenshot below.

Em m E (Y =) [xcmis:system
@ Add Folder |_%, Add Content ./i, Upload Files @ Owverload Thumbnail @ Add Symlink
DMS Administration === &2

&~ exo:ecm = ﬁ ¢

BE XCmis:system

) . &= xomis:policiest xcmis:relations xcmis:working
|: xcmis:policiesStore

|: xcmis:relationships | %

[ xcmis:workingCopy

Slide Show view

In this view type, pictures in folders are viewed in the slide show.

To view pictures in the slide show, click ==".
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e
TR e

o

Lo i
- = T.:i.l!'
< . s

|

e
h 3
.

The Slide Show view automatically shows all picture nodes. Users can control this slide show
by clicking the below buttons.

Table 4.1.

m Go to the first picture node.

m View the previous picture node.

m Pause the slide show. After
clicking this button,
will become
Click
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Button Function

to continue viewing the pictures node.

View the next picture node.

m View the last picture node.

Timeline view

This view enables users to view all nodes created and uploaded by simply clicking =~ .
o= m 22 = <.3 O

All the nodes, which have been created and uploaded, will be displayed.

You can directly click the node name to view its content in details.

(== EC\ 3 /Private/content

Personal Documents ™ UploadFiles T Add Folder 5] Delate

Videos

Name Date time

Today

searches [ T
PLF user guide.bdt 11/28/11 3:53 AM

c Favorites
Folksonomy
Bookmarks

= Content

Fublic

You can also click to mark your item as favorite, or of a favorite node again to remove
it from favorites.

Functions on action tabs

Functions are added to tabs in Sites Explorer by administrators. The number of displayed actions
depends on each tab and each drive you are browsing and your role.

This section shows you how to take all actions in Sites Explorer.
Add a category

This function enables you to add a category to a node.

1. Select a node to which you want to add a category.

Add Category

Select | on the Action bar to open the Add Category form.
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3. Enter a name for the category in the Category Name field.

4. Click Save to accept creating the new category.

Add a document

There are several types of document in eXo Platform, such as File, Article, Podcast, Sample
node, File Plan, Kofax and more..

The table below shows types of nodes which can be added to various document types. The rows
indicate which nodes in the left column can be added. The columns indicate which nodes at the
top can contain.

Table 4.2.

File Article  Podcast Sample File Kofax Content Docume

node Plan documentfolder folder

File V V V @ V <@ v <@
Article ,@, ,@, ,@, ,@,
Podcast| @ 9 @ @ @ <@ 9 <@
e @ ° °©
File V V V <@ v <@
Plan
Kofax 9 9 9 @ @ <@ 9
;‘;“’adec @ V V @ V <@ V <@
cnent @ | © | © @ ©  ©
Pocument @ © © © © o
Note

@' indicates that the corresponding document can be added into. A blank entry means
that the corresponding document cannot be added into.

Following the horizontal, you will know which nodes can be added.
Following the vertical, you will know which node can be included.

Add a new document
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1. Select afolder from the left pane where you want to add a new document.

. Add Content . .
Click ™ "= on the Action bar to open a list of content templates.

3. Click your desired template. See more details in Step 3 [216] of the Add a content section.

Each document (except Article) must be added to categories when being created.

Attach files to a document

1. Select a document or a folder that you want to attach files, and click % upload Files on the Action
bar.

The Upload File form will appear.

Upload File %
Wame *
Select Fil ' '
elect File [ Browse_ | — Click to select file
Categories List +
Save Cance

2. Enter a name into the Name field. If not, the Name field is automatically filled with the file
name.

L
Click Browse... to select the attachment file. You can click to add more files.

4. Click Save to attach the files.

To view the attached file directly in Sites Explorer, simply click its name.
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| Maven_introduction.odp |-4—— The file name Download the file ———| bownload this File

I4 Page 1 of3dp 9 @ [(100% 2 D2 @ Save ——p| ¥, Save as PDF Fie

Open source integration
with Maven

http://maven.apache.org/

Note

eXo Platform enables you to view all types of documents, such as Open Office,
Microsoft Office in the PDF format.

Create a new article

1. Follow the steps in the Add a new document[117] section to open the corresponding form
to add a new Article document.

2. Input name and title of the Article in the Name and Title fields. Special characters (@ # % &
*()"';[1{/") are not allowed in the Name field.

3. Input values for both fields: Summary and Content.
4. Click Save or Save & Close to accept the inputted values.

After being created, your newly added Article document will be shown as below.
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< .
New Features in Gateln 3.2 That Will improve the eXo Platform 3.5 Experience :i
-
T

Summary

Cateln is the open source portal fram ework that serves as the backbone of eXo Platform, and the upcoming Gateln 3.2 will provide 2o Plaiform 3.5 with a set
of great portal features. Cateln 3.2 1= a logical eveolution of the Gateln 3.1 release; the vision is to improve the project and continue the implementaton of
what we started with Gateln 3.0, In this post, | will describe a few of Gateln's num erous new features

Content -

Navigation Controller
The navigation controller is a major change that could be summarized as the decoupling of URL expression and URL processing in Gateln. This means that

URLs processed by Gateln can be easily changed because they are now declared in an XML fila
Friendly URLs are now supported, giving the portal adminisrator freedom to configure how himp URLs should appear

l'ﬂ Links - docbook odt 40— Related documents

7 Anachments : |‘_ Uploaded files

4 Gareln Reference Cuide en.pdf] ?

aAvg, Rating: 0.0 vares: 0 REmMove uploaded files

The Links area lists all its related documents. After adding relations to a document, Article will
be displayed. You can click these links to view the content of the related documents. For more
details about how to add a relation to a document, refer to the Add a relation section.

The Attachments area lists all its uploaded files/documents which are attached with the Article.

You can remove the attachments by clicking .

For more details about how to add an attachment, see the Attach files to a document [118]
section.

Note

The name of document may be as the same to that of the existing one. When a new
document is created with the same name as other existing document, a numeric index
will be added to the name (for example, test [2]).

Create a new Podcast

1. Follow the steps in the Add a new document [117] section to open the corresponding
Podcast form.
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Name |
Categories

Title

Link

Author
Explicit No
Category
Keyword
Publish Date
Language en
Description

Upload File

Mime Type  audia/mpl
Length

Details:

Table 4.3.

Browse_ |

Field Description

Name The document name which is required.
Special characters (@ # % & * () “"':;[1{}
/1) are not allowed in the Name field.

Categories Categories of a document.

Title The display name of a document.

Link The link to the source path of the uploaded
media file that is required.

Author The author of the uploaded media file.

Explicit Itis used to indicate if your Podcast episodes
contain an explicit content or not.

Category The category of the uploaded media file, for
example music, film, or short clip.

Keyword This field allows you to search your Podcast
files more quickly. You can use commas to
separate between keywords.

Publish Date The date when an episode was released.

Description Information about the uploaded media file.

Mime Type The type of the uploaded media file.

Length The length of the uploaded media file.
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2. Input values for fields. To upload a media file, click Browse... and select the media file from
your device.

3. Click Save or Save & Close to finish.

Once being created, a Podcast will be displayed.

Podcast: Proud of you
Title: Proud of you
Link: youtube.com
Author:

Explicit: no
Category:

Keywords: Proud, love
Publish Date: MNovember 28 2011
Mime Type: audio/mp3
Length:

Description:

My favorite song @)

Avg. Rating: 0.0 Votes: O

Create a new Sample node

1. Follow the steps in the Add a new document [117] section to open the Sample node form.
2. Complete the appropriate fields.

3. To upload an image, click the Browse... button and select an image from your computer.
4. Click Save or Save & Close to finish.

After being created, a new sample node will be displayed.
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Node Name sample-node .
Title Sample Node

Date November 28 2011

Date Time November 28 2011 10:20:15

Description Image

One of the best sight-seeings in Vietnam

Summary Content

The fresh and quite atmosphere. It is a good place to relax at weekend :)

Relations Attachments

The Relations area is used to list all its related documents. See the View relations section.
You can click the links to view content of the related document.

The Attachments area is used to list all its uploaded files. See the Attach files to a document
[118] section for more details.

Create a new File Plan

1. Follow the instructions in the Add a new document[117] section to open the corresponding
form to add a File Plan document.
Name Record Properties Process Properties

MName

Categories F*

Language en -

File Plan Note

Details:

« The Name tab

Table 4.4.

Description

Name The name of the file plan.
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Field Description

Categories The categories of your file plan. Select

the categories for your file plan by clicking
4

Language The language of the File Plan document.

File Plan Note Note for presenting any other information
for users.

e The Record Properties tab
MName Process Properties
Record Category -
Identifier
Disposition -
Authority
Permanent Record  True -
Indicator
Disposition |
Instructions
Contains Records  Tue - =
Folder
Default Media Type Bectronic - "
Default Marking List  MNone - =
Default Originating -
Organization
Table 4.5.

Field Description

Record Category Identifier The alphanumeric identifier indicates a
unigque record category. This must be a
uniqgue ID. If this field is left blank, it will be
created automatically by the system.

Disposition Authority A reference number to the regulations that
govern the disposition.

Permanent Record Indicator A type of record indicators which should
never be deleted.

Disposition Instructions A readable guideline on how to handle the
records associated with the file plan.

Contains Records Folder The confirmation is about whether the
records folder is contained or not.

Default Media Type The choice for preset media types which
are made available to simplify the data entry
for the record. The frequently-chosen value
is "electronic" or paper.
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Field Description

Default Marking List Handling and classifying information that
are printed at the bottom of the record, such
as UNCLASSIFIED or NOCONTRACT.

Default Originating Organization This option is to enter the original
arrangement as default which is made
available to simplify the data entry for
the record and to assume that originating
organizations are the same for the
information in the file plan.

Vital Record Indicator This flag is to allow tracking or reminding
you of the record as essential or not.

Vital Record Review Period The choice for the interval of time between
vital record reviews.

* The Process Properties tab

Name Record Properties Process Properties
Process Cutoffs  Tnue - ¥
Event Trgger 0
Cutoff Pericd  One Minute -
Cutoff on Obsolete  Tnue -
Cutoff on Superseded  Tre -
Process Hold  True -t

Hold Period  One Minute -
Discretionary Hold  True -
Process Transfer  Tne -t

Default Transfer
Location

Transfer Block Size

Process Access  Thue - ¥
Access Location
Access Block Size

Process Destruction  Thue - ¥
Table 4.6.

Field Description

Process Cutoffs The Boolean data type is used to break a
process. If the process cutoff flag is set in
the file plan, the record is cutoff after the
expiration, or after it has been obsolete or
superseded, depending on the information
in the file plan.

Event Trigger The text data type is an automatic executing
code which is used to tell the event to
perform some actions.

Cutoff Period
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Field Description

The duration for the record cutoff

performance.
Cutoff on Obsolete The record is cutoff when it is obsolete.
Cutoff on Superseded The record is cutoff when it is removed or
replaced.
Process Hold This boolean data type is used when a

record process may be held before the
further disposition is handled.

Hold Period The duration when a record may be held
after cutoff which is normally measured in
Years.

Discretionary Hold The Boolean data type is used when a

hold may be discretionary, such as after
a command change. So, the discretionary
hold flag allows the records management
module to track these manual checks.

Process Transfer The boolean data type is used to determine
how a record process will be transferred.

Default Transfer Location The text data type is used to determine
where a record is transferred by default.

Transfer Block Size The float data type is used to determine
in what size blocks for organizational
purposes that is normally measured in
Years.

Process Access The Boolean data type is flagged when a
record, which is held permanently, must
be ultimately transferred to the national
records authority.

Access Location The text data type is flagged to specify an
area for the access transfer.

Access Block Size The text data type is flagged to determine
the blocks size for organizational purposes
which is normally measured in Years.

Process Destruction The Boolean data type is flagged if there
is any record to be destroyed. After that,
the record is marked in the Alfresco system
to be permanently destroyed so that all
information, metadata and physical traces
are removed and cannot be recovered.
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2. Fill in the appropriate fields of the tabs in the form.

3. Click Save or Save & Close to finish.

Create a new Kofax document

1. Follow the instructions in the Add a new document[117] section to open the Add Kofax
Document form.

Mame =
Categories AT
Language en -

2. Input a name for a Kofax document in the Name field which is required. Special characters
(@#% &*()"“":;[1{}/") are not allowed in this field.

4
Select categories for a Kofax document by clicking

4. Click Save or Save & Close to finish.

After being created, a Kofax document will be displayed.
File View Document View
Kofax Document Name Kofax Document

Downloadable File 21 Garden jpg

Avg. Rating: 0.0 Votes

« The File View tab is used to display all added nodes in that Kofax. Besides, all added files in
Kofax are also displayed in the Document View tab.

Create a new event

1. Follow the instructions in the Add a new document[117] section to open the Add an event
document form.

2. Enter atitle for the event.
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3. Input the location where the event will take place in the Location field. Select the Google
Maps checkbox if you want the location of the event to be shown on Google Maps.

4. Enter the Start and End Date/Time of the event.

5. Fill the Summary and Content fields.

6. Click Save or Save & Close to finish.

After being created, the event will be displayed like the illustration bellow.
Paris MAY . MAY
eXo-Big Event 7

eXo will attend the “Sohstions Intranet et Traval Collaboratif” event on May Sth and Gth in Paris.

eXo will attend the ~Solutions Intranst e Travad Collaborati™ event on May Sth and Gth in Paris, Come 1o meet us to talk about Intranets and
Cokaborative Soluions eXo is affering. It aso will D2 a nice opportunity 10 Share anoul industry rends and new eXo devepmeams.

Add a folder

You can create a document immediately in a specific drive. However, adding a document to a
specific folder enables you to manage documents better.

There are two types of folder:

» Content folder.

* Document folder.

&~ Documents
|| Document Folder

| Content Folder

In the default skin, the icon for a content folder node is displayed in blue and the icon for a
document folder node is displayed in yellow.

File and folder types in a folder

Content folder
+ Add a Content folder to a Content one.

* Add a Document folder to a Content one.

Add documents to a Content folder.

Upload files (images, MS Word documents, Open Office documents, .pdf files, .txt files,
xml file, and more) into a Content folder.

« Import sub-nodes which were exported into a Content folder.
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Document folder

Add a new Document folder to a Document folder.

Add File, Podcast, File Plan documents to a Document folder.

Upload files (images, MS Word documents, OpenOffice documents, .pdf files, .txt files, .xml
file, and more) into a Document folder.

Cannot add a Content folder to a Document folder.

« Cannot import an exported Content folder into a Document folder.
< Cannot import an exported Article, Sample node, Kofax into a Document folder.

Create a folder

1. Select the path to create a folder.

2. 5
Click & Add Folder on the Action bar. The Add Folder form is displayed:

Add Folder x
Type Content Folder ~ 4 Select folder type
Title Travel (4—— Required
Mame h'avel| 4
Save Cancel

3. Select a folder type.

4. Input values for both Name and Title fields which are required. Special characters (@ # %
&*()"'":;[1{}/") are not allowed in these fields.

5. Click Save to accept creating a new folder.

Note

The name of a folder may be the same as that of the existing one. When a new folder is
created with the same name as other existing folders, an index will be added to the name
of your newly created folder (for example, test[2]).

You can only create a content folder in another content folder.

You can create a document folder in a content folder or a document folder.
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Add translations to a document

This function enables users to add multiple languages for a document. This action is similar to
adding a language.

1. Select a document to which you want to add the translation. For example, select an Article
in English.
L Content
) Bookmarks
= Article Fr
= | Article En

Click @ Add Transiation on the Action bar. The Symlink Manager will appear.

Symlink Manager x

Fath Mode “_ Click

Save Cancel

L
Click , then browse to the target document that has different language with the first
document. For example, the Article version in French.

Select Document x
Content Browser Content Search Form Search Result
Filter Al v
40~ |Personal Drives + Personal Documents  +  Private [+— The path to the node 3
P General Drives i Name Date Created Size
. Group Drives Article En 28/11/11 04:56
. |- article Fr | 28/11/1104:55
= Personal Drives
+ Personal Documents:
- Private Click
+ Documents
+ Videos 8

4. After you have selected the document, click Save on the Symlink Manager form.

5. Select the document to which you have added the translation, then click the Relation button
on the Filter bar.
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You will see the available language for the selected document. Click the language on this
pane to view the document in the corresponding language version.

Add a Symlink

You also easily add a Symlink to a document. This function allows you to access your desired
documents quickly.

1. Select a node where you want to add a Symlink.

Click Uo Add Symlink on the Action bar. The Symlink Manager pop-up will appear.

symlink Manager x
Path Node a+
Symlink Name &
Save Cancel
Details:
Table 4.7.
Field Description
Path Node The path of a link.
Symlink Name The name of a link.

dt
Click to open the Select Target Node form.

4. Select the workspace which contains the node that you want to add a Symlink.

Click @' in the row of the node that you want to add. The path that the node will appear
in the Path Node field and the name of the node is set by the name of the selected node.
You can also edit this name.
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Symlink Manager

Path Node collaboration; Usersfi___ fio__ fioh___ fiohn/Priy S

Symlink Name  p|F user guide. txt.Ink

Save Cancel
6. Click Save to finish adding a Symlink.
m=m i = ¢ (3| /Private/content-folder Je—— The current node
Personal Documents Admin Action
Folksanomy @ Add Translation @ Add Symiink 4l Export Node f imoort tode
Favornites
2 Documents Name

Document Folder
B Content Folder

S (i, PLF user guide.bit

®, PLF user guide.txt +—— The Symiink added to the document

Content
Bookmarks

Article Fr

Comment

This function is used to comment on a document.

Note

You cannot comment on a File Plan document.

=

& Manage Actions g Manage Audit

Date Created  Date Modified Owner

11/28/11 5:40 AM11/28/11 5:40 AM  john

1. Select a document to which you want to add your comment.

Click @) Comment On Document on the Action bar.
The Comment form appears.

3. Add your comment to the Comment field.

4. Click Save to commit.

The comments are shown at the bottom of the document.

More

Versionable Auditing

true

false
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The best places for summer 2011

Summary :

If you're on the lookout for a fantastic deal on summer holidays in 2011, you've come to the right place. With plenty of
low cost package holidays available, we've got something for everyone. Whether you're a couple looking to get away
for a relaxing break, a group of friends in search of some fun in the sun or & family planning a child-friendly trip
abroad, there are a host of cheap summer holidays on offer in 2011,

Content :

If you're on the lookout for a fantastic deal on summer holidays in 2011, you've come to the right place. With plenty of
low cost package holidays available, we've got something for everyone, Whether you're a couple looking to get away
for a relaxing break, a group of friends in search of some fun in the sun or a family planning a child-friendly trip
abroad, there are a host of cheap summer holidays on offer in 2011,

[ Links:

& Attachments :

Avg. Rating: 0.0 Votes: 0

Last comiment posted by at 1144 AM. Thu, Jul 14, 2011

1 Comment(s) Show comments

To view your comment, click the Show comments link:
Commented by -Email: john.smith@acme.exoplatiorm.com - 5:57 AM. Mon, Nov 28, 2011 (4 T

It's interesting :)

You can edit your comment by clicking =< or delete it by clicking .
Edit a document

There are two ways to edit a document.

The first way

1. Select a document you want to edit in the left panel.

2. B o
Edit Document
Click on the Action bar.

The second way

1. Select a folder that contains the document you want to edit.
2. Right-click the document you want to edit and select Edit from the menu.

The Edit Document form will appear. All information of the selected document will be
displayed in this form and ready for you to change except the Name field.

133



Chapter 4. Organize Your Content

3. Click Save to commit your changes.

Export nodes

Nodes can be exported into either .xml or .zip file types.

1. Select a node that you want to export.

2.

'; Export Node

Click on the Action bar to show the Export Node form.

Export Node x

Path to Export: /Users/] fjo fjoh /john/Private/Documents/plf-user-guide

Format: @ gystem View
' Document View

Zip: [
Export Export Version History Cancel
Details:
Table 4.8.

Fields Description

Path to Export The path of the node being exported. This
field will be pre-populated.

Format The format of the original node.

System View Each node and each property of that node is
included in a different tag.

Document View Each node is a tag and properties of that
node are considered to be elements of that
tag.

Zip If this field is checked, the node will be
exported as a .zip file.

3. Click Export and select a location to save the exported file.

Note

The Export Node form can contain Export Version History if the exported node or
any of its child nodes is versioned.

This action exports all of the node's version history.
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Import nodes

Nodes which are in the .xml file format can be imported into the JCR Explorer system.

1. Select the location where you want to import the new node.

Click 1 Import Node o the Action bar. The Import Node form appears.

Import Node x

UUID Behaviour:  Create New -

Version History: Browse_

Upload File: Browse_
| Browse. |

Import Cancel

3. Click Browse... next to the Upload File field and navigate to the file you want to import.

4. Select one value from the UUID Behaviour drop-down menu, including:

Create New
If you select this behavior, the imported nodes receive new UUIDs which are completely
independent of any existing nodes. As the imported nodes get new UUIDs, there are
no UUID conflicts with the existing nodes in the workspace. The existing nodes in the
workspace are not moved, modified or deleted. The imported nodes are considered as
new nodes and therefore, do not have a version history. You cannot import a version
history for these nodes.

Remove Existing
If you select this behavior, the imported nodes in a selected path receive the same UUIDs
of the exported nodes. As the result, there is UUID conflicts with the existing nodes.
Therefore, the existing nodes are removed from the workspaces and the new nodes will
have the same version history as the existing nodes.

Replace Existing
If you select this behavior, you only can import the exported nodes into their original
workspaces where they are exported. When the new nodes are created with the same
UUIDs of the existing nodes, causing UUID conflicts with the existing nodes in the
workspaces. Therefore, the existing nodes are replaced by the new ones in the same
location and the new nodes have the same version history as the existing nodes.

Throw Exception
If you select this behavior, there is a message which will alert that you can not import this
node in case this node has been existing in the workspace. If this node hasn't existed,
a new node will be created.
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5. Click Browse... next to Version History to select a version to import.
6. Select a format.

7. Click Import to import the file's selected version.
Manage actions

Add an action

1. Select the node to which you want to add an action.

2. :
Click ¢ ETETENENITE on the Action bar.

The Manage Actions form will appear.

3. Select the Add Action tab.

Manage Actions

Awailable Actions Add Action

Create Action of Type  exo addMeladataAction -

Add/Edit Action

MName ]

Lifecycle | User Action
Content Addiion
Content Remaoval
Property Addition
Property Removal il

Metadata metadsta sieMetadats -

Is Deep [¥]

L3

]

Mode Types 3

Descrption

Affected Mode Types 3

Save Back

Details:
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4.

Table 4.9.
Field Description
Name The name of this action. This name is internal
to the JCR explorer.
Lifecycle Select the lifecycle for this action. The action

will be executed, depending on the lifecycle:

« 'User Action': The action is executed
when right-clicking the folder and then
selecting the action.

* 'Content Addition': The action will be
executed on a new document, but not
on a subfolder when the document or
the subfolder is created in the folder to
which an action has been added. It is also
applied to a new document in the subfolder
of the folder.

e 'Content Removal': The action will be
executed on a document, but not on a
subfolder in the folder when the document
or the subfolder is moved.

* 'Property Addition': The action will be
executed on a document when a property
is added to the document.

* 'Property Removal': The action will be
executed on a document when a property
is removed from the document.

* 'Property Modification': The action will
be executed on a document when a
property of the document is modified.

» 'Schedule’: The action is done at specific
time.

If you need the same action to be executed
in several lifecycles, you have to create
several actions.

Select one type for your action from the Create Action of Type drop-down menu.
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e :addMetadataAction

o ;auto Versioning
exo:create RS 5FeedAction
exnenableVersioning
exn:get Mail Action
exopopulate ToMenu
exn-sendMail Action

exn taonomyAction
eaco transform Binary To Text Action
Details:
Table 4.10.
exo:AddMetadataAction Add metadata.
exo:autoVersioning Add a version automatically.
exo:createRSSFeedAction Create an RSS file.
exo:enableVersioning Enable versioning.
exo:getMailAction Fetch mails.
exo:populateToMenu This type is not supported.
exo:sendMailAction Send mails.
exo:taxonomyAction Create categories.
exo:transformBinaryTo TextAction Convert .pdf or .doc file types into plain text.

5. Complete all the fields in the form. The Name and Lifecycle fields are required.

6. Click Save to commit the action.

All actions of a node are listed in the Available Actions tab.

Once an action is added to a node, it is auto-added to any child nodes of the selected node.

If an action is added with the lifecycle named 'User Action’, it will be applied to the current node.
If an action is added with other lifecycles, it will be applied to the child nodes.

Note

Not all actions are listed in a right-click menu of nodes. Some actions can be performed
immediately when that action is added.

View actions

1. Openthe Manage Actions form and select the Available Actions tab.

2.
Click @ that corresponds to the action you want to view.
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The details will be displayed in the Action Info tab.

Manage Actions x
Available Actions Add Action Action Info
Action Name add action
Is Deep true

Node Type Names

Lifecycle node_added

Affected Mode Types

Metadata metadata:siteMetadata

Description

Cancel

Edit an action

1. Openthe Manage Actions form and select the Available Actions tab.

Manage Actions x

Available Actions Add Action

MName Triggered Action Life Cycle Action
User action [exo:addMetadata, User Action |j
Cl )
os¢ Edit

Click & that corresponds to the action you want to modify.

3. Edit properties in the Action Form.
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Edit action

Action Form

Mame  add action *

Lifecycle | User Action -

Cortent Removal 3
Property Addiion
Propery Removal - |

Metadata metadata:steMetadata -

Is Deep ¥
MNode Types

Description

Affected Node Types

Save Back

4. Click Save to accept your changes.

Delete an action

1. Openthe Manage Actions form and select the Available Actions tab.

Manage Actions

Available Actions Add Action

Name Triggered Action Life Cycle
User action [exo:addMetadata,  User Action
Close

Click that corresponds to the action you want to modify.

3. Click OK in the confirmation message to delete the action.

Manage auditing

This function logs property changes in nodes.

1. Select a node.

Action

Q &

[

Delete
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Click ¥ Manage Audit on the Action bar. The Activate Auditing message appears.

Activate Auditing »

Auditing has not been activated for this node.

Are you sure to activate?

Activate Cancel

3. Click Activate to enable auditing on the selected node.

. 4% Manage Audit . : . .
Click ¢ 9 again to view the audit information of the selected node.
The Auditing Information list appears.
Auditing Information x
Operation Username Date Version
Property added john 09/30/2011 18:22:.17 No Version
Close
If the node has no audit information, the form will appear as below.
Auditing Information x

Operation Username Date Version

Manage categories

Assign a category to a node

You can add categories to the document type nodes only.

1. Select the node to which you want to add a category.

lvr} Manage Cateqaories
Click on the Action bar.

The Add Category form appears.

3. Select the Select Category tab to show the available categories.
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Add Category x

Referenced Categories Select Category

Category Tree  System -

Root Tree @

Name Add

i—| cms 7
i |ems = &

E_I calendar @-

g
#--3 | calendar

Close

=
Click @ to add the corresponding category to the node.
The category, which has been added to a node, is listed in the Referenced Categories tab.
All nodes, which belong to a category, can be viewed as follows:

View a category

1. Goto the drive which contains the category you have added. There will be a list of categories
available.

2. Select your desired category. The documents in that category will be listed.

& [IMovement  ]«—— The selected category

acme-category it Add category [, Add Content  ¥® Upload Files ==, Content Navigation
g pLF .
Document Title Created Date  Author Last User Status
@-§ | Natural Elements
g v : t Published
2§ | Movement [L Time Travel 11/28/11 1:31 roo ublishe:
[, Time Travel " |k speed 11/28/11 1:31 root Published
[ L Speed [k Flight 11/28/11 1:31 root Published
[ Flight
| Ice

Documents
[ Flight

@ Eirn

Note

When copying and pasting a node in a drive, a new node with the same content will be
created with a different name.

When copying and pasting a node in the category tree, a reference to the original node
will be created. This reference is a link rather than a copy. This feature is used to preserve
the disk space.
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Delete a category

1. Select a categorized node.

¢ ii;Manage Cateqaries

Click

3. Select the Referenced Categories tab.

Click that corresponds to the category you want to delete.

Show/Hide a content

Nodes can be hidden or shown easily.

Hide a node

1. Select the node you want to hide.

Click ko Hide/Show Content o, the Action bar to hide the node.

A confirmation message, which notifies that the node has been hidden, will appear.

Show a node

To show a hidden node, click

: Hide/Show Content
again.
Manage publication

This function is used to manage node publication.

1. Select a node (on the left or right pane) which you want to manage its publication.

Click ~» Manage Publications .y Action bar.

The Manage Publication form appears.
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Manage Publication

Rewision History
—Rewision: |

Status:

_— v
aft P Approw tage Published

—Scheduled

From To

Rewvisions Date Author | Status Action
Revizion:The best places for Sep 29,2011 1,47:54PM  |john Draftfcurrent rewvision] j
honeymoon

Rewvision 1 Sep 20,2011 1:40:20PM | john Published __.,, EQ

Save Reset Close

The Revision tab displays some basic information and the current state of the selected node.

=
Click to view the content of the node or click @
Manage versions section for information about versioning).

to restore a version (refer to the

4. Select the History tab to view the publications history of the node.

5. Click Save to accept your changes.

Note

See the section to understand more Manage Publication.

Manage relations
You can use this function to create relations between nodes.

Add arelation

1. Select the node you want to add a relation to.

2 .
’ . L Manage Relations
Click e a

on the Action bar.

The Add Relation form appears.

3. Select the Select Relation tab to see a list of other documents.

144



Functions on action tabs

Click @ that corresponds to the documents related to the document selected in the Step 1.
Documents linked to the original via a relation will be listed in the Relation List tab.

Note

Relations can only be added to document and uploaded file node types.

A node cannot have a relation to itself.

Delete a relation

1. Select a node that has links to related documents.

Click the == Manage Relations button on the Action bar.

3. Select the Relation List tab to view relations of the selected node.

Click corresponding to the relation you want to remove.
5. Click OK in the confirmation message to accept your deletion.

The related document will be removed from the list.

View relations

1. Select a node that has links to related documents.

2. Click the relation button on the Filter bar.

= m I = @& <3 (O|/Documents/plf-user-guide The selected
content
Private Admin Action

2] Proud of you a - _
7, Add Content g Add Folder
PLF user guide b
= | note_for_doc.txt
=

Name

note_for_doc.txt

‘[ Kofax document E || exo:actions

i~ |] eXo Big Event | comments

Article Fr

Article En il
[E]e=—= Relation M

All nodes related to the selected node will be displayed in the left pane.
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Languages List

Mo Related Document

Relations List

- PLF user guide.txt

References List

Mo Related Document

E|+- Refation

3. Click the name of the related node to view the document.
Manage versions

Add versions to a node

1. Select a node to add a version to.

. ] Manage Versions .
Click “© on the Action bar.

The following message will appear.

Activate Version

Wersioning has not been activated for this node.

Are you sure to activate it?

Activate Cancel

3. Click Activate to enable a version for the node.

4. Right-click the selected node and select ChecklIn from the drop-down menu.
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--| ] Sample Node @, Add Translation

@] Song
Name
-] Proud of you

‘... | PLF user guide wi| note for doc.txt

i) note_for_doc.ty &

L Kofax document ) copy
[ exo BigEvert | [ Edit
Article Fr & Cut
- Delete
- ) Lock
All Ttems [®_checkin
#| Rename
* Owned by me -
= Favorites lad Add Symiinic
v Hidden [ paste
@ view Information
Filter By Type [ view Document
* Content EJ Download And Allow Edition
* Document ] user actio...
= Image L Copy URL To Clipboard

3. L Manage Versions

Click " again to open the Version Info window.

Version Info

plf-user-guide
i Version: 1 (Base Version) ol O

Close

The node selected in Step 1 has been added as the Base version..

6. Right-click the node again and select CheckOut to obtain a version of this node.

Note

No actions (copying/cutting/renaming) can be taken on a node in the Check In status.
You must check it out before you can perform any actions on it.

If you want to add more versions to a node, right-click the selected node above and select
CheckIn and then CheckOut.

Add/Remove labels for versions

Add a label

1. Select a versioned node.

2. - Manage Versions

Click " on the Action bar.

Click » icon on the Version Info window to show the Add Label field under the version

list.
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Version Info x

| plf-user-guide

& Version: 1 (Base Version) Add Iabels—r@ =

Add Label
Label *

Save Cancel

Close

4. Enter a value into the Label field.
The label must be unique without containing any special characters, such as @, #, $.

5. Click Save to submit the new label.

Remove a label

1. Select a versioned node which has at least one label.

2. B -
. L Manage Versions .
Click = ? on the Action bar.
3. = |
Click - on the Version Info window to show the Remove Label field under the versions
list.
Version Info x
| plf-user-guide
|;J Version: 1 [PLF, User Guide,3.5] (Base Version) ) @

Remove Label

Select Label PLF, User Guide, 35 - Remove labels

Remove Cancel

Close

4. Select the label you want to remove from the drop-down menu.

5. Click the Remove button to remove the selected label.

View versions

1. Select a versioned node.
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2.

Manage Versions
< .

Click Fx

3' |'_\I
Click to see the current versions of the selected node.

[*]

Version Info
eXo news
1/ Version: 1 [important] [eXo] [news] [article] v o & O m
|;;1] Version: 2 L¥] E‘u :. m
% Version: 3 v & O o
i Version: 4 (Base Version) ol [0
o
st q- e
eXo news -
Languages English
Summary :
Document Management Systems (DMS) Overview

© Content :

Document Management Systems (DMS) is the use of a8 computer system and
software to store, manage and track electronic documents and electronic images of
paper-based information captured through the use of a document scanner. The term
document is defined as "recorded information or an object which can be treated as a
unit". Document Management Systems allow decuments to be modified and managed but
typically lack the records retention and disposition functionality for managing records. Iz‘

Note

Version viewing is not supported on folder nodes.

If you click while the selected node is a folder, a message will appear.
Restore a version
1. Select a node which has at least two versions stored.

F Manage Versions
Lo

Click

3. Select the version that you want to restore as the base version.

Click 9 to restore the selected version.

Delete a version

1. Select a node which has at least two versions.
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2. ]

L Manage Versions

Click “©

Click corresponding to the version you want to delete.
A confirmation message will appear.

4. Click OK to delete the version.

Note

You cannot delete a base version.

Multi-Languages

This function is used to add multiple languages to a document. Each document can be displayed
in many languages.

1. Select a document that you want to add languages.

2.
s Add/Edit Localised Contents

Click L&F on the Action bar.

The Multi Language form will appear.
Multi Language

Wiew Language Add Language
Language  Englishidefault) -~ 44— Click to see the language list

Wiew Set Default Cancel

The View Language tab contains a list of all languages. The default language for the
document will be automatically populated.

3. Select the Add Language tab. This tab will be displayed differently, depending on which file
you selected. However, the area where you can add languages to a document is the same.
The below illustration shows the Add Language tab for a Sample node file:

Multi Languape

Wiew Language 4dd Language

Language  Engish -
ser Defaute () o—Tick to 5ot the default language

Mama
This area is different
Browse. % depending on the
content type

Select Fila

SaAVEe Cance
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4. Select a language you want to add from the Language drop-down list.

If the selected language has not been added to the current document, the content field will
be blank.

Select the Set Default checkbox if you want to set your selected language as a default
language.

5. Click Save to be returned to the View Language tab. Your selected language is how added
to the Language field.

You can view this document in your newly added language by selecting that language from
the Language drop-down list, then click the View button.

View the languages list of a document

1. Select a document that you want to view the languages list, then click the Relation button
on the Filter bar:

Personal Documents
FICLUTES

™ Music

- Folksonomy
®-| | Favorites

=2 Documents

m

|_ Sample Node
~,-_ Song
~,-_ Proud of you

= PLF user guide
D——— Relation

2. The list of language (and all related documents) will be displayed on the left pane.
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Languages List

- en (Mola Cafe)

- en (Mola cafe)

- de (Mew)

- ar (Mola)

- en (Mola - Hanoi)

Relations List
- Best spots in Hanoi .odt
References List

Mo related document

You can view the document in the new language by clicking the corresponding link in
Languages List.

For more details about Relations, refer to the Views relations section.

Note

You cannot add multiple languages to a File Plan document.

When a document is a sub-node of File Plan, you also cannot add language to it.
Overload thumbnails
You can overload a thumbnail image for a folder. Overloading allows a folder to be represented

by a thumbnail image, rather than a folder icon (see the Thumbnail view section).

1. Select the folder you wish to overload with a thumbnail image.
2. Click [&l ©verload Thumbnail 5 the Action bar.

The Add Thumbnail Image form appears.

Add Thumbnail Image x

Thumbnail Image

Save Cancel

3. Click the Browse... button to select the image which will be used as the display icon for the
selected folder.

4. Click Save to accept your changes. The node will be stored in an exo:thumbnails folder.
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Request approval

If you want to publish one created content but not obtaining the 'Publish’ right, you must send a
request for approving your content.

1. Select the content that you want to send the request for publishing it.
2. Click the Request Approval button on the Action bar.

The content is displayed at the bottom of the Sites Explorer of the people who have the right
to approve contents.

Approve a content

When a content is created by users, it is possible to approve the publication if there is an approval
request. To approve a content, do the followings:

1. Select a content that needs approving.

2. Clickthe Approve Content button on the Action bar and the content is ready to be published.

Note

The Approve Content button is only visible for users who have the right to approve
contents.

By default, this button is not displayed on the Action bar.

Enable this function by selecting
=

--> Content --> Content Administration --> Content Presentation --> Manage
Views. See the section to know how to add the Approve Content

button to the tabs on the Action bar in Sites Explorer .

Publish a content

After the content is approved, it can be published by people who have the "Publish" permission.

1. Select a content that you want to publish.

2. Click the Publish Content button on the Action bar. The content will be published as the
schedule that you set up.

Note
The Publish Content button is only visible for users who have the "Publish" right.

By default, the button is not displayed on the Action bar.
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Enable this function by selecting
L

--> Content --> Content Administration --> Content Presentation --> Manage
Views. See the section to know how to add the Publish Content

button to the tabs on the Action bar in Sites Explorer.
Show drives

This function enables you to show or hide all the drives in Sites Explorer.

£l Show/Hide Drives

To show drives, click &= on the Action bar.

To hide drives, click & Show/Hide Drives

again.
Show JCR Structure

This function allows you to view document nodes in a tree structure.

Show the JCR Structure

1. Select a document.

2- C“Ck l;-::-i Sh":l'l“."_."-Hide Like JCR Structure on the Actlon bar.

Hide the JCR Structure

1. Select a document which is showing the JCR structure.

2. Click L§ show/Hide Like ICR Structure again.

Tag documents

A tag is a keyword or term associated with or assigned to a piece of information (a picture, a
geographic map, a blog entry, a video clip, and more). Each tag describes one item and enables
the keyword-based classification and search of information.

Add a new tag to a document

1. Select a document to which you want to add tags.

2.

@ Tag Document _ _
Click » on the Action bar. The Tag Manager will be

displayed.
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Tag Manager

Tag Names
Tag Scopes
Linked Tags
Details:
Table 4.11.

(Seperate mutiple tags with the

v @4,— Remove tags
I

Close

Field Description

Tag Names

Tag Scopes

Linked Tags

The tag names that users want to add tags
to documents.

Classify the tags. There are four tag types:
private, public, group, and site. Currently, the
two first types are activated ("Private” means
that a user who creates tags can view and
edit tags; "Public" means that all users can
view and edit tags).

List all tags of a document after the Add
Tags button has been clicked.

3. Input a value into the Tag Names field. Several tags can be added to a document at a time.
To do that, input all tag names in the Tag Names field and separate by commas.

4. Select a value for the Tag Scopes field.

5. Click Add Tags to accept, or Close to quit. Only you can see this tag in this document.

Click to delete tags.

Remove tags from a document

1. Select a document with tags that you want to delete the tags.

2.
Click

W Tag Document

on the Action bar to open the Tag Manager form.
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Click corresponding to the tags you want to delete.

4. Click OK in the confirmation message to delete the tags.
Upload files into folders

This function allows you to upload a file from your device. All file types can be uploaded. Special
characters (! @ $ % & [ ]) are not allowed.

1. Select the folder that you want to upload a file into from the left/right pane.

2. Click ¥ usload Fies on the Action bar to open the Upload File form.

Upload File %
Mam e S
Select Fil ' '
elect File [ Browse_ | — Click to select file
Categories List +
Save Cance

3. Browse and select a file on your device by clicking the Browse... button. The selected file
name will be displayed in the Select File field.

=
If you want to upload multiple files at the same time, click to open more Upload File
forms.
Upload File x
Mam e
Select File
Categories List 3

Mame
Select File

Open mare
Upload File forms

Categories List AT

Save Cancel
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Click to close a Upload File form.

To change the uploaded file, click in the Select File field and select Browse... again to
select another one.

Optionally, type a name in the Name field which is not required. Special characters (! @ $ %
& []) are not allowed in this field. If not, the name of the uploaded file will be kept as original.
new name in

=}
You can click next to the Categories List field to select categories to which you want
to add this file.
8| Add Categories x
Tawonomy Tree  Sysiem -

MName Actian
i .
1 E_I Cme &
B-1=|Cms ,
P 1| Ccalerdar ]
E-7_ | Calendar

i. Select a category in the left pane to open its child nodes in the right pane.

ii. Click & corresponding to a child node that you want.

g=| Add Categories x
| calendar
Taxomamy Tree Svatem -

. Mame Action
iy i | Brthday <
B4 |Brihdsy = :

; e i | Breakfast ﬁ'
H Breakfest &

e £ cat ]
B3| cal . =

= | Lundh &'
B4 Lunch p "

el 1| Mesting ]
B4 | Meeting g "

i Mestng i | Other '&r
B4 | Oth "

e i | Persona (/]
E-4- | Personal ‘ -

e i | Professond 'b'

®-% | professonal : =

Note

=L
You can add more categories to a file by clicking again to open the Add

Categories form.
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Click to delete a category in Upload File form.

You also manage categories which have been added to files by using the Manage
Categories function. See the section.

6. Complete uploading file by clicking Save.
After being saved, the main information of the uploaded file will be displayed.

Upload File

Information

File Name Node File size Mime Type Manage
Name Metadata

B emote  Blendte g tepan @D
Close CICK

Optionally, click & to see more details about its external metadata information. The List
External Metadata tab will be enabled and you can do some actions in this tab.
x

Upload File
Information List External Metadata

Metadata Name Action

@& dc:elementSet

Add metadata Close

Click & corresponding metadata that you want to edit.

¢ Click Add metadata to add more metadata to the uploaded file. Then, tick the checkbox,
and click Add.
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Add External Metadata x

_metadata:siteMetadata []

_dc:elementSet

Add Cancel

The new metadata are displayed in the List External Metadata tab.

8. Click Close to quit the Upload File form.

After being uploaded, the tree is displayed in the left pane.

Note

The size of the uploaded file depends on the size limit of the uploaded file that you set up
in the 'Edit' mode of Sites Explorer. If your file size exceeds the limit, the alert message

will appear.

View metadata

This function allows you to view metadata attached to File nodes, Podcast nodes, File Plan child
nodes and uploaded file nodes (nt:file nodes).

1. Select an appropriate node (nt:file).

Click ki View Metadata 1o view Metadata form appears.
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View Metadata

3.

4.

Date

2011-08-08T09:20:38.000+07:00

Description

Subject

N/A

Creator

NSA

Languages

Adobe InDesign C55 (7.0.3)

Contributor

N/A

Publisher

N/ A

Resource Type

Mac 05 X 10.6.8 Quartz POFContext

Identifier

N/A

Relation

NAA

Format

NFA

Source

NSA

Rights

NA

Complete the desired fields in the Add/Edit Properties form. Click
metadata.

NAA

Cowverage

NSA

Cancel

Click the Add/Edit button at the bottom of the View Metadata form to add metadata.

to add further
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View node types

This function allows you to view the detailed information of a node.

1.

2.

Add/Edit Properties

Title

Creator
Subject

Source
Contributor
Resource Type

Date

Publisher
Description
Rights
Relation
Format

Coverage

Click Save to accept the new metadata values.

Select a node that you want to view its detailed information.

11/29/2011 10:50:08

eXo PLatform

m

Click @ View Node Types 1 yiew detailed information about the selected node.
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Properties Management

3.

Properties

Name

FTl  jcriprimaryType
Hil  jor:mixinTypes

ol jer:uuid
exo:dateCreated

exo:dateModified

exo:language
exo:lastModifiedCate

exo:lastModifier

=
=
[ exorindex
=
=
=

Add New Property

Multi value Value

w false

v true

w false
w false
w false
w false
w false
w false
w false

w falze

nt:file

exo:datetime; exo:sortable;
exo:modify; mix:referenceable;
exo;owneable; mix:ildn;
mix:vaotable; mix:commentable;
exoirss-enable;
publication:authoring;
publication:authoringPublication;
mix:versionable

ededelabc0a801263ef07637c631

2011-11-29T10:46:00.999+07:0C

2011-11-29T10:46:01.118+07:0C

1000

en

2011-11-29T10:52:15.436+07:0C

john

Click the tabs at the top of the form to view categorized information.

View permissions

This function allows an administrator to manage the permissions for nodes.

1.

Select a node.

Click E;A View Permissions

. The Permission Management form appears.

Action

I

m
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Permission Management

User Or Group Read Add Node Set Property Remove Action
root true true true true S T
*fplatform fadministrators true true true true P
*fplatform fweb-contributors true true true true r 4 |
any true false false false F 4 il

Add a permission to that node

User Or Group « 8 a. -‘:b
Read Right []
Add Node Right [7]
Set Property Right [
Remowve Right [

Save Reset Close

By opening the Permission Management form, you can perform the following actions:

Add permissions

1. Add permission for specific users

i. Click ® next to the User Or Group field.

Select User Permission Select a user in a specific group x

Group:| fplatform/fusers "y Usemame - gy

Username First Name Last Name Email Action

demo Jack Miller jack.miller@acme.exoplatform.com Select a user — e

james James Davis james.davis@acme.exoplatform.com @

john John Smith john.smith@acme.exoplatform.com @

mary Mary Williams mary.williams@acme.exoplatform.com @

root Root Root root@localhost @

ii. Click @ next to the users to whom you want to grant permissions.

2. Select users from a specific group
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« Enter a group name in the Group field at the top of the form (for example, /platform/users).
All users in the nominated group will be displayed.

Or;

Click - beside the Group field to open a form that lists groups and their sub-groups.
Select a sub-group to add all users to that sub-group.

Select Group x

& platform

Select Group Select Child Group
-
' b fplatform/administrators
iﬁn Development b /platform/guests

m

: '- . . 3
iﬁ' Organization /platform/users

EI Iﬂ; Platform

: :I.ﬁ- Administration
i‘} Guests
.- R \risitors

F /platform/web-contributors

3. Search for auser

i. Select an information parameter (Username, First Name, Last Name, Email) from the drop-
down menu in the other field at the top of the page and enter information into the textbox.

ii. Click ™ to search for users matching with your selected information.

4. Add permissions based on memberships

oy
i. Click “® next to the User Or Group field.

The Select Membership form will appear that allows you to select users by membership.
ii. Select a group on the left pane, and membership types on the right.
5. Add all users/groups with read access

=Y
Click “® next to the User Or Group field.
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Select the permission you want to grant the selected users or groups by ticking the
corresponding checkboxes beside rights you want to add.

Click Save to accept your changes. The new permissions will appear in the permissions table
above.

Edit permissions

4.

Select the permission of a user or a group in the table of list permissions.

Click & .
Change the permissions as desired.

Click Save to accept your changed permissions.

Delete permissions

1.

3.

Select the permission of a user or a group in the table of list permissions.
Click I,

Click OK in the confirmation message to remove the permission.

View properties

This function allows users to review all the properties and values of a node. It can also be used
to add values to a node.

1.

Select the node you want to review or add values to.

View Node Properties

Click = to show the Properties Management form.

This form has two tabs:

Properties
This tab displays all properties and values for the selected node.
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Properties Management

Properties Add New Property

Name Multi Value Value

x false BX0tAXONomY

F1l jerprimaryType
exo:sortable; exo:modify, exo:datetime,

v true exo.owneable, exoprivilegeable,
mix:referenceable, exoactionable,
mix:wersionable

e jermixinTypes

W jeruuid x false  pocaeddacoasol4foon0ed72b68d 43
| exodaweCreated x false  2011.0030T17:04:36.609+07:00

) exodareModified x false  2011.00-30117:04:36.700+07:00

B expindex x false 1000

B exolastModifiedDate x false 2011-09-30T17:04:36.690+07:00

: exolastModifier ¥ false __Bystem

M1 exoname x false events

ow) BxOOWner x false __Eystem
& /platform fadministrators read, */platform
Sadministrators add_node; */platform
Sadministrators set_property, *./platform
Sadministrators remove, *./platform

e v true Sweb-contributors read; */platform

Sweb-contributors add_node, */platform
fweb-contributors set_property, */platform

Add New Property
This tab contains fields to add new properties to the selected node.

Properties Management

Properties Add Wew Property

MNamespace -
Name &
Type  Sting -
Multiple e -
Value I
* ﬁ ,_i_,
| Sawve || Reset || Cancel |

3. Select the Add New Property tab to add new properties to the selected node.

4. Select the namespace for the property.
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5. Enter a name for the new property in the Name field.
6. Select the property type from the Type drop-down menu.

7. Enter a value for the property in the Value field.

4
To add multiple new values, click and repeat the above steps.

To remove a value, click .
8. Click Save to accept your new values, or Reset to clear all modified fields.
After you have made changes on new properties, you will be returned to the Properties tab. The

newly added values will be displayed.

In this form, you can edit a property by clicking 4 , or delete it by clicking .
View relations

This function shows/hides documents related to a selected node.

* View relations.

Select a node, then click s Show/Hide Relations  pocyments related to the selected node will
be shown in the Filter bar.

Relations List

- wiki_page_edit.png

- use_wiki.wiki

If the node does not have any related documents, the message No Related Document will
appear instead.

Relations List

No Related Document

. Hide relation

Click f Show/Hide Relations a4ain to hide relations.
Vote for adocument

This function is used to vote for a document.
Note

You cannot vote for a File Plan document.
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1. Open the document you want to vote for.

2. '
Click " Vote For Document

on the Action bar.
The Vote Document form will appear.

Vote Document x

Cancel

3. Rate the document by clicking the appropriate star level.

Vote Document 4

Cancel

After a vote has been added, the rating will appear at the bottom of the document:

Awg, Rating: 4.0 Yotes: 1

Watch documents

By using this function, whenever any change is made on the document, a notification message
will be sent to your email address. To receive that email, you must configure in your mail server.

Watch a document

Select the document you want to watch and click

The Watch Document form will appear. Click the Watch button to finish.

Watch Document x

Maotification Type  Email -

Click =l | Watch Cancel
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Stop watching a document
Select the document and click

A message will appear to confirm the action.

Actions on folders and documents

This section represents actions on folders and documents through the right-click menu (Adding
to favorites, copying, cutting, pasting, adding Symlink, locking/unlocking, viewing/renaming/
downloading document, and allowing edition and copying URL to clipboard) and other actions
(dragging and dropping folders or documents).

Depending on the actions on folders or documents, the right-click menu (drop-down menu) is
different.

The actions in the right-click menu for documents:

74 Add To Fawvorite
('] Copy

4 Edit

4 Cut

Delete

) Lock

Checkln

#| Rename

(e Add Symlink

.@. View Information
._—I View Document
=2 Download And Allow Edition

|_ Copy URL To Clipboard

The actions in the right-click menu for folders:
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L]
'] Copy
4 Cut
Delete

i Lock

& Rename

(s Add Symlink

IZIEZI View Information

=2 Download And Allow Edition

|"_ Copy URL To Clipboard

Add to favorites

This function helps users easily add nodes (documents, folders or files) as favorite.

1. Right-click a node you want to add as a favorite.

2.
Click ** from the drop-down menu.

A symlink of your favorite nodes (folders, documents, files) will be created in the Favorite folder.

Copy/Paste & Cut/Paste
This function is used to make a copy of a node (including sub-nodes) to other places.
There are two ways to cut/copy & paste the node:

The first way

1. Right-click the node, then select Copy or Cut from the drop-down menu.

2. Right-click a destination node that you want to be the parent node of the copied/cut node,
then select Paste from the drop-down menu. Note that the Paste function is enabled in the
menu only after selecting the Copy/Cut action.

The copied/cut folder (and its sub-folders) will be pasted into the new selected path.

The second way
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Right-click the node and select Copy/Cut from the drop-down menu.

Select the destination node that you want to be the parent node of the copied node.

Select the Clipboard icon on the Filter bar.

Personal Documents

IE note_for_doc.txt
- | PLF 3.5 releas

"M Favorites

[ Folksonomy

Admin

"

L Add Conte

& Add To Favorite

LB Music 4 e Click
-- Searches M Delete
LB videos & Lock
i Public CheckIn
./L Rename
hd é Add Symlink
All itemsClipboard [ paste
* DOwned by me @ view Information
+ Favorites ] view Document
* Hidden 2l Download And Allow Edition
E Copy URL To Clipboard
The Clipboard window will appear.
Clipboard
Path Cm Act
...hn/Private N e
/Favorites copy u
...ments/plf- o e
35-release Mt u [
3 Clear All

&

Click u in the clipboard window to paste the copied/cut node into the selected destination

node in Step 3.

You can click to delete a specific waiting statement.

You can also click the Clear All link to delete all waiting statements in the list.

After the action has been taken, a confirmation message will appear with detailed information

about the destination path.

Note

You only can take the Copy action if you have this right on the source node.

You only can take the Paste action if you have the right on the destination node.
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If the destination node has the same name with the copied node, after being pasted, an
index will be added to the name of the pasted node, for example Live and Live[2].

You cannot copy a content folder into a document folder.

After taking the Copy action, you can take the Paste action on different nodes before
taking another Copy action.

Edit documents

To edit a document, refer to the Edit a web content section.

Delete folders and documents

This function helps you remove folders/documents from their locations easily. Do the same steps
as in the Delete a web content section.

Note

You can only take the Delete action if you have the right on a node.

If the deleted node contains sub-nodes, these sub-nodes will be deleted, too.

Drag and drop folders and documents

This function allows you to move folders/documents from a current location to another one by
using the drag and drop feature.

1. Hover your cursor over folders/documents in the right pane, or hold the Ctrl or Shift key to

T
select multiple folders/documents at once until the cursor changes to dl} .

2. Press the left-mouse button and drag the selected folders/documents.

= ~ Document Title Created Date Author Last User Status
Sites Management = =

ApplicationData 9/30/11 5:02 PM

i eategories E Y -
= categories 0/30/11 5:02 PM

@4 | acme
B[] exodctienscss
B-ICE css events
#-§ | events
i
sa links
- (4 medias

Plarform
n

3. Dropthem into another folder in either the right or left pane by releasing the left-mouse button.
The "dragged" folders/documents will be relocated to the destination folder.

Lock/Unlock folders and documents

This function is to avoid changes on specific folders/documents and actions by others, during a
specific time.
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Lock folders/documents

Just right-click a folder/document (on either the right or left window pane) and select Lock from
the drop-down menu. The selected folder/document will be locked.

Note

Only users with appropriate rights can lock folders/documents.
After being locked, other users can only view the folders/documents.

The lock will be kept as current for a session only. If the locking user signs out, the node
will be unlocked.

Other users can copy the locked node (by using the Copy/Paste functions outlined
above); however, the original node cannot be removed or altered.

If no action is taken on a locked node within 30 minutes, the lock will be automatically
removed.

Unlock folders/documents

To unlock the locked folder/document, right-click it and select Unlock from the drop-down menu.
The folder/document will then be unlocked and other users can take actions on it.

Rename folders and documents

This function is used to change the folder/document name.

1. Right-click a folder/document that you want to rename, then select Rename from the drop-
down menu.

The Rename form will appear.

Rename x

Title  New: Invisibiity *

Mame  zome 4

Save Cancel

2. Input a new name in the Name field. You can also change the its title by entering a new one
in the Title field.

3. Click Save to accept your changes.
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Add a Symlink

A symlink embedded into a node allows you to quickly access the node even if you are in other

nodes.

Right-click a document that you want to add a Symlink, and select Add Symlink from the drop-
down menu.

The symlink will be added to the selected document immediately. To view its content, simply
click the symlink.

View WebDAV

WebDAYV enables users to access files, folders, and read/write documents over the web. Thanks
to its benefits of easy, quick and flexible manipulations and time-saving, WebDAV is used to view

nodes.

1.

2.

Select the path of node you want to view WebDAYV or open that folder from the left/right pane.

Right-click the node and select Download And Allow Edition from the drop-down menu.

With each type of node, the form to view in WebDAV will be different:

Folder: The sub-nodes list of the current folder will be displayed in WebDAV.
nt:file: The content of the document will be shown.

Article: This node type does not, by default, list any folders. However, if the Article includes
actions, added language or other data, all folders will be listed and named; exo:actions,
exo:language and so on.

Podcast: Being viewed in WebDAV, this node type will be attached a form which must be
completed to download this document.

Sample Node: This node lists folder names as exo:images. Like Article, if the Sample
node contains actions or added languages, folders will be named as exo:actions,
exo:language, and more.

File Plan: This node behaves the same way as Article and Sample Node.

Kofax: This node behaves the same way as Article and Sample Node.

View information

eXo Platform supports you to view all information of a document, such as name, title, creator, and
publication state of the document.

« Toview information of a document, right-click the document, and select View Information from

the drop-down menu.
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The View Information form appears as below.

View Information x
MName Events
Title events
Type exotaxonomy
Owner __system
Last Modifier __system
Created Date 2011-09-30T17:04:36.699+07:00
Last Modified Date 2011-09-30T17:04:36.699+07:00
Close

View document

The View Document item is visible in the drop-down menu when you right-click a document. This
function allows you to view the document on another tab with the link containing the document
path.

« To view a document, right-click a document that you want to view, and select View Document
from the drop-down menu.

The document is opened in another tab.
Copy a URL to the clipboard

The Copy URL To Clipboard enables you to copy the WebDAV URL of a selected folder or a
document. You then can view it with the WebDAV view on a browser.

1. Right-click a folder/document, and select Copy URL To Clipboard.

2. Paste the URL on another tab.

A 1o El htkpsfflacalhosb:a0e ecmdemsfrest-somd emafjorfrepositoryfcallaborationfUser ool /Private/Favoribes e
[~1 Gmail - Doc review -book_.. ¥ Cvemiew W Content Explorer # | WERDAY Browser
:I-—-— Up Lo Lhe rool node
[Eoozimentd— current node WebDAY URL of Lhe node

You can view the folders of the node you copied its URL or download documents to your
computer. You also view other nodes by clicking ... above the current folder to go up the root
node as below.
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= v oG o | Ry ocalhestR0a0 e medeme reslecmdernn/jer/repositarycallabar aticn/Usersr el Private |

5 bl

Cverview ] Contenk Explorer ’f | ] wEBDAY Browser 2 |+

Root node
| DoCUrments WebDay URL ol Lhe node
| Favnrmes
I Folksonoery
) Musiz —— Fldiors
< Pizlures
| Searches
IVitens

Manage tags

Tags are easily managed by editing or deleting them with the Tag Manager.

Edit atag

Click Tag Cloud on the Filter bar, then click at the upper-right corner of the tags pane.
Private Tags  Click —~®
user guide eXo PLF 3.5

Public Tags @

PLF 3.5 Symlinks

Tag Cléud —ge[ ®]

The Edit Tag form will appear.

Edit Tag x

Name Action
content PR |
eXo PR |
User guide PR

Click 4 that corresponds to the tag you want to edit.

3. Edit the tag to your desires.
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Tag 4

Tag Name  -pntent 4

Save Cancel

4. Click Save to accept your changes.

Delete a tag

1. Do Step 1[176] from the procedure above.
Click I,
3. Click OK in the confirmation message to delete the tag.

Use your created tags

Click
You will see all existing tags which are listed and classified by private or public tags.
Private Tags ~ Click —le

user guide eXo PLF 3.5

Public Tags @

PLF 3.5 Symlinks
Tag Cléud —ge[ ®]

Depending on the popularity of tag, the display of each tag will be different from others by:
font-size, font-weight, color, font-family, text-decoration. For example, when a tag is added
to over 10 documents, it will be displayed in red color, size:20px, bold. This can also be
configured in the Manage Tag tab.

2. Eachtagis similar to a link which lists all documents that it is added. To display the documents
list in the right pane, click a tag name.

Content Administration

This page is used to manage all workspaces, drives, node types, metadata, templates, queries,
and more. Only administrators can access the Content Administration page.
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. Hover your cursor over

1

--> Content --> Content Administration on the Administration bar.

John Smith

Users )

Applications
Sites Explorer Content :
Content Administration Portal b

Administration »

IDE

The Content Administration page will appear.

Manage ECH Main Functions Manage Categories
Categaries & Tags Hame Waorkspace Hame Path Parmissions Action
1 | Manage Categaries System dms-system _::;D?;it.;z&':mmmyw“k <BITy;__SyStem remave ]
% Manage Tags acme collaboration j‘igf:éﬂ:’g::‘aék: e arty;_system remave &
Comtent bresentanon events callboratizn {aites conton /ive /acm iR TS f
Content Types default collabaration :f::f:;g?:::;;é',';:l;"m““" .arty;_system remave Z B
intranet collaberation ::f:;:’r::;:w:;:"m"“ ..erty]__system remave A - |

Advanced Configuration
Add Category Tree

This page enables you to access:

« Categories & Tags: Manage categories and tags.

Content Presentation: Manage template, metadata, views, and drives.

Content Types: Manage namespace registry, and nodetype.

Advanced Configuration: Manage queries, scripts, and create an action type.
Categories and Tags

Manage tags

The Manage Tags function enables you to manage tag styles. The tag styles will change,
depending on the number of documents in a tag.
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Go to Categories & Tags --> Manage Tags.

Manage ECM Main Functions Manage Tags
Categories & Tags Tag Manager Tag Permission Manager
1| manage Categories Style Name Document Range Tag Style Action
font-size: 12px; font-weight: bold;
mormal 0.2 color: #6bebsb; font-family: g B
verdana; text-decoration:none;
Content Presentation font-size: 13px; font-weight: bold;
interesting 2.5 color: #5a660e; font-famdy: verdana; < B

= text-decoration:none;
Content Types
font-size: 15px; font-weight: bold; s
Advanced Configuration BRILREL 5.7 color: bue; for-family: Anal; & a
font-size: 18px; font-weight: bold; .
hot 7..10 calor: ##f9000; font-family: Arial; s B
text-decoration: none;

font-size: 20px; font-weight: bold;
hottest 10..= color: red; font-family:Arial;
taxt-decoration: none;

&
Add a newtag = Edit Delete

Add atag style

1. Click the Add Style button. The Edit Tag Style Configuration form will appear.

Edit Tag Style Configuration x
Style Name  ngrmal #
Document Range q,,2 #
HTML Style font-size: 12px; font-weight: bold; color: #6bsbsh; font-family: verdana; *

text-decoration:none;

Update Cancel

Details:

Table 4.12.

Description

Asterisk (*) This mark next to each field means that it is
required to input values.
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2.

3.

Field Description

Style Name Give the tag name which cannot be edited.

Document Range Give the number of document assigned to a
tag.

HTML Style Include font-size, font-weight, color, font-
family, text-decoration.

Input values in the fields: Style Name, Document Range, HTML Style.

Click Update to accept adding a new tag style.

Note

The format of valid range must be: a..b where 'a’, 'b' are positive integers. You can use *
instead of 'b’ to indicate it is unlimited. For example, 0..2 (means 0-2 documents assigned
to a tag), 10..* (means at least 10 documents assigned to a tag).

The 'HTML style' textbox cannot be empty. You can change values of font-size,
font—weight, color, font-family, and text-decoration.

Edit atag style

The Tag Manager tab enables you to edit the existing tags.

Edit an existing tag

Click the pen icon corresponding to the tag name which you want to edit in the Action column
to edit the tag style configuration. The Edit Tag Style Configuration form appears which is
similar to that of adding a tag style.

Change values in the fields, including Document Range and HTML Style, except Style
Name.

Click Update to save new changes.

Delete a tag style

To delete one tag style, simply click the corresponding Delete icon and select OK in the
confirmation to accept your deletion.

Tag Permission Manager

The Tag Permission Manager tab helps you set permissions regarding to editing and deleting
public tags.
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Manage Tags

Tag Manager Tag Permission Manager

Memberships Action
=:/platform/administrators 0]

Add Permission

Memberships: * ® €— select membership

Save

Set Permission To Tag Management

1. -
Click “® peside the Memberships field to select memberships to add a permission to those

memberships. The Select Membership form will appear.

Select Membership x

»

4 developers

Select Group Select Membership
-~
b member —
= o, developers b author 3
= 3 i — 0
- s organization editor 3
: F manager
- s platform
_ b redactor &
- &l sandbox
ﬁ b validator
- s spaces - i

2. Select a group on the left and the corresponding membership on the right. The selected
membership will appear in the Memberships field.

3. Click Save to accept adding a permission for the membership to the Memberships column.

Tag Manager Tag Permission Manager

Memberships Action
*:f platform /administrators m
author:/developers ﬂ

Add Permission
Memberships: -

Save

You can also delete memberships that have permissions
by clicking
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regarding to that membership, then click OK in the confirmation message.
Manage categories

A category can be understood as a classification practice and science. Itis used to sort documents,
aiming at facilitating searches. The category management includes adding, editing and deleting
a category tree.

Go to Categories & Tags --> Manage Categories.

Manage Categories

Name Workspace Home Path Permissions Action

system dms-system [erorecm [exo taxonomyTIees _ ury; aystem remove ¢ '
acme collaboration ?z:?:g';'(::?;!;: Ll ...erty;__system remove & B
events collaboration s .werty;__system remove ¢
default collaboration ;::f:g;:‘r::?td;i:j{d'h”“ ...erty;__system remove & |
intranet collabaration PR s D ...ertyj_ system remove ]

feategones fintranet

Add new Category ——————l(" Add Category Tree

Add a category tree

1. Click the Add Category Tree button to add a new category. The Add Category Tree form
will appear.

Add Category Tree X

Specify the category name, workspace and home path.

Name  Platform &
Workspace  dms-system -

Home Path / ﬂ

Reset Next o= Click to next step

Close

2. Enter the category tree name in the Name field which is required.
3. Select the workspace you want to work with.

4. Select the home path by clicking

25

. The Select Home Path form will appear.
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Select Home Path x

Workspace | dms-system

Root Path @

Name Add

= EX0Iecm @-

» Click
)

next to Root Path if you want to select the root path or;

¢ Click the arrow icon to go to the up level path and click the plus sign to expand the folder
in the left pane.

Click
)

corresponding to the path that you want to select as a home path.

5. Click Reset if you want to reset values that have just been selected or Next to select
permissions for a category tree.
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Add Category Tree X

»

Set permission for the category tree.

User or Read Add Node Set Remove Action
Group Property
any true true true falze & ﬁ

Add permissions to this node

m

User or Group = £ ; &
read [
2&dd Node [
Set Property |:|
rRemove ||
Previous Save Reset MNext
Close -

E o, =
i. Click “ to select a user or “® to select memberships or &l to select everyone to set
permissions. The user or membership that you have just selected will be displayed in the
User or Group field.

ii. Check at least one of these below options to set rights for the selected user to membership:

Table 4.13.
Read Right Select the Read right or not.
Add Note Right Select the Add Node right or not.
Set Property Right Select the Set Property right or not.
Remove Right Select the Remove right or not.

6. Click Save to save all values, or Reset to change values that have just been set. After clicking
Save, click Next to go to the next step.
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Add Category Tree

Add an action to the category tree

MName

Lifecycle

Is Deep

Node Types

Home Path
Target Workspace
Target Path

Affected Node
Types

Contert Addition -
Content Removal
Property Addition
Property Removal

m

Property Modification |

P Q

dms-system: fexoiecm/fexo:taxonomyTrees /Plath #

system -

m

nt:file

exo:artice

exo:sample

rma: filePlan

m
m
exo:podcast 1|
|
A
|

kfx:document

7. Enter the name for an action of the category tree in the Name field which is required.

8. Select values for Lifecycle, Node Types, Target Workspace, Target Path, Affected Node
Types which are required.

9. Click Save to save all values, then select Next to go to the next step.

Note

Do not input some special characters into the Name field, such as: |,@,#,$,%,&,*,(,).

Do not add a category which has the same name and level with existing taxonomies in

a node.

The category name must contain less than 30 characters.

Edit a category tree

Click & corresponding to the category tree you want to edit.
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Edit Category Tree x

Edit the taxonomy tree by adding, copying, cutting and selecting permissions.

Hame Add

:'LI System System |

Previous

Close

-
Click in the Add column to add more category trees. The Edit Category Tree form will
appear.

Edit Category Tree x

Parent fexoecm/S/exotaxonomyTrees/storage/System

Category Name  vacation| *

Save Cancel

3. Enter a category name in the Category Name field which is required.
4. Click Save to save the category name.
5. Click Previous to return to the previous steps.

6. Click Save to save all changes, or Previous or Next if you want to edit more.

Note

You can delete a category by clicking
corresponding to the category that you want to delete. Click OK in the confirmation
message to accept your deletion.
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You cannot delete categories that have been referenced.
Content Presentation

Manage a template

When creating a node in eXo Platform, you must set its properties. Thus, each node needs to
have a form to enter data for their properties (called the Dialog template), and display the existing
values (called the View template). The template management allows users to view, delete and
modify the predefined templates or to add a new template.

Manage ECM Main Functions Manage Templates
Categones & Tags Maximum Page Size: 10 = Totalpeges: 4 |® |« (1 |2 3| 4[| |/ »

Template Name Action

exoiaddMetadatadction

Content tion
[ Manage Templates

¥’ Manage Metadata

exniannauncement

cle
&| Manage View
%) Manage Drives ersioning

ex0:businessProcessModel
Content Types exn:comments

xnicontact_us

Advanced Configuration -
exa:createRSSFeedAction

w0 cssFile

(= = = = = = R = = - =

exaienableversioning

Totalpages: 4 |« ||« |1 |2 3| 4| »||®

Add a new template

1. Click Content Presentation --> Manage Templates.

2. Click the Add button in the Manage Templates form to open the Template Form.

Template Form b 4

Template Dialog Wiew C55

Mame :app-applicationregistry P

Label &

is Document
Template

Permission # ‘-‘f.h

Save Refresh Cancel

3. Select the template type from the Name drop-down menu.
4. Specify a name for the template in the Label field. It is required.

5. Select the is Document Template checkbox if you want your created template to become
a template for a document.
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6. Click
G
next to the Permission field to open the Select Permission dialog. It is required.
« Select the group from the left pane and the membership from the right pane. Or,

4
kinpgpeydmEsiocan You

next to Any Permission.

Select Permission

a1

Any Permission (==

Select Group Select Membership

t.

& Development
& Organization
s Platform

- s Sandbox

iy Spaces
7. Optionally, select the Dialog tab and enter the value in the Dialog Content field.
8. Optionally, select the View tab and enter the value in the View Content field.
9. Optionally, select the CSS tab and enter the value in the CSS Content field.

10. Click Save to create the template.

Edit a template

1. Click Content Presentation --> Manage Templates.

2. Click
P

in the Action column, corresponding to the template you want to edit.
3. Make changes on the values of each tab, including:

Note

You cannot delete the default dialog. You must create a new one before you can
delete the current default dialog.

m
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« In the Template tab, you can edit the label of the template.

« In the Dialog tab, you can do the followings:

Add a dialog

i. Input content for this dialog in the Content field.
ii. Input the name for this dialog that is required.

iii. Select permissions for a group that can use this dialog that is required.

Edit an existing dialog

i Click
P

in the dialog row you want to edit.
ii. Edit the dialog properties.

iii. Click Save to accept all changes in the Dialog tab.

Delete an existing dialog:

i. Click in the dialog row you want to edit.
ii. Click OK to accept your deletion.

* In the View tab, you can do the followings:

Add a view

i. Enter content into the Content field.
ii. Input name for this view that is required.

iii. Select permissions for a group that can use this view that is required.

Edit an existing view

i Click
&

in the Actions column, corresponding to the view you want to edit.
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ii. Edit the view properties.

iii. Click Save to accept all changes in the View tab.
Note

You cannot change the view name.

If you click is Enable Version checkbox, this view automatically increments one
version after you have clicked Save. It is displayed at Version column in the View
tab.

If the dialog has at least two versions, in the View tab, it displays the Restore
button. You can use Restore to roll back to the previous View.

Delete an existing view

i Click
in the Actions column, corresponding to the view you want to delete.

ii. Click OK to accept your deletion.

iii. Click Save to accept all changes.

Delete a template

Click corresponding to the template you want to remove in the Manage Templates page.

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

Manage metadata

Metadata is generally defined as "data about data". Metadata is information which describes,
or supplements the central data. In the Manage Metadata tab, you can manage nodes in the
metadata format in the eXo Platform system. The metadata may be considered as information
used to describe the data. When data are provided to end-users, the metadata allows users to
understand about information in more details. All metadata nodes can combine with other nodes
to create a new node (add mix).

View metadata

1. Click Content Presentation --> Manage Metadata.
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Manage ECM Main Functions Manage Metadata
Categories & Tags Maximum Page Size: 10 =
Content Presentation Icon Metadata Name Internal Use Mixin Type Template's Actions
— L) de:elementSet X false o true A« B
Manage Templates
E metadata:steMetadata X false ¥ tue 1 - |
T ramce view rma;accessionable v tue v tue 1 ¢ @
__ Manage Drives E rma:cutoffable v tue v tue 1 | |
rma:destroyable v tue v tue ] ¢ 8
Content Types E rma;holdable ¥ tue ¥ true i1} - |
Advanced Canfiguration rma;record LS o e 1 2 @
rmastransferable v tue v tue m -
[ rmavitalecord v tue ¥ tue View =[] % Sea—Delote
Edit
2. Click
corresponding to the metadata you want to view.
The Metadata Information form will open.
Metadata Information x
-
[ Metadata Information B
Metadata Hame Is Mixin Type Orderable children
@:dc:elementﬁet v ftrue X false
[ Elements
Element Hame Type Description
[rT) deresourceType String Description =
doicoverage String Description
dc:creator String Description
de:description String Description
dec:language String Drescription
de:publisher String Description
dcisubject String Description B
dc:contributor String Description
deisource String Description
&l dcrights String Drescription
de:title String Description

Edit metadata
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1. Click
e

in the Template's Actions column, corresponding to the metadata you want to edit.
The Edit Metadata's Template form will open.

2. Change the required properties of the metadata.

Note

You cannot edit the metadata name.
3. Click Apply to save all metadata changes.

Delete metadata

corresponding to the metadata you want to delete.

2. Click OK in the confirmation message to accept your deletion.
Manage views

The Manage View function is used to control view ways of a user. It has two tabs: View and
ECM Templates

To open the Manage View function, click Content Presentation --> Manage View. The Manage
View form displays.

Manage View

Views ECM Templates

Maximum Page Size: 10 =

Name Permissions Action Tab Base Version Action
admin-view *:/platform/administrators [ Admin ] 1 (o] o
authoring-view = /platform/web-contributors | Publication 1 [ Collaboration ]
cover-flow *:/platform/users [ CoverFlow ] | o
icon-view =:/platform/users [ Icons ] S| o
list-view =:/platform/users [ List] o
simple-view =:/platform/users [ Actions ] [ Collaboration ] | o
timeline-view *:/platform/users [ Timeline ] | 1 ]
wem-category-view =:/platform/web-contributors [ Publication ] [ Collaboration Z il
= - . - [ Publication ] [ Collaboration
Wem-view :/platform/web-contributors 1 System ] o
Add View
Views tab

In this tab, you can add, edit, delete, and preview views.
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Add a view

1. Click the Add View button located at the bottom of the Manage View form.

The Add View form will open.

Add View x
View Form
Mame  Member_View .
Permission  ayuthor: forganization *
Tabs
Templates  ListView -
Save Reset Cancel Add Tab

2. Specify the view name in the Name field that must be unique, and only contains standard
alphanumeric characters. It is required.

3. Set permissions for the view by clicking the plus icon. It is required.

Select Permission x

€
Any Permission (==

Select Group Select Membership

m

:.[F. Development

:.[F. Organization

:.[F. Flatform

I,EF Sandbox

ﬂ Spaces 5

* Click
=l

next to Any Permission to assign permission to every one.

» Or select a group from the left pane and the membership from the right pane.
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4. Click the Templates field and select a template from the drop-down menu for this view.

5. Click the Add Tab button to create a functional tab on this view. It is required.

Add View
The tab name

Tab Form l

Mame  |admin | =

Add Category
Add Document
Add Folder

Add Translation
Add Symlink 4——— Specify functions on the tab
Comment

Mawigation by Content
deleteMode

Edit Document

Export Node

Import Mode

Manage Actions

B =1 = T T A = = =

i. Enter the name for the tab in the Name field.

ii. Specify functions to add to the tab.

iii. Click Save to finish creating a tab;

Or click Reset to clear the Tab form;

Or click Back to return to the View Form tab of the Add View form.

The newly created tab is displayed on the Tabs field.

Add View
“iew Form
Mame List View *
Permission = * \{h :I'
Tabs Admin[f | 4—— Delete the tab
Templates st View -
Save Reset Cancel Add Tab

m
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6. Click Save to apply all settings and close the form.

Edit a View
1. Click
&

in the Action column, corresponding to the view you want to edit.

Add View x
“iew Form
Mame List View *
Permission = * \;2: :I'
Tabs "*'j"”i"'i— Delete the tab
Templates st View -
Save Reset Cancel Add Tab

2. Edit the view properties.
Note

You cannot change the view name.

If you select the Enable Version checkbox, this view automatically increases to one
version after you click Save. It is displayed at the Base Version column in the View
tab.

If the dialog has at least two versions, in the View tab, it displays the Restore button.
You can use Restore to roll back to the previous View.

3. Optionally, click the Add Tab button to open the Tab Form tab that allows you to add more
Tabs to the View.

4. Optionally, click an added Tab to add or remove functions on it. Note that you cannot change
the tab name.

5. Click Save to apply all changes in the View tab.

Delete a view

corresponding to the view you want to delete in the Manage View page.
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2. Click OK to delete the view in the confirmation message.

Note

You cannot delete a view which is in use.

Preview a view

1. Click

=1

in the Action column of the view you want to preview.

The View form will open.

View

View Form

MName
Permission

Tabs

Templates

Enable Version

admin-view

*: fplatform/administrators
[ Collaboration ]
[ Actions ]

[Info]
[Admin ]

2. Click Close to exit the View form.

ECM Templates tab

Add a new ECM Template

1. Selectthe ECM Templates tab.

Close
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Manage View

Views ECM Templates

Maximum Page Size: nw -

Name Value Base Version Action

Jexo:ecm/views/templates

Sl Jecm-explorer/Caontent\iew

Jexo:ecm/fviews/templates

EEIRED Jfecm-explorer/CoverFlow
fexo:ecm/views/templates
AT Jecm-explorer/lconView
- :ecm)
ListView /exo:ecm/views/templates

/ecm-explorer/ListView

Jexo:ecm/views/templates

SlideShow\iew fecm-explorer/SlideShowView

/exoiecm/fviews/templates

SLELANED Jecm-explorer/SystemView

Jexo:ecm/views/templates

TS fecm-explorer/ThumbnailsView

Jexo:ecm/views/templates

jEreiE=en Jecm-explorer/TimelineView

2. Click the Add button to open the Add ECM Template form.

Add ECM Template

Content

MName *

3. Input the content of the template in the Content field.
4. Input a name for the template in the Name field.
5. Select a type for the template in the Template Type field.

6. Click Save to accept adding a new template, or Reset to change values.

Edit a template

o o o o B B B o

L3

m
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1. Click
&

next to the template you want to edit.
2. Change the current template's properties.

3. Click Save to accept all changes.

Note

You cannot edit the template name.

If you tick the Enable Version checkbox, this template will automatically increase to
1 version after you have clicked Save. It is displayed at the Base Version column
in the ECMS Template tab.

If the template has at least two versions, in the Edit ECM Template form, it displays
the Restore button that allows restoring the template version.

Delete a template

corresponding with the template you want to delete. A confirmation message will appear.

2. Click OK to accept deleting this template.

Manage drives

The function supports you to manage drives in the Sites Explorer. It allows adding, editing and
deleting drives.

Go to Content Presentation --> Manage Drives.
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Manage Drives

Maximum Page Size: 10~

Icon Name

acme-category
collaboration

default-category
Groups

intranet-category

Managed Sites

Personal Documents

Add a new drive

Workspace

collaboration

collaboration

collaboration

collaboration

collaboration

collaboration

collaboration

Home Path

/sites content flive
Jacme Jcategories
facme

/

/sites content flive
Jdefault /categonies
efault

JfGroups${aroupld}

/sites content flive
fintranet /categones
fintranet

/sites content /live

fUsers /${userld}

Add a new drve el add prive

Permissions

*:/platform
fweb-contributors

= /platform
/web-contributors,*:
Jplatform
Jadministrators

=:/platform
Jadministrators
=:${groupld}
=:/platform
Jadministrators

=:/platform
Jadministrators,”:
/platform
Jfweb-contributors

= /platform/users

View Action
wem-category-view & 1
admin-view, s #
authoring-view h
wem-category-view s @
omeline-view,
list-view, icon-view, £ f
cover-flow
wem-category-view A | B
admin-view, wom-view A |

timeline-view,
list-view, icon-view, s 8

rover-fnw

Edit Delete

1. Click the Add Drive button in the Manage Drives page to open the Add Drive form.

Add Drive
Drive Apply Views
Name
Workspace  gystem
Home Path

Workspace lcon
Permissions

Show Referenced
Documents

Show
Mon-document
Modes

Show Sidebar
Show Hidden Nodes

Allow Folder
Creation

(=
[

(]
(]

o jsFolder
Unstructured folder
exo:webFolder
exo link Folder

1 ]

Fs
'
.!. i
" -
o
-

2. Input a name for the new drive in the Name field that is required.

3. Select a workspace for the drive from the drop-down menu by clicking the Workspace entry.
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portal-system
portal-work
warp-system
pc-system
collaboration
backup
dms-gystem
wom-system
social
knowledge
dev-monit

Browse an icon for the workspace by clicking

[

beside the Home Path entry.

@ jocr:versionStorage
ExX0:Nnamespaces
| jor:nodetypes

EX0ieCm

4,
Select the home path for the drive by clicking
Select Root Path
jorisystem
Workspace | system
Root Path &
Name
t.
.| exo:namespaces
| jcr:nodetypes =
L exoiecm
k=l
5.

Select an icon by clicking @ corresponding to your desired icon file.

Select Icon
jcr:system
Workspace system
1.

Tl eXoinameaspaceas

-~ jernodetypes

e exolecm

~l) exorworkflow

MName

Child not found!

Add

(ORI C])

beside the Workspace Icon entry.

Add

m

»

m
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Select permissions for groups that have access rights to this drive by clicking beside

the Permissions entry.

7. Select or deselect the various checkboxes to hide or show the drive elements respectively.

Show Referenced Document
Allow viewing preference documents.

Show Non-document Nodes
Allow viewing non-documents.

Show Sidebar
Allow showing the sidebar.

Show Hidden Node

Allow showing the hidden nodes.

exo:jsFolder

Unstructured folder
Only nt:unstructured folders can be created in this drive.

exo:webFolder

exo:linkFolder

exo:cssFolder

Folder

Select the document type that will be created in this drive.

Only nt:folder folders can be created in this drive.

Manage ECH Main Functions

Categories & Tags

Namespace Registry

um Fage Size: 10 =

Content Presentation e e
app hitp:/fwww.gatein.org/jor/application-registry/ 104
Content Types ca bt/ o, bull, com/fr/aladinng/ cia/1.0
emis hitp:/ fwwiw. exoplatform.com/jer/emis/1.0
% Manage Node Type i hatp://purl.org/dc/elements/1.1/
exo hatp://www.exoplatform.com/jor/exa/1.0
axoide hatp:/fexoplatform.org/fides1. 1./
Advanced Configuratior fn : w.w3.org/ 2008/ xpath-functions
fr_old ha vw.w3.0r0/ 2004/ 10/ xpath-functions
Fwd e w.exaglatform. cam/ic
gtn hatp:/fwww.patein.org/jor/ gates

Registe

10. Click Save to complete creating the new drive, or Refresh to clear the form.

Select the Apply Views tab and select the view types you want to be available in the drive.

1 2 3|4 »
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Edit a drive

Click & corresponding to the drive you want to edit. The Edit Drive form will appear.

Edit Drive x
Dirive Apply Views i

Name  acme-category *
Workspace  collaboration hd
Home Path  fsites contentlive/acme/categories /aome =]

Workspace lcon 4

m

Permissions  *: fplatform/web-contributors oy

Show Referenced [
Documents

Show

Mon-document
Modes

Show Sidebar
Show Hidden Nodes [ b

Allow Folder exojsFolder e
o E T | nstructured folder |
exowebFolder

exco linkFolder

1

2. Edit the properties as required.
3. Click Save to commit the changes.

Note

The drive name cannot be edited in this form.

Delete a drive

Click that corresponds to the drive you want to delete.

2. Click OK to delete the drive in the confirmation message.
Content Types

Namespace registry

The namespace is a prefix in the node type name. It enables you to create node types without
fearing any conflict with existing node types. The registry helps you manage the namespaces
used in the system.

Select Content Types --> Namespace Registry to open the Namespace Registry form.
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Manage ECM Main Functions MNamespace Registry

Categories & Tags Maximum Page Size: 10 -

Content Presentation Prefix
app
“ontent Type: B
Content Types =
emis
de
% Manage Node Type
exe
cnide
Advanced Configuration in
fn_old
Fwd
on

Register a namespace

Namespace URD

hittp:/fwww.gatesn.org/jerf application-registry,1.0/

Total pages: 4

hittp:/fwww.bull.comyfr/aladinng/cia/ 1.0

http /v, exoplatform.comjer/cmis/ 1.0

http:/fpurl.org/de/elements/1.1/

hitp:/fwww.exoplatform.com/jcr/exe1.0

hitp://exaplatiorm.arg/ide/1.1.x/

hittp/fwww. w3.org/ 2005/ xpath-functions

hitp:/fwww.wl.org/ 2004/ 10/ xpath-functions

http:/fwww.exoplatform.com/jer/Fwd 1.1/

hittp:/fwww.gatein.ong/jorf gatein/1.0/

Register

Total pages: 4

w

"

T 2|34

1/ 2(|3 |4

1. Click the Register button on the Namespace Registry form to register a new namespace.

Reqister Hew Namespace

MNamespace Prefix

LRI

2. Enter the value for the Namespace Prefix field that is required.

Save

Cancel

3. Enter the value for the URI field which must be unique and required.

Note

The namespace must not contain special characters, such as !,@,#,$,%,&,*,(,).

Manage node types

This function is used to control all node types in eXo Platform.

Manage ECM Main Functions Manage Node Type
Categories & Tags
Content Presentation

Content Types

15 Namespace Registry

% Manage Nods Type

Advanced Configuration

e WD D

Node Type
app:application
app:applicationregistry
app:category
app:gadgetdata
opp:gadgetdefinition
app:gadgetregistry
app:localgadgetdata
appiremotegadgetdata
cmis:document

cmis:folder

Node Type Name

Mixin Type

4 K X X X X X X X

false
false
false
false
false
false
false
false
true

true

Add

Orderable Child Nodes

X X X X X X X <« < X

Import

false

Export

-

Total pages: 38

Total pages: 38

«

Description

nothing
nathing
nathing
nothing
nothing
nathing
nothing
nathing
nothing
nathing

«

«

1

1

2 3 4
Action
2 3 4

x
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View node types

1. Click that corresponds to the node to be reviewed.

will appear.

View Hode Type Information

Node Type

Name Space
Node Type Name
Is Mixin Type

Orderable Child
Nodes

Primary Item Mame
Super Types

Property Definitions

app

application #

(1]

fals

[1]

fals

gtn:protectedresource, mix:referenceable, gtnic #
[jcrprimaryType ]

[ app:creationdate ]

[ app:lastmodificationdate ]

[ gtn:edit-permissions ]

[ gtn.description ]

[gtn:name ]

[gtn:access-permissions ]

2. Click Close to exit this form.

Add a node type

1. Open the Add/Edit Node Type Definitions form by clicking the Add button on the Manage

Node Type page.
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Add/Edit Hode Type Definitions

Mode Type Property Child Node
Name Space -
Mode Type Name &
ls Mixin Type falze -
Orderable Child  fzlze -
Modes

Primary Item Name
Super Types & (e

Property Definitions

Child Node
Definitions

Save Save as Draft Cancel

2. Select a namespace for the node.

3. Enter a name in the Node Type Name field. This field is mandatory and its value must be
unigue.

Note

The name must not contain special characters, such as |, @,#,$,%,&,*,(,).

4. Select a value for the Is Mixin Type field.

e True: This node is Mixin type.
» False: This node is not Mixin type.

5. Select a value for the Orderable Child Nodes field.

e True: Child nodes are ordered.
 False: Child nodes are not ordered.
6. Enter a value for the Primary Item Name field.
7. Super Types: Click the plus icon to add more parent types.
8. Property Definitions: List all definition names of the Property tab.
9. Child Node Definitions: List all definition names of the Child Node tab.

10. Click Save to accept adding a new node type, or Save as Draft to save this node type as draft.
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Export Node Types

1. Openthe Export Node Types form by clicking the Export button at the bottom of the Manage
Node Type page.

Export Node Types x
soc:relationshipdefinition i
nt:folder
exo:linkable
exotrashFolder
nt:childModeDefinition
exotagHome
exopanswerHome
exoarticle
exo:portalFolder
rma:destroyvable

Export Cancel Uncheck all

2. Click Uncheck all if you do not want to export all node types. After clicking Uncheck all, this
button becomes the Check all button.

3. Select nodes that you want to export by ticking the checkboxes.
4. Click the Export button in this form.

5. Select the location in your device to save the exported node.

Note

You must select at least 1 node type to be exported. If you do not want to export the
node, click Cancel to quit this pop-up.

Import Node Types

1. Openthelmport Node Type From XML File form by clicking the Import button at the bottom
of the Manage Node Type page.
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Import Hode Type From XML File x
Upload Cancel
2. Click the Browse... button to upload a file.
Note
You must upload an XML file. This file is in the node type's format.
3. Click the Upload button.
Note
If you want to upload another file, click

to delete the file which has just been uploaded, then upload other files.

4. Tick the checkboxes corresponding to the nodes that you want to import.

5. Click the Import button to complete importing a node type.

Advanced Configuration

Manage queries

The function enables you to manage queries. It allows adding, editing and deleting queries.

Go to Advanced Configuration --> Manage Queries.

Manage Queries

Name

All Artides

Created Documents

CreatedDocumentDayBefore

Add a new query

Type

¥path

xpath

xpath

Statement Permissions Actions
[felement(~ exo: article)
[not{@jcr:manTypes =
‘exo:restorelocation’]] order
by @exo:dateCreated
descending

=:/platform/users N . |

/=[(@jcr:primaryType =
‘axo:article’ or
@jer:pamaryType = 'nt:file”)
and
@exoowner="${Userld}$
and not(@jcr:mixinTypes =
‘exo:restorelocation’])] order
by @exo:dateCreated
descending

= [platform/users 4. |

Jfelement(* exo:artide)
[(@exo:dateCreated <
xs:dateTime('${Date}$") and
not{@jcr:mixinTypes =
‘exo:restorelocation’)] order
by @exo:dateCreated
descending

Add.a new guery

=:/platform/users A : |
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1.

Add Query

Open the Add Query form by clicking the Add Query button in the Manage Queries page.

Querny Name i
Query Type  xPath -

Smatement |fjorrootDocmenis/Live/element{™, exn:artide)

m

Enable Cache
Results =

Enter a query name into the Query Name field.

Select the query type from the drop-down Query Type menu.

« xpath (XML Path Language) is a language for selecting nodes. For example, /j cr: r oot /
Document s/ Li ve.

e SQL (Structured Query Language) is a database computer language.

Enter the statement for the query that must be unique.

Check or uncheck the Enable Cache Results option. If you tick this checkbox, for the first
time you use this query to search, the result will be cached. For the second time you search
using this query, it will show the cached results. After 45 minutes, the cache will be removed.

For example, you have the query Test with statement//el enent (*, nt:file).Inthe File
Explorer, you have a nt: fi | e document named Fi | e1. When you execute the query Test ,
only document Fi | el will be shown. After that, create a nt: fil e document named Fi | e2
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and execute query Test , only document Fi | e2 document will be listed. After 45 minutes, the
cache will be removed. When you execute the query Test , the documents Fi | el and Fi | e2
will be listed.

Select permissions for a group that can use this query by clicking
7. Click Save to finish adding a new query.

Edit a query

Click & corresponding to the query you want to edit. The Edit Query form will appear.
2. Edit the properties of the selected query.
3. Click Save to accept all changes.

Delete a query

Click corresponding to the query you want to delete. A confirmation message will appear.
2. Click OK to accept deleting this query, or Cancel to discard this action.
Manage Scripts

The function enables users to manage all script codes in the eXo Platform and Browser Content
system.

Go to Advanced Configuration --> Manage Scripts.

Manage Scripts

ECM Scripts

Select Category:  action -

Name Path Base Version Actions
AddMetadataScript.groovy ...ctionfAddMetadataScript.groovy = i |
AddTaxonomyActionScript.groovy ..AddTaxonomyActionScript.groovy = | |
AddToFavoriteScript.groovy ..ionfAddToFaveriteScript.groovy A . |
AutoVersioningScript.groovy -..onfAutoVersioningScript.groovy g B
EnableVersioningScript.groovy .../EnableVersioningScript.groovy & o
GetMailScript.groovy ...erfaction/GetMailScript.groovy N |
PopulateToHomePageMenu.groovy .../PopulateToHomePageMenu.groovy & B
ProcessRecordsScript.groovy -..on/ProcessRecordsScript.groovy s B
PublishingRequestScript.groovy ...PublishingRequestScript.groovy < B
RSSScnpt.groovy ...plorer/action/RSS5cript.groovy & 0

Add a new script Add
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Add a new scriptin ECM

1. Click the Add button in the Manage Script page to open the Add/Edit Script form.

Add/Edit Script x

Script Contents

Script Mame *

Save Refresh Cancel

2. Enter a value for the Script Content field.

3. Enter a script name for the Script Name field.

e The script name must be unique
< The name must not contain special characters, such as !, @,#,%$,%,&,*,(,).
4. Click Save to accept adding the new script.

Edit an ECM script

In the ECM Scripts tab, click & corresponding to the script that you want to edit. The
Add/Edit script form will appear.
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Add/Edit Script

Script Contents |f= N
* Copyright (C) 2003-2007 eXg Platform SAS.

* This program is free software; you can redistribute it andjor

* modify it under the terms of the GMNU Afferg General Public License

* a5 published by the Free Software Foundation; either version 3

* of the License, or (at your option) any later versian.

* This program is distributed in the hope that it will be useful,

* hut WITHOUT ANY WARRAMNTY; without even the implied warranty of

* MER.CHAMTABILITY or FITNESS FOR A PARTICULAR PURPQSE, See the
* GMU General Public License for more details.

m

*You should have received a copy of the GNU General Public License
* along with this program; if not, see<http:/fwww.anu.orgflicenses/=.
=

import java.utl.Map;

import jayax.jo. Session;
import javax.jor.Mode;

import org.exoplatform, services. cms. scripts. CmsSorint

import org. exoplatform, services. jor. RepositoryService;

import org.sxoplatform, services. jor. core. ManaasablsRepositnry:; i
import org. exoplatfonm. services. 7. ext. app. SessionProvider Service;

import org.exoplatform. services. jor. ext.common. SessionProvider;

is Enabled Version [

Script Name  addMetadataScript.groovy C

Save Refresh Cancel

2. Edit the properties in this form.

3. Click Save to save all changes.

Delete an ECM script

Inthe ECM Scripts tab, click L on the script that you want to delete. A confirmation message
will appear.

2. Click OK to accept your deletion, or Cancel to discard this action.
Create an action type

This function allows you to manage all action nodes in the eXo Platform.

1. Select Advanced Configuration --> Create Action Type.

211

m



Chapter 4. Organize Your Content

Manage ECM Main Functions Create Action Type
Categories & Tags Maximum Page Size: 10 = Total pages: 2w || «|| 1]/ 2]
Content Presentation o Extends Action Type
exo:action [rt:base]
CONtentpyRes exo:addMetadataiction [exn:action] [exo:scriptAction] [nt:base]
T — exo:addToFavariteAction [exo:action] [exo:scriptaction] [nt:base]
) exo:autoVersioning [exo:action] [exo:scriptdction] [nt:base]
27 Manage Quenies exo:createRSSFeedAdtion [exo:action] [exo:scriptAction] [nt:base]
4=/ Manage Saripts exo:enableVersioning [exo:action] [exo:scriptaction] [nt:base]
exo:folksonamyAction [exo:action] [exa:scriptiction] [nt:base]
) Manage Locks exo:getMailaction [exo:action] [exo:scriptAction] [nt:base]
exo:populateToMenu [exo:action] [exo:scriptiction] [nk:base]
exo:processRecordaction [ex0:action] [exo:scriptaction] [nt:base]
Totslpages: 2 | ®| «||1|2
Add

2. Click the Add button to open the Action Type form.

Action Type x

Extend Action Type  expscriptfction -

Mame (starts with "
"ex0")

is Action Mowe |:|

Execute ecm-explorer/action/RS55Script.groovy -
Wariables 4

Save Cancel

3. Select the action type.
4. Input a name for the action.
5. Check/uncheck the is Action Move option. The action will have exo:move property or not.

6. Select an "execute" for the Execute field.

Click next to Variables field to add more values for the action.

Click to delete a value.
8. Click Save to accept adding a new action type.
Manage locks

All locked nodes are listed and managed by administrators in the Content Administration page.
There are two ways that help administrators lock nodes: unlock nodes in the right-click menu in
Sites Explorer or unlock nodes in the Content Administration page.

Unlock a node

212



Content Administration

1.

4.

Select Advanced Configuration --> Manage Locks on the Manage ECM Main Functions
pane on the left. The locked nodes will be listed on the right pane.

Manage ECM Main Functions Manage Locks
Categories & Tags Locked Node Manage Lock
Content Presentatior Node Path User Lock Action
Content Types
Advanced Configuration

#* Manage Queries
Manage Scripts

45 Create Action Type

() Manage Locks

i
In the Locked Node tab on the right pane, administrators can unlock nodes by clicking =
corresponding to nodes which need to be unlocked. The unlocked nodes will disappear from
the locked nodes list.

Administrators can manage and add the unlock permission for another group and users in
the Manage Lock tab.

Select the group on the Select Group pane and the corresponding membership on the
Select Membership pane. The selected group will be listed in the Groups Or Users column.

=l
However, administrators can also click if you want to allow any users to unlock nodes.
|._Il Manage UnLocks
Locked Node Manage Lock
Groups Or Users Action
*/platform/administrators j
& developers
Any Permission 4+
Select Group Select Membership
t. - * member -
= i, Development * author |

- 4js Organization v editor

- g Placform
- s Sandbox

+-- 3fip Spaces

* manager
* redactor

v validator

In case you, as an administrator, want to remove the "Unlock" permission of groups, click

corresponding to the group to remove them form the "Unlock" permission list, except the
group *: / pl at f or mf adnmi ni strator and r oot .
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Manage content

Contribute content

Edit mode

When you access a site, by default, the site contents are in the published mode and you cannot
edit them.

However, each site in eXo Platform has the Edit mode which enables you to edit all contents of the
current site. When hovering your cursor over contents, you can see edit icons which enable you to
quickly edit these contents. You can take advantage of this feature to submit contents to a page.

To turn on the Edit mode, hover your cursor over Edit on the Administration bar, then select
Content from the drop-down menu.

& My Sites Dashboard Edit

| Content

Page
Site

For Single Content Viewer (SCV), you can see the current state of the content, the Edit Content
icon and Preferences icon.

The "published" state — | iched O

For Content List Viewer (CLV), you can see the current state of the content, the Edit Content icon,
the Preferences icon, the Add Content icon and the Manage Content icon.
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1ce powers enable instant freeze capabilties. In
addition, you can create ice formations without
3 water supply, such as ice cubes, skating rinks
or even decorative sculptures,

The Fire super power allows you to create fire
instantly, with no fuel source required. You can
control the temperature, size and direction of
the flame with only your thoughts. Acme
cautions its customers to be responsible with
this power, as it can cause significant injury and
property damage.

Whether for recreation, utiities;
Wind power provides 3 wide range OF caps
for Acme Superheroes. Gentle brpazs
force winds can be generated ins
maodified on the fiy.

Edit content

Injury and iiness can be an uncomfortable
nterruption to daily ife. The Healng power lets
you stop these inconveniences the second they
start. Mote: Healing powers are only avaiable for
the ndividual owner and cannot be appled to
third parties at this tima.

InContext Editing

By using the InContext Editing feature, the process of editing a page becomes more intuitive.
This feature allows you to edit content "in context" without using the WYSIWYG editor, and the

new content will automatically override old one.

To use InContext Editing, turn on the Edit Mode.

Add a content

Adding a new content by using InContext Editing is enabled for the Content List Viewer (CLV).

1.

Turn on the Edit Mode, then hover your cursor over the CLV to which you want to add a

new content.

Click

S

on the CLV.

You will be redirected to the Sites Explorer with a list of content templates for you to select.
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Select your template in the list below

— —
— =1

Free l[ayout Picture on head

webcontent layout

3. Click one template for your content. Each template has an Info bar on the top of the template.

i >
Free layout webconteng(Change Content Type) [«e=——Select another template Save Save & Close Close | 44

Details:
Table 4.14.
Change Content Type Select another content types.
Save Save the content without closing the content
form.
Save & Close Save the content and close the content form.
Close Close the content form without saving the
content.
: : Switch on/off the full-screen mode.

4. Fill all the fields in the form. See the Add a document section to know how to create the
different content types.

5. Click Save or Save & Close to save the document.
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Note

The folder, where a document is saved, is the path you have selected in the
section.

Edit a content

You can edit any contents on the homepage for SCV and CLV with InContext Editing. However,
for CLV, you only can edit each content in it.

1. Turn on the Edit mode by hovering your cursor over Edit on the Administration bar, then
selecting Content.

Hover your cursor over the content you want to edit, and click @ at the right corner. You
will be directed to Sites Explorer with the document form for you to edit.

Admin Info
Back to the
Q Add Translation @) Comment On Document @ Delete a Manage Audit EManaqe Categories More *

Free layout webcontent [ save | save&Close |

Main Content Tllustration Advanced

Title  joME Introduce -
Name  Introduce =
Language en -

Main Content QY
Bl source @ F o E5 @@ gopomm@

BI U= === 4 A~ @ &P

Format

3. Make changes on the content, then click Save or Save & Close to accept your changes.

4. g

Click to return to the site. In the Edit mode, your new content will be in the "Draft" state
with its visible modifications.

Fublish contert
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(A
Click , or == on the Action bar to publish your edited content. Your content is now in
the "Published" state.

Note
You cannot see the edited content in the draft state when you turn off the Edit mode.
Manage content

With InContext Editing, you can easily manage a Content List Viewer on the homepage. You
can add a new content in the CLV, edit, delete an existing content or copy/cut/paste to another
CLV and take more actions in the right-click menu.

Manage content in the CLV

1. Turn on the Edit mode.

2. Hover your cursor over the CLVv which you want
to manage on the homepage, and click
L]

You will be directed to the Sites Explorer page.

collaboration Admin Info
=y eb contents - - ) ) )
: r Add Content W% Add Folder @f" Add Translation o2 Add Symlink
@& Events
-] Fire Name
-|_] Flight
L . .| Events
-|_] Healing L
[ 1ce S || Fire
-] Immunity [] Flight
| Invisibility || Healing
E+J_, NewEvents = [ Ice

4 I 2

3. To add a new document to the CLV, click Add Content on the Action bar and do the same
steps as in the Add Content section.

To take other actions on a specific content in the CLV, right-click it to open a drop-down menu.
For more details, see the Actions on folders and documents section.

Preferences

Preferences enable you to edit contents in the Single Content Viewer (SCV) and the Content List
Viewer (CLV), reset the display of the contents in SCV and CLV and publish contents.

Content Detail Preferences
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To edit the Single Content Viewer, do as follows:

1. Turn on the Edit mode.

2. Select

&

of a Single Content Viewer.

The Content Detail Preferences dialog appears.

Content Detail Preferences %
— Content Selection
Content Path ACME Introduce = The path to the
content folder
— Display Settings
Show Title Show Date Show Option Bar P
— Print Settings
Show in Page printviewer Q
with content-id
Dynamic Navigation
— Advanced
Dynamic Mavigation
ntextual Content ) Enabled @ Disabled @
by content-id P
Contents Visibilioy
|?m#cfmtenm Visibility

( Save ) ( Cancel )

Details:

219



Chapter 4. Organize Your Content

Table 4.15.

Field Description

Content Selection Select the path of the content that you want

to show by clicking

Display Settings Configure the visibility of Title, Date and
Option bar.

e« Show Title: Select this checkbox to
display the title of the content.

e Show Date: Select this checkbox to
display the date of the content publication.

* Show Option Bar: Select this checkbox
to display the Option bar which is used to
show the print link.

Print Settings * Show in Page: The content is shown in
the page.

* with: Parameters contain the content
path.

Advanced link: When clicking this link, the Advanced pane
will be shown with two parts.

* Dynamic Navigation: Allow you to get
a parameter to configure the portlet by
URL. It means that the URL containing the
content path can be dynamically changed.

» Disable: By default, if the property is
set as "Disable", the Advanced pane is
closed by default. It means the single
content will be opened by an URL
containing the Content Path.

» Enable: This portlet is configured with
the provided parameter ("content-id" by
default) and the content.

* By: This parameter is the key in the
URL to let SCV know which really is the
path in the current URL. It is editable
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Field Description

when the Contextual Content is set to
"Enable".

e Contents Visibility: Allow you to use
a cache shared between users to get
contents. If you want to get contents,
which are displayed in CLV or SCV,
from one cache, select Restricted by
Authentication. If not, select Restricted
by User Roles.

Note

Hover your cursor over @ to see a quick help for each section.

3. Click
(=]

next to the Content Path to select another content. The Select Content dialog appears.

4. Select a folder on the left pane, and content in the folder on the right pane. The selected
content will be displayed in the Content Path field.

5. Tick the checkboxes, including Show Title, Show Date and Show Option Bar, if you want
to display the content title, the publication date and the print button like the illustration below.

Publched &y & -

Print buﬂnn—‘lﬁ ori

m*—The content fitie

' o= The publication date

i. In the Print Setting part, click to open the UlPageselector dialog. You will see
Printviewer.

ii. Click the Print button. The content is opened in the print viewer page.
6. Click Save to save all your changes.

Content List Preferences
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To edit the Content List Viewer, do as follows:

1. Turn on the Edit mode.

2. Select the Preferences icon of a Content List Viewer.

Content List Viewer Click _m

Login as an Acme User

Jack Miller
An authenticated wisitor who will see the admin bar with a personal preferences menu.

Login as Jack

James Davis
An author with authorng rights on the website contents and a backoffice access.
Login as James

Login as Mary

John Smith

An adminstrator with admnistrator rights on the platform. he can manage security access and application.
Login as John

‘_‘h
Mary Williams
¥ A publsher who can write contents but ako can create new pages or edit them in the current site.

The Content List Preferences dialog appears.
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Content List Preferences

Contents Selection

Mode @ By Folder O By Contents

Folder Path  web contents =[] <= The path to the content folder 2
Order by OrderByOsteCreated -
! Descendant @ Ascendant
Display Settings
Header Featured Products Automatic Detection || @
Template  TwoColumnsCLVTemplate gimpl v
Paginator  |J|PagratorEmpty gimpl -
Items per Page 3 .
Show Title [ Show Image [] Show Summary (]
Show Header [7] Showpate [ Advancedpane  gpou ik
Show Refresh [ ] Show More Link [/ Show RSS Link [ W
 Advanced
Dynamic Navigation )
Contextual Folder ) Enabled @ Disabled ¥
by Foiderid @
Show in Page detai ! @
WER  content-d @
Contents Visibiity @
@ Restricted by Authentication ) Restricted by User Roles
Save Cancel
Details:
Table 4.16.
Field Description
Contents Selection Mode: This mode is to select web content for

the list viewer. There are two modes:

» By Folder: This mode allows you to select
a content folder in the Folder Path field.

« By Contents: This mode allows you to
select by the content in a specific folder in
Folder Path field.

Folder Path: The path to a location of a
folder that contains the content.
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Field Description

Order by: Sort content in the List Viewer
by Title, Date Created or Date Modified in
ascending or descending order.

Display Settings Header: The title of all contents that are
listed in the List Viewer.

Template: The template which is used to
view the content list.

Paginator: The template which is used to
view each content in the list.

Iltems per Page: The number of items which
will be displayed per page.

The following options which can be shown
or hidden by ticking or unticking checkboxes
respectively.

Show Title: Title of each published web
content/document.

« Show Header: Header of each published
web content/document.

* Show Refresh: The Refresh button at the
left bottom of the page.

e« Show Image: The illustration of each
published web content/document.

« Show Date: The created date of each
published web content/document.

* Show More Link: The Read more link to
read all the content of a web content and/
or document.

e Show Summary: The summary of each
web content/document.

« Show Link: The link of web content/
document.

« Show RSS Link: The RSS link of all
contents of a web content/document.
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Field Description

Advanced link Dynamic Navigation

« Disable: The single content will be opened
by an URL containing the Content Path.

« Enable: This portlet is configured with
the provided parameter (content-id by
default).

e By: This parameter is the key in the URL
to let CLV know which really is the path in
the current URL.

« Show in Page: A single content in CLV
will be shown in a selected page. You can
select any page but should take one with
a Content Detail Portlet. The "Dynamic
Navigation" is enabled in the Content
Detail Portlet that interprets the URL and
shows a single content.

* With: This parameter is the key in the URL
to let SCV know which really is the path in
the current URL.

Contents Visibility: Allow you to use a
cache shared between users to get contents.
If you want to get contents, which are
displayed in CLV or SCV, from one cache,
select Restricted by Authentication. If not,
select Restricted by User Roles.

Browse the documents or web content of an available
site by clicking
At

next to the Folder Path field.

If you select the By Folder mode, select an available site on the left, then select a folder that
contains contents (documents and/or web content) on the right by clicking the folder.

If you select the By Contents mode, select an available folder from the left pane, all content
in this folder will be listed on the right pane. Click a content on the right that you want to add
to the content list. There will be a message, informing that you have successfully added it to
the Content List. The selected content will be listed in the Content List.
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5. Enter a header for the content list in the Header field if you want.
6. Select a template to display the content list in the template list.
7. Tick/Untick your desired options.

8. Click Save to accept your changes.

Inline Editing

The Inline Editing mode allows you to edit directly on the page without going to a separate one.
By using this mode, you can edit the text in the same location in such an intuitive and convenient
manner.

To do the inline editing, do as follows:

1. Turn on the Edit mode on the Administration bar.
2. Hover your cursor over the area you want to edit. The editable area will be highlighted.
3. Double-click the area until the Edit area is shown as below.

Discard

<p>
? ) ) . . ) ) changes
Worried shout a straying spousa? Go Invisible to find out for sure! (Note: badeground check required. ) =</p>

Accept changes =ikl

In case the hovered area is in the Rich Text format, the Edit area will be displayed with
the CKEditor [http://docs.cksource.com/CKEditor_3.x/Users_Guide] as below. (See more
information about CKEditor here.)

Elsource B B o By G 4000583

B I U= ESE=E 5 & A~ @ & P

Make changes on your selected area, then click ¥ to accept,
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or #& to discard changes.

 After you have made changes on your content, it is only in the Draft state.

‘ MNew: Invisibility Draft Ev
\lJ Worried about a straying spouse? Go Invisible to find out for sure! (background check required.) ?

Click to publish

=]
Click “= to publish the content. Now, your edited content in the Published state.
CKEditor

When using CKEditor to write/edit a document, you can also:

* Insert a portal link to the document.
* Insert a content link to the document.

Insert a portal link

1. Click
==

to open the Insert Portal Link form.

InsertPortalLink &
Title:
LRL: Get portal link
Preview Save
Cancel

2. Enter the title of the portal in the Title field.
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3. Enterthe portal URL manually, or you can also click Get portal link to open a page containing
all the portals in the same server, then select one that you want.

4. Click Preview to view the portal.
5. Click Save to accept inserting the portal to the document.

Insert a content link

1. Click
[

to open a page.

ENT SELECTOR

r All ;] £, Upload File

(]

General Drives .« acme-category » MNatural Elements T

Thumbnail View
General Dnves

acme-category L = —
+ Defense Wind Fire Ice
* Movement

- Matural Elaments

*- & acme-news-2

+ acme-news-1
collaboration
default-category
intranet-category
Sites Management
Trash

Group Drives

~ Personal Drives

2. Click the plus before the document name or click
directly the document name on the left pane to show
the contents in the right pane or click

‘," Upload Files

to upload a file from your local device.
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3. Click a content that you want to insert to the document.
Publication process

After a new content has been created, it is saved as draft and you can easily to publish it on your
site. The publication process consists of four steps:

Request for Approval --> Approval --> Stage --> Publish

In case you want to publish your content without having the "Approve" or "Publish” right, you first
need to send your request for approval.

In case you have the right to approve or publish a content, you can yourself publish it with the
Stage step immediately.

* Request Approval: When a new content is created, it must be approved before publishing by
clicking Request Approval on the Action bar of the Sites Explorer or clicking Pending in the
Manage Publication form.

Manage Publication x

Revision History
—Revision: plf-35-release

Status:

Draft Pending Approved Staged Published

— Scheduled

From Ta

Revisions Date Author | Status Action
Revision:plf-35-release MNow 29, 2011 11:16:36 AM |john Draft[current revision] @

Save Resst Close

* Approve: To approve a content, click Approve on the Action bar of the Sites Explorer, or
Approved in the Manage Publication.

« Stage: This step allows you to publish a content in a period. After selecting the publication
schedule for the content, it will be automatically published as the schedule.

To publish your content just in a stage, click Stage. Then, click From/To to select the start and
end dates for publication from a mini-calendar.

To publish your content forever, you should not set time in the To field.

« Publish: A content will be published when you have completed the Stage step.
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Note

You will see alist of draft contents, pending contents which are waiting for your approval
if you have the approval right, and contents that will be published at the bottom of the
Sites Explorer. Click your desired contents to review, approve or publish.

Mew: Invisibility

Content inside categories

In eXo Platform, you can create new contents in any folders or directly in a CLV with Incontext
Editing. However, to facilitate the content management, categories are usually used to sort and
organize documents that makes your desired searches more quickly. Also, creating contents
inside a category helps you manage and publish them effectively.

After creating a document, you should categorize it by adding it to a category. Otherwise,
documents should be created right in a category and links to those documents will be automatically
created in the category. In eXo Platform, categories are stored in JCR.

Create a content

This section will show you how to create a content in a category.

1. Hover your cursor over

1"

--> Content --> Sites Explorer on the Administration bar.

Click John Smith @

o Lsers )
' Applications
Sites Explorer Content ;

Content Administration Portal )

Administration

IDE
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For example, select the acme-category drive as the following illustration.

acme-category

L New: Speed
[E] New: Tnvisibility
i | Defense
[, Fire
[, Flight
Llce
§ | Movement
§ | Natural Elements

b4 Add Category

Document Title

ﬁ_E]L New: Speed
@ New: Invisibility
£ | pefense
[L Fire
CL Flight
E.,-g Ice

1 i1 Movement

P, Add content| ¥¥ Upload Files == Content Navigation

Created Date Author Last User Status
11/29/11 10:05
11/29/11 10:05
11/29/11 9:29 A
11/29/11 10:05 root Published
11/29/11 10:05 root Published
11/29/11 10:05 root Published

11/29/11 5:29 A

Click the Add Content button to create a new content. See the Add a document section to
know how to add a new content. The new content is a Symlink. To view the content, simply

click the Symlink.

<5 (O [Defense

acme-category

E-% | Defense
-§ | Healing
-§ | Immunity
-§ | Invisibility
., Release PLF3.5
-§ | vision

-|_L Fire

-[L Flight

b4 Add Category

:CI) Add Content ‘?‘a Upload Files ==, Content Navigation

Document Title Created Date Author Last User Status
&l Healing 11/259/11 5:29 A
&l Immunity 11/29/11 9:29 A
£ 1nvisibility 11/29/11 9:29 A
11/29/11 4:11 P john jehn Draft

| =4 Release PLF3.5

£ vision

11/29/11 9:29 A T

Created Content

Manage content in Sites Explorer

Web content is a key resource which is used for a site. Other resources make a site more dynamic
and animated by using layout, color, font, and more. This section focuses on how to manage a
web content in a specific site.

Note

Only users who have the right to access the Sites Management drive can do it.

Create a new web content

This function is used to add a new web content to a specific site.

1.

2.

Go to the Sites Management drive, then select a site to which you want to add a web content.

Select the web contents folder on the left.
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Note

In this step, you also can add a new web content into another folders (documents
and media folders) of a site but you are recommended to select the web contents
folder because:

Managing web content of a site becomes more easily.

You only may add a new web content in this folder so that you do not need to select
a web content document in the list of document types. It makes adding a hew web
content more flexibly.

3. .
. dd Content . .
Click r-:} . : on the Action bar to open a list of content templates.
Select your template in the list below = |
- 7 i -
Cs5 /O

Announcement Article CS55 File Contact Us Event File File Plan Free layout HTML File

N B = - . N s = N N N

« H r—y

Podcast Product Sample node Site Breadcrumb Site Navigation Site search box

ayout webcontent

Web Link applicatior
4. Select a template to present the web content by clicking one.

5. Enter values in the fields of the Add New Document form.

6. Click Save or Save & Close to save the content or Close to quit the Add New Document
form.

Tabs in the Add New Document form

The Main Content tab

Table 4.17.
Title The title of a webcontent.
Name The name of the webcontent that you want to
add new.
Language
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Field Description

The language of the webcontent. At present,
eXo Platform 3.5 supports two languages:
English and French.

Main Content The main content that you want to display when
publishing this webcontent.

The lllustration tab allows you to upload an illustration that makes the site's content more
attractive.

Main Content Advanced

In this pane, you can specify an image that will be shown when your web content is displayed in the lists. In addition, you can specify some
summary texts to come with this image

llustration Image [.Browse.

Summary

% source B I W == = iS

” a & 3 - - - @

Details:

Table 4.18.

Field Description

lllustration Image The path to an image that you want to upload
into a site. This image will be used like an
illustration of that site.

Summary You can give a short description about the

webcontent because it will be displayed with
the illustration image when the webcontent is
listed. The main content will be shown when it
is selected to be viewed.

Upload an image

1. Browse a list of images on your local device by clicking the Browse... button, then select a
specific location.

2. Select an image in the list to upload.
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The

Advanced tab includes two parts: CSS Data and JS Data.

Main Content lustration Advanced

C55 Data
g In this pane, you can specify the

main stylesheet for your web
content. This style will override the
one defined at the site level and at
the shared level

J5 Data
g In this pane, you can specify some
JavaScript codes that can be
executed before your web content
is rendered

Details:

Table 4.19.

Field Description

JS

CSS Data Contain the CSS definition to present data in a

webcontent. You can optionally enter CSS data
into this field to specify the style.

Data Contain the JS content to make the webcontent
more dynamic after being published. You can
optionally enter the JS content in this field.

Edit a webcontent

This function is used to edit a webcontent in a specific drive of an existing site.

Go into the folder of a site which contains the webcontent that you want to edit.

Select the webcontent by double-clicking it on the left tree or on the right pane. The detailed
information of webcontent will be viewed on the right pane.

B Edit Document
Click k' on the Action bar to show the form to edit the selected

webcontent. This form is similar to that of creating a new document.
Make changes on current values in the fields of this form.

Complete editing the selected webcontent by clicking Save or Save & Close.

Note

When you click Edit Document, the webcontent will be auto-locked for your editing. After
finishing, the content is back to the unlock status. You can manage "Locks" in the
[212] section.
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Delete a webcontent
This function is used to remove a webcontent from the webcontent folder in a specific site's drive.

1. Right-click the name of the webcontent that you want to delete, then select Delete from the
drop-down menu.

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

Publish a webcontent

This function helps you publish a webcontent that you have added to webcontent folder in Sites
Explorer.

See the Publication process section to know how to publish a webcontent.

After the content is published, all users who have the right to access that position can view the
published web content as a page on the Navigation bar.

Preferences
This function is used to set up your browsing preferences.
1. i,
L&
Click == on the right side of the Sites Explorer portlet.

The Preferences window will appear.

Preferences x

Sort by Alphabetic - Ascending -
Show Sidebar Enable Drag & Drop
Modes Per Page 0 -
—Advanced
Show Non-document Modes Show Referenced Documents 0
Show Hidden Nodes ] Enable DMS Structure 0
Query Type SOL -
Save Close
Details:
Table 4.20.

Description

Sort by
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Field Description

Sort nodes in the nodes list by Alphabetic,
Type, Created Date, or Modified Date

Show Sidebar Display/Hide the sidebar.

Enable Drag & Drop Enable/Disable the "drag and drop" action.
Nodes Per Page This number of nodes displayed per page.
Show Non-document Nodes Display/Hide nodes that are

non-documents.

Show Referenced Documents Display/Hide referenced documents.

Show Hidden Nodes Display/Hide hidden nodes.

Query Type This query type.

Enable DMS Structure Display/Hide nodes in a document the tree
structure.

2. Configure the preferences as required and click Save to set them;

Or click Close to quit without submitting changes.

Search in Sites Explorer

There are three ways to search an existing node:

* Quick search.

* Advanced search.

» Search with saved queries
Quick search

With the quick search, you can directly type a search term in the search field. All documents, whose
keywords are matched with the search term, are retrieved and listed in the Search results form.

1. Enter a keyword into the search text box.

2. -~
Click * to perform the search.

Or press Enter.

The search results will be displayed in the right pane.
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Search results Search keyword

t<p Add Category Fc Add Content ¥ Upload Files l—x Content Navigation

Type Name Score Action

exo:actions
exo:actions __system __system

= Path: /sites content/live/acme/categories/acme/exo:actions 38 D‘
Date created: 11/29/11 9:29 AM
The search results are empty if no document contains the search string.
Type Name Score Action

No results found.

3. =
Click to view the content containing the keyword.

Or click =" to go to the node that contains the search result.

Advanced search

Perform an advanced search

Click on the Filter bar.

acme-category

New: Speed =
-[EL New: Invisibility
~-§ | Defense

- [, Fire

~[LL Flight

---E;,Il:e

-§ | Movement Click
~% | Natural Elements —

Dala=mes NI C2 §

m

e

3

O

2. —
L
Then click ™ to open the Advanced Search form.
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<:| 5 [sites cuntentﬂive,{acmefweb%
Saved Searches Click [Advanced Search x
-

All Articles

Search by Name Advanced Search New Query Saved Query Search Results
* Created Documents

Search in this /sites content/live/acme/web contents

+ CreatedDocumentDayBefore location:

* allarticles Content Name =

Search Cancel

All Items

The tabs in this form offer different search functions:

Search by Name

¢ Search with constraints

Search by creating a new query
» Search by existing queries
Search by Name

Use the Search by Name tab to search nodes by name as follows:

1. Enter the exact name you wish to search in the Content Name field.
2. Click Search.

Results will return with the message “No result found” if there is no node with the entered
name.

Results will be returned in the Search Results tab if the requested name is found.
Search with constraints
This search enables you to search with more constraints to limit the returned results.
Extra search constraints are entered in the Advanced Search tab of the Advanced Search form.

Advanced Search x

Search by Name Advanced Search MNew Query Saved Query Search Results

Current location fsites content/live/acme

Aword or phrase in | platform|
content l | < Enter keyword

Operator  And -

More constraints

Show/Hide Constraint Form Search Save Cancel

The Current location field is not editable. It shows the path selected to search.
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Enter search terms in the A word of phrase in content field.

Select the Operator.

« Select AND operator to only return results that meet both the search terms and the entered
constraints (see Step 3).

« Select OR operator to return results that meet either the search terms or the entered
constraints (see Step 3).

Click Show/hide constraints form to add more constraints.

A further constraint options window will appear.

Operator : and = 1

[ |Property: CDnEin Exactly : 2
[C|Property : Cnmﬁin : 3
[C|Property : Not Contain: 4

[[] CREATED = From Ta 5
DDDmmentType - L &
- ] 7

[ category : {9
Details:
Table 4.21.

Item Description

1 You can add more than one constraint with

either of two operators (AND and OR).

2 Add a constraint to search by a property with
specific values.

3 Add a constraint to search by a property
that contains one of the word in the specific
string.

4 Add a constraint to search by a property that

does not contain the specific string.

5 Add a constraint to search by a duration of
date (created, modified).
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Item Description

Add a constraint to search by a document
type, including File, Article, Podcast, Sample
node, File Plan, Kofax).

7 Add a constraint to search by categories.
Add a document type.
2
g Add a category.
= gory

4. Select the constraint operator (AND/OR).

5. Add the required constraints using one of the following methods:

« Add a constraint for exact values [241]
¢ Add a constraint including or excluding values [244]
e Add a constraint by date [244]
¢ Add a constraint by document type [245]
< Add a constraint by category [247]
6. Click Add to add any/all activated constraints.

The constraints will be converted to an SQL query and displayed in the search form.

Advanced Search

Search by Name Advanced Search Mew Query Saved Query Search Results

Current location [sites content/live

Aword or phrase in
content

Cperator  And -

More constraints { CONTAINS{dcresourceType, Features of Platform’) )
and (jer:primaryType = "exo:article’ or jer:primaryType = ‘ntfile’ or jerprimaryType =
'exo:product’)
and {exo:category ="System/calendar’ )

Show/Hide Constraint Form Search Save Cancel

Remove unnecessary constraints with the icon.

7. Click Search to launch the search. Results will be displayed in the Search Results tab.
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8. Click Save and put a name for this search configuration if you want to save it to use at another
time.

Methods to add the required constraints

Add a constraint for exact values

1. Check the box that corresponds to the constraint you want.

®
Enter the property you want to locate or click =" .

Operator: . And -

|:| Property: Cnntain Ewactly : /”>
|:| Property : <§?>Cu:untain :
|:| Property : ’5?9>N0t Contain:
[7] Created = From Ta
DDocumentT',rpe : -
[T category “'ﬂ“
Add Cancel

A list of possible properties appears.
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Select Property b |

Metadata Type dc:elementSet -

@ dc:coverage
' decresourceType
) de:creator

B dc:description
=) dc:language
- de:publisher
B dc:subject

' de:contributor
7 deisource

B dcirights

O dectitle

' dcdate

) dcirelation

O deidentifier
' dcformat

add Cancel

3. Select a property from the list and click Add. The selected property will populate Property
field.

4. Define the property value to search for by  entering a value
into the Contain Exactly field or click the

&

icon.

242



Manage content in Sites Explorer

Operator: : And -

|:| Property: Contain Exactly : @
|:| Property : Contain:
|:| Property : Not Contain:
[7] Created -« From To
DDDcumentTvpe . -
[ category : e
Add Cancel
The Filter Form will appear.
Filter Form x
Filter:
Results: &
T s
Select Cancel

All pre-existing values for the property you selected will appear.

« If the value you require is in the list, select it and click Select.

If the value you require is not in the list, enter it in the Filter field and click the ‘i icon.
The value will populate the Contain Exactly field of the constraints form.
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Operator :

Property : |d|:::title | Contain Exactly : |up||:|aded image

D Property : | | Contain : |

D Property : | | Mot Contain: |

ClcReaTED ] Fron] ol

|:| Document Type @ | | f{,.»

O category : | | o

[ Add H Cancel

Add a constraint including or excluding values

|

1. Check the box corresponding to the Contain or Not Contain constraint, as appropriate.

2. Enter the required property in the Property

or

field
click

(refer to Step 2 in the Add a constraint for exact values [241] section for more information).

3. Enter the required values in the Contain or Not Contain fields.

Add a constraint by date

1. Click the check box beside the field with the drop-down menu (below the Property entries).

2. Define the search condition from the drop-down list (CREATED/MODIFIED).
3. Click in the From field.

A small calendar will appear.
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Advanced Search

& word or phrase in
content

Operator  And

More constraints

Show/Hide Constraint Form

Operator; ;. And -

[#] Property: dc:resourceType
Property
| Property

[7] Created =

| Document Ty

E M
Cartegony :

2 3

2 10

16 17

23 24

30 31

18
25

Search

¥ »Contain Exacthy :

# > Contain :

# ¥Not Contain

- 20M

19 20
26 27

3

22
29

Cancel

Select the date you want to use as a constraint.

4. Repeat the above steps for the To field.

Save Cancel

ne

The selected dates will populate the From and To fields in the Add constraint form.

Add a constraint by document type

1. Click the checkbox beside the Document Type field.

Enter the document type you want to search for or click

to open a list of document types:

245



Chapter 4. Organize Your Content

3.

Select Node Type x

kfx:document [ i
exohtmlFile [7]
exo.cssFile [
exo:jsFile [

exositeSearchBox [] Jl|
exopictureOnHeadWebcontent [
exowebContent [
exo:siteMavigationWebContent |:|
exo:siteBreadcrumb [

exolink [] 3
exo.contact_us [ |
exoannouncement [
exoproduct [

Save Cancel

Click the checkbox of the document type you want and click Save.

The selected document type will populate the Document Type field.

Advanced Search

Awaord or phrase in
content

Operator  And -

More constraints

Show/Hide Constraint Form Search Save Cancel
Operator: : And -
Property: dc:resourceType Contain Exactly . Features of Platform
] Property : Cnntain:
DPropen:y: Not Contain:

[] Created « From 10/01/2011 To 10/04/2011
Document Type : exo:article,nt:file,exo:prc (e

[[] category : P

[

Add Cancel
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Add a constraint by category

1. Click the checkbox beside the Category field.

2. g
Enter the category you want to search for or click i for a list of categories:

Add Category To Search x

Select Category

Category Tree System -

Root Tree @

% Mame Add

R i | cms 7
B3| cms (= @"
: i | calendar @

- -]
-8 | calendar

Close

.
Click @ that corresponds to the category you want.
The selected category will populate the Category field.
Search by creating a new query

You need a knowledge of the structure of query statements to configure a search using the
parameters on the New Query tab.

1. Enter a unique name for this query in the Name field.

2. Select a query type from the drop-down menu: SQL or xPath.

3. Enter a query statement.

4. Click Search to perform the search and display the results in the Search Results tab.
Or click Save to save the search query to the Saved Query tab.
Or click Cancel to quit.

Search by existing queries

This tab lists all saved search queries (that you have access rights to use).
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Advanced Search x
-
Search by Name Advanced Search Mew Query Saved Query Search Results
Name Type Statement Permissions Actions
..cle}

[not(@jcrmixinTyp

All Articles xpath ‘exorestorelocatic = /platformfusers i ¥
arder by
BexodateCreated
descending

m

.2 ="exoarticle’

ar

BjcrprimaryType

="nt:file’) and

Eexoowner="5{Us
Created and ;
Documents - not{@jcrmixinType ST reTe &

'exorestoreLocatic
order by .
®exo.dateCreated

descending

..cle}
[[®exodateCreate
-

xs:dateTime('${Dat
and
CreatedNocumeant! whath notl@icrmivinTwne #fnlatform fusers [« ¥} i

Click & to perform the search and see the results in the Search Results tab.

Click & to edit the query statement. The query form will appear like when creating a query
(see the Search by creating a new query section); however, you cannot edit the name of the
saved search.

Click the to delete a query (provided you have the access rights to that query).
Search with saved queries

Do the followings to perform a search with saved queries:

Click on the sidebar to see the list of existing queries.

Saved Searches g

= All Articles
* Created Documents

* CreatedDocumentDayBefore

@

= allarticles
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A query list will appear. It contains the sections, including All Articles, Created Documents,
CreatedDocumentDayBefore and allArticles.

&5 () fexozecmjqueries/All Articles - exn

Saved Searches L P, Add content  ¥¥ Upload Files | == Content Navigation

= All Articles

* Created Documents Type Name Score Action

Saver
> CreatedDocumentDayBefore | “"‘r-"lrr‘hr" RAelease FLFLS
+ allArticles SEEETES release-pifas Aelease PLFLS john john en john lifecyclel draft Authoring publicatian ... e
— Path: /sites content/live/acme/web contents/2011/11729/ release-pifI5[2]
Cate created: 11729711 4:11 PM
Aelease FLFIS
- relesce-plf35 Aelesce PLFILS john john en john lfecyclel draft Autharing publication ... aara
All Teems Path: /sites content/live/acme/web contents/2011/11/29/release-plf3s =
e Date created: 11/25/11 4:10 PM

* Owned by me PLF 3.5 release
john fecyclel ees50 2 bai72f6c, published,john edd%e105c0a301 5dd61748a38c0,enrolled,john

* Favorites 3373

14 Path: [Users/i__/jo__/jch__/jehn/Private/Documents/plf-35-release

* Hidden Date created: 11/28/11 11:16 AM
Maondial Expo : Are you ready for the Future ?

Filter By Type Mendial Expo : Are you ready for the Future root roct
Little appreciated during his lifetime, his fame grew in the years after his death. Today, ... 3530

+ Content
Path: /sites contenty| web Events/mondial dy-for-the-future

+ Document Diate created: 5/5/10 2:25 AM

* Image Architecture and Design, the future of sur products

» Whasic Foot root San Francisco, CA, United States en Architecture and Desion, the future of our products

+ Video Magna aliguam erat volutpat. Ut wisi enim ad .. 3530

Fath: /sites me/web co ts/arch: ign-th re-of-gur-products
Date created: 5/5/10 2:21 AM

2. Launch, modify or delete the queries as required (see the Search by creating a new query
section for more information).

3. Filter results with the entries in the All Items and/or By Type panes on the left of the tab.
Items matching the selections will appear in the right pane.

4. Click the required document or folder name to view or download them.

Manage content with WebDAV

What is WebDAV?

WebDAYV is an abbreviation of Web-based Distributed Authoring and Versioning. It is used
to publish and manage files and directories on a remote server. It also enables users to perform
these functions on a website.

WebDAV provides the following features:
Locking
This feature prevents two or more collaborators from overwriting shared files.

Site Manipulation
WebDAV supports the "copy" and "move" actions and the creation of collections (file system
directories).

Name Space Management
This function enables copying and moving webpages within a server's namespace.

Why use WebDAV?

With WebDAYV, you can manage content efficiently with the following actions:
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» Copy/paste content on your device and have those changes reflected in a host-based website.

« Manipulate actions on a website easily, quickly and flexibly without accessing it directly with
web-browsers. Files can be accessed from anywhere and are stored as in local directories.

 Easily and quickly upload content to a website simply by copying it into the appropriate directory.
How to use WebDAYV in eXo Platform?

To use WebDAV in eXo Platform, you first need to have the Internet or Intranet connected. Next,
you can follow one of the two following ways:

The first way

You need to connect to the WebDAYV server. For example, for Windows XP, do the following steps:

1. Navigate to the My Network Places on your local device. You will see all shared files and
folders:

2| Wy Melwork Places

Hedvanrk Tashs

Ja Acd 3 neawerk pacs . J} g e vuan o n Hos L _? =40 on elicSarver seme N }l exp-tumcaton Tamdung
L L {Sarrbs, Unynby] (Cxcservar) | =
W, Wiew nebeord -'='\£ :E L
canrections N -
Q Setog a home o amal g S S mavenprowy or ERnSereE i .
 offie networs L Fim an higa L aervir (e, Db .. L,_ﬁ k- an Hga
,_f.-r Setup awinckss i i i
rebsore for & home o = =
sma| ffice e 2. i _ G,
'.Ei e o s on Duvty . :-' Publcon Cuv I :-' Share on Hoanghm
campubers
B chow oo for
netmorsec UPrF The: Tmlerned
dewices
[h miomm miclierver ey
Other Maces |8 [Barrhis, Ubnint] {797, ,
[F Deskacp
? My Compatzr Unspeciied B
(=} My Doauments N
- — 133, LEA. 1. 3De¥o on eXaSerser
I Shaned Doumenbs e
= ||.- sarvar (Samba, Ubori) (192,

G Prirders and Fanes

2. Click the Add a network place link on the left to open the Add Network Place Wizard.
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Add Network Place Wizard X]

Welcome to the Add Network Place
Wizard

Thiz wizard helps you sign up for a senvice that offers online storage space.
You can use this space to store, organze, and share your documents and
pictures using only 3 \Web browser and Intemet connechion.

You can also use this wizard to create a shortcut to 3 \Web site, an FTP site,
ar other netwark location.

To continue, click Mext.

3. Click Next to select a network location:

Add Network Place Wizard X]

Wwhere do you want to create this network place? N

-1

Select 3 senace prowader. If you do not have 3 membership with the provader you select, the wizard will help
you create an account, [ojust create & shortcut, chek "Uhooss another network locabon.”

Sennce prownders:
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4. Select Choose another network location to create a shortcut.
5. Enter an address into the Internet or network address field.

For example, the address of the demonstration site Acme is http://| ocal host: 8080/
portal /rest/private/jcr/repository/collaboration/sites/content/livelacne.

6. Click Next. After a few seconds, a folder named acme on localhost appears in the My
Network Places directory.

¢ | My Netwark Places |__|ﬁ .

Fle Edit WView Favorites Tools Help 'ﬁ'

Qs - © - (| Psemt (2 7o0es | G

Aciciess [N My Hetwors Places w» o
Local Hebwork

Nebtwork Tasks

d AR BN RS | [ eeme on lacelrost [ same on localbast (2)

@. View network cormections = =

a Setup a home ar small o

i ErER RN -:-rj Charrg trai vuan nha an Moa J ') Musics an duyiu

<k Setup awreless network | -
far a hame or small offic= —— -

gy Wiew workgroup computers a A

8 Hide icons for netwarked { =/ testonlocahost -«1) Tirf1 yeu ngat ngao on Maa
UFn® devices =5 =5 =

other M { % dassiconlocahost = lwe onlocal - — -
her Places ...!E ...!5‘ htip:fecathos=B080 fporial frestiprivate o frem

[[g' D:sk!up -—
i My Camputer WRT54G
EJ My Dacuments

I3 Shared Documents

The Internet

2L, Printers and Faxes

s eip on e¥oServer seryer
Details ¥ I [Samba, Ubuntu] (192
=

10 abjecis

Each site managed by WebDAV appears as a folder in this location.
7. Take actions on the content in this folder to administrate the site content remotely.

The second way
This way can be done through Sites Management.

1. Hover your cursor over

2

on the Administration bar, then select Content --> Sites Explorer from the drop-down
menu.

2. Click the Drives button, then select Sites Management.
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FO Add Content ¥ Upload Files ==, Content Navigation Drives button —kEl &

* GENERAL DRIVES

5| acme-category ) collaboration %) default-category 3 intranet-category £ Sites Management [ Trash

¥ GROUP DRIVES
— { developers &~y / organization / &~y / organization / =y / platform / —p / platform / users -y / platform /

employees management / administrators web-contributors

executive-board

* PERSONAL DRIVES

Ll Personal Documents

Private &=III Public

You will see all sites listed in the left sidebar.

Sites Management

- [ acme

default

i
- I intranet
i

shared

3. Right-click the site you want to view with WebDAV and select the Download and Allow
Edition item in the menu.

The selected site will be shown in WebDAV.
Bile Edb Mesw  Higtosy Bookmarks  lools  Help

" c ﬁ_\ _ batpflecalhestB0ED ecmdemoyTest-ecmdemoyjonrepositonydcollaborstionssites con L7 < | |- Yohoo

=}
LApplicationDzta
| calegones
=less
ol documenls
s
Hinks
— meras
el contents

| Do

In this view, you can access documents in the directories that are linked to the web server.
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Actions

You will see all default folders of a site when accessing it via WebDAV. Manipulating content
through WebDAYV is the same as working on it in local folders. This means you can copy/paste
files, list folders, rename, and more, in system directories.

Add new content to a specific site

This function enables you to copy web content, such as an .html file, from your local device to
a web content folder of a site.

1. Access a site via WebDAV (refer to the How to use WebDAV in eXo Platform? section), then
go to a web content folder of the site.

2. Copy the web content on your local system into this folder.

The copied file will be converted to web content that is viewable by WebDAV automatically.
The content is converted to a directory containing CSS, documents, js and media.

After a new content is added, it can be viewed as a folder in WebDAYV or as a page content using
a web browser.

Delete a web content

This function enables site administrators to delete web content files separately or in batches.

1. Navigate to the folder that contains the content you want to remove.

2. Right-click the content files or directories (hold the Ctrl key to select multiple files at once),
and select Delete from the drop-down menu.

W bai-Unbreak-my-heart. html

O

(T site artifacts c ; I

I:I Word-to-000. bt Ypare
Send To k
Cut
Copy

Create Shortout

I

Properties

The selected files will be removed from the site.
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Fast content creator

The Fast Content Creator portlet in eXo Platform enables you to quickly create and save a new
document with only one template in a specific location without accessing Sites Explorer. This
helps you save a lot of time when creating a new document.

There are two modes in Fast Content Creator: Content Creator and Standard Content Creator.

The Standard Content Creator mode allows you to add an action to your document. When
Configuring Fast Content Creator, the Edit Mode tab has the Actions part that allows you to add
an action to the document and view actions added to the document.

Edit Mode Portlet Settings Select Icon Decoration Themes Access Permission

Actions
Redirect [
Redirect Path http:/jwww.google.com.vn I
— Actions
Hame Description Instance of Action
| Add e Add action
Save
Close
£ aadeitmaddo

to open the Add Action form. Do the same steps in the Add an action section.

To use the Fast Content Creator portlet, you need to add it to a specific page first by dragging
and dropping Content Creator or Standard Content Creator from Page Editor --> Applications
--> Forms to the main pane. This can be done when creating a new page or editing an existing
page or editing the layout of a portal.
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Mamep aje

LONESIT LUe

Configuration of fast content creator

- Page Cditor

Faq
Form Generator Portiet

Forms

o, 1

I Conent Crealor

—| Form Gesner ol of

=IE

L == standard Contest Creator

Foum

B WeEw Page projeities

Swtch Veew Mode

In eXo Platform, the Fast Content Creator is applied in the Question? portlet with the Content
Creator mode by default. Thus, in this guide, you are instructed how to configure the Fast Content

Creator by editing the Question? portlet as an example.

Homepage

& Contact Ui
CONTACT Us

Click

1.

2.

Open the Question? page.

* Page Editor

Apphcations Containars

Adrnin

Aty

Adrministration
Collaboration

Contants

Cantraller

Dashioard

ECHM

Fag

Form Generator Portlet

Forms

& View Page properties
Switch View Mode

Hover your cursor over Edit --> Page, then click Layout on the Administration bar.

The edit page appear.
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Hover your cursor over the

&

to edit the portlet.

The form with the Edit Mode tab appears.

Edit Mode Wwindow Settings Select Icon Decoration Themes

portlet,

Access Permission

then

click

—Save Location

Location to Save fsites content/live/acme/documents &

—Template Options
Select Template Cortact Us v

Custom Save Button send

Custom Save Message Your comment has been received. We
appreciate your feedback,

Redirect

Redirect Path jportalfpublic/acme fcontactus/confirmation

m

Close

Details:

Table 4.22.

Field Description

Location to Save

Select the location to save documents or
messages.

Select Template

Select a template for the document. There
are different input fields corresponding to
each selected template.

Custom Save Button

Custom Save Message

Change the label for the "Save" button.

Change the content of custom message that
informs you have just saved a document.

Redirect

Allow you to redirect the path in the Redirect
Path field.

Redirect Path

4. Select a specific location to save documents.

&

to open the Select Location form.

Show a path to which you will be
directed after clicking OK in the confirmation
message.

Click
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Select Location
Workspace colaboration
Root Path &
Hame Add

gxniregs /

- ) exo:services — @

: BMDISRrvices /

- ) Users &

Users ;

- 5 Groups - '&'

E i Digital Assets Groups &

E-- ) Documents o Digital Assets 'E"

& Trash " Documents &

@ () Records Space . Records Space L/

- & tags tags &

@ . sites content . stes content &

®-- 5 ApplicationData ApplcationData .ﬁ.
i OrgangzationintegrationSs Total pages: 2 £ ([ <] 1|2 ¥
ii. Select the parent node on the left pane
and click

@
in the Add column to select the child node on the right pane. After being selected, this location

will be displayed on the Location to Save field. Created documents will be saved in this
location.

Select a template which is used to create a new document.
Change the label for the Custom Save button, and the content for Custom Save Message.

Tick the Redirect checkbox if you want to redirect to the path in the Redirect Path field after
clicking OK in the confirmation message.

Click Save to finish the configuration of Fast Content Creator. Then, click OK in the
notification message to accept your changes.

Click Close to quit the form to edit the configuration of Fast Content Creator.
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Create a new document by fast content creator

1. Go to your newly created page.
2. Fill values in all the fields in the page.

3. Click Save to accept creating the new document. A message appears to let you know that
the document is created successfully at the location selected in the Location to Save field.

View a document

After creating a new document by Fast Content Creator, you can view it as follows:

1. Go to Sites Explorer.

2. Select the drive and the path that you established in the configuration of Fast Content
Creator. You will see this document.

Contents by query

The Contents By Query portlet allows you to collect and display data throughout a workspace
instead of selecting items by a folder or by contents.

To use this portlet, first you need to add the Contents By Query portlet to a specific page as
follows:

1. Drag and drop the Contents By Query portlet from the Page Editor --> Applications -->
Contents to the main pane. You can do this step while creating a new page or editing an
existing page or editing the layout of a portal.

f=| Page Creation Wizard: Re-amange the Page Layout and add Portlets to the Page. ~ Page Editor =8

LJER "¢
= | Content Explorer

N
%) Content Explorer

= Contents By Query

Content List

Contents By Query

| L

Drag & Drop

Form Generator Portlat

i View Page properties
= Switch View Mode
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2. Edit the Contents By Query portlet by hovering
your cursor over it, then click
to edit the portlet.

EI Page Creation Wizard: Re-arrange the Page Layout and add Portlets to the Page.
% @ Contents By Que@@ F
CONTents By QJuery
Click
The form with the Edit Mode tab appears.
Edit Mode Window Settings Select Icon Decoration Themes Access Permission
Contents Selection )
Mode @ By Folder © By Contents i2 1
Folder Path = ® 3
Order by OrderByDatePublished =
@ pescendant ) Ascendant
Display Settings
Head Automati @
= Detection
Template UlContentlistPresentationDefaut gtmpl — »
Paginator UlPaginatorDefautt atmpl +
Items per Page 1 *
Close
3. Enter avalid query into the by query field to get data that you want to display.
4. Select a workspace where you want to get data.
5. Click Save to complete adding the Contents By Query portlet.
6. Click
=
to quit the Page Editor page and see the displayed data.
Note
To learn more about fields in the Edit Mode tab, refer to [221].
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Form Builder

Note

The Form Builder portlet is deprecated in eXo Platform. It remains fully supported for
eXo customers, however it will not receive any enhancement and will be removed from
the product scope in the future.

The Form Builder portlet allows users to create and edit the template of document types.
Documents are stored in the so-called node; therefore, the term "node" and node types are often

applied.

To use this porlet, you need to add it to a specific page first by dragging and dropping Form
Generator Portlet from Page Editor --> Applications --> Form Generator Portlet to the main
pane. This can be done when creating a new page or editing an existing page or editing the layout

of a portal.

W | Page Creation Wizard: Fearange T

Create a content template

‘\

1. Open the Form Builder portlet.

General Form Builder

Drag & Drop

Deascription

Save

1

~ Page Editor

Save —m[F] x

Collaboration
Cortents
Conaller
Dashboard
ECM

Fag

Form Generator Postlet

i View Page properties

Foms
Fomum
Gadgets
Integration
Navigation

Switch View Mode
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2. Enter the template name into the Name field which is required.
3. Enter a brief description about the template.

4. Click the Form Builder tab that allows you to set properties for the template. Available
components are displayed on the left pane.

General Form Buider

Input Text Input field ¥ W
. Label Lzbel £% M
_ Textarea fiekd Texfarea value % 2m
=l Text Area
=l Editor

Salect Box

Radio
: Select field  Option 1 - L AN
x| Upload ' _

Upbad field [ 4 t% M
ChackBaox

5. Click the desired components on the left pane. The selected components will be displayed
on the right pane.

Click ] corresponding to the component to move this component up; or click \ to move
the component down.

Click & corresponding to the component to edit properties of that component. The form to
edit properties appears like the illustration below:
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Field Label [ 7yge | €= Enter the label
Width Rules: [C| Required
Height

Default Value

Guidelines for

User

Details:
Table 4.23.

Field Description

Field Label The label of the field.
Width The width of the field width.

Bules: T Required If the checkbox is marked, the asterisk (* )
will appear beside the textbox, indicating that
it is required to enter values in this field.

Height The height of the field.
Default Value Display the default value.
Guidelines for User Display instructions about this component.

After editing the properties of the components, the components look like the below illustration.

Title * 4+ 93 &

Place 43 &
Summary Textarea value + 9 &
Upload field | Browse_ | 4+ ¥ @
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To delete the component, click corresponding to the component.

Click & again to hide the form to edit the properties.

8. Click Save to accept creating a new template, or Reset to edit this template again before
saving.
« A message will inform that you have created the template successfully.

 After the template has been created, you will see itin the content template list when creating
a content.

Category navigation

Category Navigation Portlet and Parameterized Content List Viewer portlets get rid of long
URLs when you view a content and enable users to see published documents or web contents in
specific categories in one page. Thanks to the symbolic link, no matter where the object physically
resides, the database can retrieve it. In addition, the relations amongst shortcuts can be managed.
Now, you can view documents or web content in the Parameterized Content List Viewer easily.

Access the Category Navigation portlet

1. Goto News on the Navigation bar.

Top News i
Defense
Vision
Immunity

Healing

Invisibility

Movement

Natural Elements

« The left pane lists all the categories containing documents or web contents.
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» The right pane displays the documents selected in the left pane.

2. Select a category that you want to view on the left. The selected category will be shown on
the right (only documents or web content published are shown).

Browse by
Defense
-*— The current category
Immunity
Healing
Invisibility
Movement
Natural Elements

Vision

X-Ray

Made populer by the onginal Superman, X-Ray Vision lets you see what
others are hidng. By being aware of your surroundings, you can avold
dangerous situations - of just have a kttle fun with your friends.

Youll never be afraid of the dark again with Acme's Night Vision power. Similar to the advanced infrared
technology used by miltary professionals, Might Vision lets you see exactly what s anound you - using no
ight source that could reveal your pasition or disturb others.

Edit Mode of the Category Navigation Portlet. Administrators can edit the Category

Navigation portlet as follows:

1. Open News page on the Navigation bar.

2. Hover your cursor over Edit --> Page --> Layout

The page for you to edit the Category Navigation portlet will appear.

i@ content L [

COMTEnT LSt Hews

Click

w Page Editor B x
Applications Containers
Administration

——|  application Registry

Applcation Registn

m

New Account

Mew Account

3\
Organization Management
Irgangzation Management

Contents
Dashboard i
ik View Page propertes | Switch View Mode‘

Click 5:? to open a form with the Edit Mode tab, allowing you to edit the portlet.
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Edit Mode Paortlet Settings Select Icon Decoration Themes Access Permission

Contents Selection
P
Mode @ By Folder ) By Contents .
Folder Path  acme * @4— Click to select the folder path

Order by  OrderByDatePublished

."?

! Descendant @ Ascendant

Display Settings
Header Browse by Automatic Detection

Template  AcmePowersCategory Tree.gtmpl -
Paginator  UlPaginatorDefault gtmpl

Items per Page 1p *

Show Title Show Image Show Summary

Close

Click & to select the folder path which restores contents you want do display.

5. Edit some fields in the Display Settings part as you want. See more details in the the section
called “Preferences” [221] section.

6. Click the Advanced link to set up some properties for the portlet. See more details here.
7. Click Save to accept saving the configuration for the Category Navigation portlet.

8. Click Close to quit the form.

Click Fi on the Page Editor form to finish editing the Category Navigation portlet.

Note

In the Edit Mode tab, some options are disabled.

SEO management

SEO (Search Engine Optimization) allows you to improve the visibility of your webpages and web
content in the major search engines (Google, Yahoo, MSN, Live) via the search results. The higher
your website position is in the search engine results page, the more visitors access it. Therefore, it
is very important for you to maximize your webpages and contents' position in the search engines.

In eXo Platform, the SEO Management feature is featured to meet this target. By using SEO
Management, you can easily manage SEO data of web pages and web content and optimize
your website for search engines.

Manage the SEO data

1. Open a page or a content that you want to edit the SEO data.
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2. Open the SEO Management form by hovering your cursor over Edit --> Page --> SEO on
the Administration bar.

Desktop Edit

) Content

Page »
SiCe

i& Layout
&% SEO

+ Add Page

Depending on your SEO management for a page or a content, the content of the SEO
Management form will be different.

* The SEO Management form for a content is as follows.
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SEO Management

Description:

Keywords:

Save Cancel

e The SEO Management form for a page is as follows.
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SEQ Management

Description:

Keywords:  gXg, PLE 3.5

Robots: INDEX ~ FOLLOW
Sitemap: Y1 visible in sitemap
Frequency: Always -

Priority: 1.0

Save Cancel

Details:
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Table 4.24.

Field Description

Description The description of your page/content. This
description will be seen in the results list of
search engines.

Keywords By using these keywords, other users
can find out your page/content via search
engines.

Robots Search engines can access the whole
directories on a website, or individual pages,
or individual links on a page and list your
page/content or not, it depends on your
options:

< INDEX: Allow search engines to index
your page/content on the search engine
results page.

+ NOINDEX: Restrict search engines from
indexing your page/content on the search
engine results page. Use this option if you
want to keep your page private.

* FOLLOW: Allow search engines to follow
links from your page to find other pages.

« NOFOLLOW: Restrict search engines
from following links from your page to find
other pages. Use this option if you want to
prevent spam links in comments of blogs,
forums and others.

Sitemap Allow you to see pages of the sites in the
tree-like structure.

Frequency Show how often pages are updated on
the site. Also, setting your frequency levels
tells the search engines which pages
should be crawled over other pages. The
frequency levels include: Always, Hourly,
Daily, Weekly, Monthly, Yearly and Never.
If you set "Never" for the frequency level,
meaning that this page never gets updated,
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Field Description

so search engines will move onto other
pages that get updated more frequently.

Priority Allow search engines to search the page with
the higher priority level first. The acceptable
value in this field is from 0 to 1. In which, O is
the lowest priority level and 1 is the highest.

3. Fill out all the fields in the form.

4. Click Save to finish creating SEO data.

Note

2%
LY L]
g

means that the SEO information is empty.

means that the SEO information has been updated but some information are not filled
out yet.

2%
Y 1
g

means that the SEO Management form is filled out with the full SEO information.

L
a®

means that the SEO Management feature is disabled.

Print content

Users can easily print any content in a site by following these steps:

1. Click Read more to read all the content of a document or of an article in a site.

COMPANY NEWS

ACME Mews 1
Aug 21, 2009 3:55:11 AM by rool rool

Lorem ipsum dolor sit amed, consectetur adipisicing efit. sed do eivsmod tempor incididunt ut labore et dolore magna aliqua.

ACME Mews 2
Aug 21, 2009 3:55:44 AM by root root
Lorem ipsum dolor sit amed, consectetur adipisicing eft. sed do eiusmod tempor incididunt ut labore et dolore magna aliqua.

ACME News 3
Aug 21, 2009 3:56:17 AM by root roat
Lorem ipsum dolor =i amet, consectetur adipisicing elt, sed do elusmod temgor incididunt ut labore et dolore magna alqua.
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2. Click the Print button. The Print Preview page will be displayed on another tab.

3. Click Print to print the content of this page, or Close to close this tab without printing.

Manage newsletters

eXo Platform provides the Newsletters service, aiming at helping users quickly get the updated
newsletters from a website.

Newsletter viewer

Note

The Newsletter portlet is deprecated in eXo Platform. It remains fully supported for eXo
customers, however it will not receive any enhancement and will be removed from the
product scope in the future.

With Newsletters, you can instantly get newsletters from your email to update the last information
about categories and subscriptions.

Subscribe your email to get newsletters from eXo Service.

1. Go to Newsletters on the Navigation bar. The Newsletters page will appear.

=4 T
our Email | john.smith@acme. exoplatform.com |q_Enter your email
' General General information about us
Subscription Check to subscribe
Leamn h ta use Rew Supear Pawal
Learn more about our offars
\[ Corporate You want to know where we are, where we go ?
Subscription Check to subscribe
Montt ewsletter about our finan L n e
Subscribe

2. Enter your email address in the Your Email field.

272



Manage newsletters

3. Select the checkbox corresponding to the subscription that you want to get newsletters.

4. Click Subscribe. A message informing that you have just subscribed to the selected
newsletter will appear.

5. Click OK in the confirmation message. You can reselect the subscription that you want or
do not want to receive newsletters by re-selecting the checkbox in the Check to subscribe
column.

6. Click Change your subscriptions to update your changes.

7. Click Forget this email if you want to unsubscribe from newsletters.
Newsletter Manager

Note

The Newsletter Manager portlet is deprecated in eXo Platform. It remains fully supported
for eXo customers, however it will not receive any enhancement and will be removed from
the product scope in the future.

eXo Platform facilitates administrators to easily and quickly manage newsletters.

To use this portlet, you first need to add it to a specific page by dragging and dropping Newsletter
Manager from Page Editor to the main pane. This can be done when creating a new page or
editing an existing page or editing the layout of a portal.

~ <

His | Page Creation Wizard. = Page Editor ] X
emmnis

Irmegration
Nawvigation

Newilater

=E Newsletter

=5 Newslemer Manager

Drag & Drog

PlasformNavigaticn
Pall
Search

SECToolbar

i View Page properties Switch View Mode

Note

In eXo Platform, the Newsletter Manager portlet is put in Page Editor --> Applications
--> Newsletter.

Access the page with the Newsletter Manager portlet to open the newsletter page.
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newsletter

fEBY Mew Letter | (4L Mew Subscription | |3} Mew Category | &5 Manage Users |

2 | General General information about us
Subscription Number of User Pending Letter
acme Trainings 1 0
acme Newsletters 3 0
i | Corporate You want to know where we are, ...
Subscription Number of User Pending Letter
Results 2 0

Manage categories in Newsletter

This section shows you how to manage categories in a Newsletter page, including:

Add a new category

Edit a category
» Delete a category
* Manage users

Add a new category

1. Click New Category on the Action bar of the Newsletter page. The Create New Category
form will appear.

Create Mew Category x
Mame Fag x
Title Fag *

Description The guestions related to the product....

Moderator manager: jplatform -2

Save Cancel

Details:
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Table 4.25.

Field Description

Asterisk (¥) This mark next to each field means that it is
required to enter values into that field.

Name The name of a category.

Title The title of a category.

Description A brief description of the category.

Moderator Select users/groups who have rights to
manage this category.

Save Accept the addition of a new category.

Cancel Quit the category form without adding a
category.

2. Input values into fields.

a.

i. Select a moderator for a category by clicking “* next to the Moderator field to select
a user. The User Selector form will appear.

User Selector

Group: Usemame »
' Click

Username First Name Last Name Email Action &
demo Jack Miller jack. miller@acme.exop Q
james James Dave james.davis@acme.exc @
john John Smith john.smith@acome. exo| @
mary Mary Wiliams mary. wiliams@acme. e &
root Root Root root@localhost ]

Click @ corresponding to a user in the list that you want to select.

iy
i. Click “® to select users in a specific group. The Group selector window will appear.
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Group selector b 4
4 platform
Select Group Select Membership
& -~
' 3 ¥ member .
bﬁ- developers * author
bﬁ- organization = | * editor =
5 £ Fmanager
= &, platform g
P . » redactor
"'. ¢ R
:-E administrators » validator
@ &fs guests y ox i

I:I:.'r.ﬁ LIcArg

» Select a group from the left pane and a membership type from the right pane. The
membership and group selected will be displayed in the Moderator field.

» You will see your added category in the list of categories.

« After creating a category, you can create new subscriptions or newsletters for this category.

« When clicking the Administration button, you will see a drop-down menu consisting of all
actions on this category.

Edit a category

1. Select a category that you want to edit.

2. Click Administration --> Edit Category from the drop-down menu.

newsletter > FAQ

iﬁi Hew Letter | [ gb Mew Subscption
FAQ The questions relsted to the p ... Click —& !
Subscription Number of User Pending Letter [
Click :
T Delete Category
eXO powered by eXo Phtform v3.5.0-Beta2-SNAPSHOT - buid 20111004 - rev, 74565 ——
[ Open
2 Edi
Tl Delete

& Manage Users

The Create New Category form appears.

3. Change the values in the Title and Description fields as required.
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Note
The category hame cannot be changed.
4. Click Save to save all changes.

Delete a category

1. Select a category that you want to edit.

2. Click Administration, then select Delete Category from the drop-down menu.
3. Click OK to delete the category.

Manage users

Administrators can manage users accounts and activities with actions, such as editing, banning,
removing bans, or deleting.

1. Select a category that you want to edit.

2. Select Administration --> Manage Users from the drop-down menu.

1| FAQ The questions related to the p ... 1 Administration |

Subscription Humber of User Pending Letter &l

2 Edit Category

- —
Delete Category

e)(.; Powered by eXo Platform v3.5.0-Beta2-SHAPSHOT - build 20111004 - rev. 74565
E‘ Qpen
o Edit
Delete

2 &8 Manage Users

The Manage Users form will appear.

Manager Users x

Email Banned

john.smith@acme.exoplatft  false E B‘ |
john@exopltform.com false E B‘ I
john@grnail.com false E B‘ |
john@grmail.com.fr false E B‘ Tl
rock@yahoo.com false E B‘ Tl

Close
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Details:
Table 4.26.
Field Description
Email The email address of user who has
subscribed this subscription.
Banned This field has two values:
False
The user is allowed to get email.
True
The user is not allowed to get email.
% Ban this user from receiving emails.
% Remove a ban on a user.
Delete the user.

3. Click Close to close the form.
Subscriptions

Administrators can add more subscriptions to any category via two ways as follows:

The first way

1. Click New Subscription on the Action bar.

newsletter

R New Letter | 3 New Category | & Manage Users |

The Create New Subscription form will appear.
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Create New Subscription o
Selecta
Catego G I - I“_
901y |Genera category
Mame *
Title *
Description
Redactor *§ &
Save Cancel
Details:
Table 4.27.
Field Description
Asterisk (*) This mark next to each field means that it is

required to enter values into that field.

Category The category which contains this
subscription.

Name The name of the subscription.

Title The title of the subscription.

Description The brief description about the subscription.
Redactor Select users/groups who have rights to

manage this subscription.

2. Click the Category field and select a category from the drop-down menu.
3. Enter the rest of their values in the form.
4. Click Save to create the new subscription.

The second way

1. Click directly the category to which you want to add a new subscription.
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newsletter > FAQ

i New Letter | [’k |New Subscription

FAQ The questions related to the p ... Administration

Subscription Number of User Pending Letter

2. Click New Subscription on the Action bar.

The Create New Subscription form pops up.

Create New Subscription

Category |FAQ
Mame
Title

Description

g
g
Eb

Redactor

Save Cancel

3. Do the same steps (3, 4) as stated in the first way [278].

« Administrators can create newsletters for each subscription.

» These Newsletters can be opened, edited, deleted or converted to a template for reuse.

5 | acme Newsletters Learn more about our offers Moderation
Letter Date Status [
Basic Template Nov 29, 2011 draft =
Nov 30, 2011 draft O

Release PLF 3.5

Details:

Table 4.28.

Description

Element

Shoes The name of the subscription.

Fashion Shoes The brief description about the subscription.

Letter The list of all letters of this subscription.
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Element Description

Date The date and time when creating this
newsletter.

Status There are three types of status: draft, awaiting
and sent.

Moderation This button allows you to take actions on your
selected newsletter.

Open a newsletter

Administrators can easily view the content of a newsletter as follows:

Open the subscription containing the letter you want to open by clicking it or checking the
corresponding box and then selecting Administration --> Open.

newsletber > FAQ

ﬁ Wew Letter | [ gk Mew Subscription

i FAD The questions reflated to the p ... i
subscription Number of User Pending Letter []
Resuks 0 0 Select — (@D @

Directly click the newsletter;

Or, select the checkbox corresponding to your desired newsletter, then click Administration
--> Open.

ﬁ New Letter
I | Results Monthly newsletter about our f ... !
Letter Date Status 2
Basic Template Oct 6, 2011 draft 2 Edi
Release Platform 3.5 Oct 7, 2011 draft [l Delete

B Convert As Template

The View Newsletter's Content form pops up.

281



Chapter 4. Organize Your Content

View Newsletter's Content »

]
5]
o
i
[}

About us : Virtualize your Desktop
Quisgue digr
Lorern ipsum dolor sit amet, . Sed at erat. Phaselus condimentum. Mullam sed magna. Donec quis tellus in neque
congue porttitor. Proin sit amet ligula id leo porta rutrum. Lorem ipsum dolor sit amet, consectetuer adipiscing elit. In suscipit, pede a
rutrum malesuada, lecus massa evismod neque, a hendrerit justo ante at eros.

Follow your path
Quizque digr
Lorem ipsum dolor sit amet, . Sed at erat. Phaselus condimentum. Mullam sed maagna. Donec quis tellus in neque
congue porttitor. Proin sit amet ligula id leo porta rutrum. Lorem ipsum dolor sit amet, consectetuer adipiscing elit. In suscipit, pede a
rutrum malesuada, lacus massa euismod negue, a hendrerit justo ante at eros.

How-to: Create your own template
Quizgue digr
Lorem ipsum dolor st amet, . Sed at erat. Phasellus condimeantum. Mullam sed maagna. Donec quis tellus in neque
congue porttitor. Proin sit amet ligula id leo porta rutrum. Lorem ipsum dolor sit amet, consectetuer adipiscing elit. In suscipit, pede a
rutrum malesuada, lacus massa euismod negue, a hendrerit justo ante at eros.

sim dictum ante

=im dictum ante

=im dictum ante

Close

3. Click Close to exit.

Edit a newsletter

1. Select the newsletter you want to edit by ticking the relevant checkbox in a specific
subscription.

Moderation
Click , then select Edit from the drop-down menu.

!

= Open
Edit z
Delete

E] Convert As Template

The Newsletter Entry pops up.
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Newsletter Entry

Template :  Basic Templsie -
Send Date :  10/04/2011 15:15:44

Category : Erers
Subscription :

Update Sanding Parameters

Main Content Iustration Advanced

Title  Basic Template =

Name  basic-template -
Language en -
o — I ~ - — .
Man [ Source B B o G5 @ 2 O 0O N 3
Content _ o e ) .
B 7 U ab EEEE is = AT 2@ £ dd-;ﬂ [
- = ¥ | @

Your Company

About us : Virtualize your Desktop

Lorem ipsum dolor sk amet, consectetuer adipiscing elt. Sed at erat. Phaselus condimentum. Nulam sed magna.
Donec quis telus in neque congue porttior. Proin sit amet liguls id ko porta rutrum. Lorem ipsum dolor sit amet,
consectetuer adipiscing elit. In suscpit, pede a rutrum malesuada, bous massa eusmod neque, 3 hendrert justo

ante at eras. Cickitus haritus,

3. Change the values in the fields that you want to edit: Template, Send Date, Category,
Subscription.

4. Click the Update a Newsletter's info button.

5. Change values in the Title and Main Content fields.
6. Click Save to save as draft, or click Send.

Delete a newsletter

Administrator can delete obsolete newsletters.

1. Inaspecific subscription, select the newsletter you want to delete by ticking the corresponding
checkbox.

. Moderation .
Click , then select Delete in the menu.
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!
= Open
2 Edit
:

E] Convert As Template

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

The administrator can reuse the template of the frequently used newsletter template.

1. Select the newsletter that you want to create as a template.

. Moderation
Click , then select Convert As Template from the drop-down menu. For

the next time when you create a newsletter, this template will be listed in the Template field
in the Newsletter Entry form.

Newsletters

Each subscription consists of many newsletters. In eXo Platform, you can easily create newsletters
by following these steps.

Create a newsletter

1. Select a subscription where you want to create a newsletter.

2.

ﬁ Mew Letber

Click on the Action bar. The Newsletter Entry form appears.
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Newsletter Entry

Template :  Basic Templats
Send Date 1 10/04/2011 15:15:44

Category : Erers
Subscription :

Main Content Iustration Advanced

Title  Basic Template

Name  basic-template

Language en
@ - =
Man [ Source B B o 55 3
Contant e
B I E abe EEEE

Update Sanding Parameters

Your Cormpany

About us : Virtualize your Desktop

sque oign 1 dicturm anfe

Lorem ipsum dolor sk amet, consectetuer adipiscing elt. Sed at erat. Phaselus condimentum. Nulam sed magna.
Donec quis telus in neque congue porttior. Proin sit amet liguls id ko porta rutrum. Lorem ipsum dolor sit amet,
consectetuer adipiscing elit. In suscpit, pede a rutrum malesuada, bous massa eusmod neque, 3 hendrert justo

ante at eros. Cickitus haritus,

Details:

Table 4.29.

Field Description

Template The template for your newsletter form. Basic
Template is set by default.

Send Date The date and time to send the newsletter.

Category The category contains this newsletter.

Subscription

Update Sending Parameters

The subscription contains this newsletter.

This button allows you to update information
about this newsletter.

Click the Template field to select the template for the newsletter.

Click the Send Date field. The calendar will appear, allowing you to select the date and time

when you want to send the newsletter.
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4 - 2011 4

16 17 18 19 20 21 22
23 24 25 26 27 28 29
30 31

16:08:12

5. Click the Category and Subscription to select the category and the subscription in the list.

6. Click the Update Sending Parameters button to update information about this newsletter. A
message pops up and informs you that you have updated information successfully.

7. Input a title of a newsletter into the Title field.
8. Create a content for a newsletter by inputting information into the Main Content textbox.

9. Click Save to save this newsletter as draft, or click Send to send this newsletter.

Manage workflows

Note

Two portlets, including Workflow Controller and Workflow Administration, are
deprecated in eXo Platform. They remain fully supported for eXo customers, however
they will not receive any enhancement and will be removed from the product scope in
the future.

Workflow is the movement of documents and/or tasks through a work process. More specifically,
workflow is the operational aspect of a work procedure: how tasks are structured, who performs
them, what their relative order is, how they are synchronized, how information flows to support
the tasks and how tasks are being tracked. As the dimension of time is considered in Workflow,
Workflow considers "throughput” as a distinct measure. Workflow problems can be modeled and
analyzed using graph-based formalisms like Petri nets.

eXo Platform supports two default processes that are used to request tasks from users:

Holiday process: This process is used to request a task related to your holiday. If you want to
have a holiday in a time interval, you should use this process.

Pay raise process: This process is used when you want to propose raising your pay.
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To perform these processes, you need to add the Workflow Controller portlet to a specific page
by dragging and dropping it from Page Editor --> Applications --> Workflow --> Workflow
Controller to the main pane. This can be done when creating a new page or editing an existing
page or editing the layout of a portal.

$=| Page Creation Wizard: Re-armange the Page Layout and add Portiets to the Page. e Elior Save-
Earcn
SEOToolbar
Social
Workflow Controlier System

fliow Controlis

l\ Workflow Administrat
¥ ‘Workflow Administration

Drag & Drop —

Workflow Controller
Workflow Controllar

i View Page properties |
| =5 switch View Mode |

Holiday process

This process is used to request a task related to your holiday. If you want to have a holiday in a
time interval, you should use this process.

Create a holiday process

1. Select the BP Definition Controller tab to bring up the process list.

Task Controller BP Definition Controler l

d HName Version Action
2 holiday process 1 .

Click
3 pay raise process 1

287



Chapter 4. Organize Your Content

2. Open the Task Management form by clicking

in accordance with a holiday process that you want to request a task as below.

Task Management
Task

Request some holidays
Start (dd/mm/yyyy): 11/30/2011
End (dd/mm/yyyy): 11/30/2011
Submit Cancel

Show Process Diagram

In which:

« Start (dd/mm/yyyy) is the start date of your holiday.
« End (dd/mm/yyyy) is the end date of your holiday.
In this form, you need to set a time interval in the Start and End field by moving your cursor to

each field and then click each field to open the Calendar pop-up.

3. Submit your task by clicking the Submit button. After being submitted, this task will be sent
to members of *:/organization/management/executive-board group for waiting to be approved/
disapproved or refused.

Manage a holiday process

If you are a member of *:/organization/management/executive-board group, you have a
responsibility to evaluate received tasks. To take this action, do as follows:

1. Open the Workflow Controller portlet. If there are tasks pending to be evaluated, you will see
the task list in Task Controller tab.
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Holiday process

Admin Workflow Management =4 Controller

Task Controller BPF Definition Controller
Actor Task Process Task Description  Actor Id
Id Name Hame
haoliday .
- 2 Process evaluntion Jexecutive-board
pay raise .
&= 4 process evaluation fexecutive-board
holiday .
- & process evaluation fexecutive-board

*:forganmization/ management

*:/organization/management

*:/organization/ management

Process Date
Start

Wed 30 Nov 2011
10:43:57

Wed 30 Nov 2011
10:44:26

Wed 30 Nov 2011
10:49:55

Action

Manage

Manage

2. Click the Manage function in the Action column that corresponds to a task that you want to

evaluate. The Task Management form will appear.

Task Management

Task

Evaluate holidays

Initiator: john
Start (dd/mm/yyyy): 11/30/2011

End (dd/mm/yyyy): 11/30/2011

Approve Disapprove Refuse

Show Process Diagram

You can see the following dialog for more details about this process.

Cancel
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a n
S—
Ugers
Reques Task
Ho
Yes
@ @ " Disapprove k4
“Worganization/'ma naggment
fexecutive-boa nd
Approve
Refuse Read 2 4
_—
onganization | managen
humanesources
b 4

3. Do one of the following actions.

« If you agree with the period proposed by the user in the received task:

i. Click the Approve button on the Task Management form. Automatically, this task will be sent
to members of *:/organization/management/human-resources to read it.

Thus, if you are a member of *:/organization/management/human-resources group, you have

responsibility to read the approved tasks as below.
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Pay raise process

Admin Workflow Management =& Controller

Task Controller BF Definttion Controller C“Ck
Actor Task Process Task Name Description Actor Id Process Dale Action
Id Hame Start
o 2 haliday hr =: forganization/management Wed 30 Nov 2011
- process acknowledgement Shuman-resources 10:43:57 g

ii. Select the Manage function in the Action column to open the Task Management form.
Task Management
Task

HR acknowledgement
Initiator:  jghn
Start (dd/mm/yyyy): 11/30/2011

End (dd/mm/yyyy): 11/30/2011

Click — Cancel

Show Process Diagram

iii. Click the Read button to accept reading the task.

« If you do not agree with the period proposed, click the Disapprove button on the Task
Management form. This task will be sent to the creator of this task to modify it again.

« If the creator agrees to modify the period of time and click the Modify button, this task will be
sent to members of *:/organization/management/human-resources again to manage it.

« If the creator does not agree to modify the period of time and click the Disagree button, the
task is not existed.

« If you do not agree with this task, click the Refuse button on the Task Management form. This
task will be removed.

Pay raise process
This process is used when you want to propose raising your pay.
Create a pay raise process

1. Select the BP Definition Controller tab to bring up process list.
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2. Open the Task Management form by clicking

i:}

that corresponds to a pay raise process which you want to request a task.
Task Management

Task

Request Pay Raise
Amount: 1,000,000 Qr = Required

Prioriy:  not impartant -
Rewarded:

Reason: |high inflation

Subrmit Cancel

Show Process Link

In which:

Amount is the amount of money that you want to request.

Priority is the priority level of this task. It can be: not important, important or critical.

Rewarded is the amount of money that you requested including reward or not.

Reason is the reason why you want to request this amount.
4. Enter values for fields in this form.
5. Submit this task by clicking the Submit button.

This task will be sent to members in *:/organization/management/executive-board group to
manage it.

Manage a pay raise process

If you are a member of *:/organization/management/executive-board group, you have a
responsibility to evaluate received tasks. To do this action, do as follows:

1. Go to the Workflow Controller page. If there are tasks pending to be evaluated, you will see
the tasks list in the Task Controller tab.
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Pay raise process

Admin Workflow Management =< Controller

Task Controler BP Dafiniion Controller

Actor  Task Process Name Task Description  Actor Id Process Date Starl
1d Name
pay raise *:/ organization/ management Thu & Oct 2011 [
&= ! process evaluation Jexecutive-baard 09:59:02

2. Click the Manage function in the Action column that corresponds to a task which you want to
evaluate. The Task Management form will appear.

3. Select one of the followings.

« If you agree with the number that the creator proposes:
i. Input the number that the creator wants in the Grant field.

ii. Click the Grant button. Automatically, this task will be sent to members of *:/organization/
management/human-resources to read it.

Thus, if you are a member of the *:/organization/management/human-resources group, you
have responsibility to read the approved tasks in the Task Controller tab by *:/organization/
management/executive-board as below.

Admin Workflow Management =< Controller

Task Controller BP Definition Controller
Click
Actor  Task Process Name Task Description  Actor Id Process Date Start

Id Name
pay rage ) *1jarganation/management/human- Thu 6 Oct 2011

15 process hr update resQuUrces 11:28:29
pay rase ) *1jorganizationfmanagement/human- Thu 6 Oct 2011

14 PrOCess hr update TESOUFCES 11:39:04 Manage

iii. Select the Manage function in the Action column to open the Task Management form.
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Task Management x
Task
Update Salary
My custom groovy form
Employee: mary
Amount to be added: 1,000,000
Click —;lm ( cancel
iv. Click Finish it to accept reading the task.
« If you do not agree with this request, click the Deny button. This request will be removed.
Upload a process
Besides two default process supported by system, administrators also can upload a new process
as follows:
1. Add the Workflow Administration portlet to a specific page by dragging and dropping it from
Page Editor --> Applications --> Workflow --> Workflow Administration to the main pane. This
can be done when creating a new page or editing an existing page or editing the layout of a portal.
E] Page Creation Wizard: Re-armange the Page Layout and add Portlets to the Page. ~ Page Editor Save

Workflow Administration

MEoE0or

Workflow Administra
Waorkflow Adrministratior

Workflow Controller
Workflow Controler

| &8¢ View Page properties
| =1 Switch View Mode |

294



View process detail

2. Open the Workflow Administration portlet.

Admin Workflow Management | =4 Administration

Monitor Tirmers
Process Id Process Name Process Version Action
1 content-publshing 1 J
2 hobday process i =1 _JE
3 pay ralse process | 3
3. Click Upload Process to open the Upload Process form.
Upload Process b4

Mame

Select Fie

Save Cancel

4. Enter a name for the uploaded process in the Name field.

5. Click the Browse button to select the location which contains the configuration of a new process,
and double-click to upload it.

6. Click Save to save the uploaded process.
View process detail

This function is used to help administrators keep track of process details as follows:

1. Open the Workflow Administration portlet.
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Admin Workflow Management "__' Admmistration

Monkor Tirmrs
Process Id Process lame
| content-publishing
2 holiday process
3 pay 1S procass

Upload Process

2.

to view requested process list from users as below.

3.

Process Detail

Processing Completed

Process Instance Process Process Name

1d 1d
paEy raise
- 2 process
pay raise
2 = process

Delete all =M Fish Al

Note

Start Date

2011-10-06
10:53:47.185

2011-10-06
10:06:22.009

Cancel

The completed processes are listed in the Completed tab.

End
Date

View

Click

To remove all completed processes from the list in the Completed tab, click the Flush
All button, then click OK in the confirmation message.

Click

corresponding to your desired process to view its details (including all actions from different users
on this task). The List Tasks of Instance form will appear.
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List Tasks of Instance

List Tasks

Id Task Hame Actor Id End

3 start mary 2011-10-06 10:06:22.019

4 evaluation *:/organization/management/ executive-board 2011-10-06 10:16214.135

5 hr update *:/organization/management/hurman-resources

Cancel

To delete a process from the requested process list
in the Process Detail form, click

corresponding to that process.
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Chapter 5.

Collaborate With Your Colleagues

eXo Platform provides a set of collaborative applications which help you achieve your goals and
enhance your productivity in the corporate environment. This chapter presents the following topics:

e Manage your calendar through the Calendar application. Calendar allows you to schedule
appointments and meetings, establish recurring activities, create multiple calendars and share
calendars with others. With Calendar, it is easy to keep track of all important events/tasks and
collaborate with other people, all in one place.

e Manage your contacts through the Address Book application. Address Book is a contact
manager, allowing you to organize all the contact information. You can use the contact
information with other applications, such as Mail, Calendar and Chat. The integration between
Address Book and other applications will help you enhance your group productivity in the
collaborative environment.

« Email your contacts through the Mail application. Mail is a webmail application which is smoothly
integrated with Address Book and Calendar. Besides typical features of the Mail application,
you can also add contacts, create address books or schedule your work right in Mail.

e Chat with your contacts through the Chat application. Chat allows you to communicate
with other users in your contact book quickly with an easy-to-use integrated text messaging
application. You can chat with other people in real time, create chat rooms and add contacts
from your Address Book to your friends list. This will save time and enhance the productivity
when you want to have an instant communication with your contact without sending mails.

Manage your calendar

Calendar views

The Calendar interface has 5 basic components:
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JEvent HTask [[Teday “lDay EimMonth  [Cvear [ElList Elwork week [Tisettings [Rss [ 2

1 November, 2011+ ¢ 1 Week 47, 21 - 28 November 2011 »  # Categor
T W T F 5 5
1 2 3 i 5 & Mon, 21 Nov Tue, 22 Now Wed, 23 Nov Thu, 24 Nov Fri, 23 Moy Sat, 26 Mov

8 9 10 11 12 13
15 16 17 18 19 20

2223 24 25 26 27 0800
5 29 30 -
Cooioo 1230
E} Maeting Assassment
lendars 4 - 10:00
Pereansl Calendars -
11:00 PR
My Group
Detault 12:00 S
shared Calendars v 13:00
Group Calendars 14:00
executive-board 15:00
Default
davalopers 16:00
B Default
employees 17:00
U pefault o
a 18:00
Details:
Number Description
1 The Toolbar contains most of actions in
Calendar, such as adding an event/task,
switching between view modes, and more.
2 The Search Pane where you can perform
quick and advanced searches.
3 The Mini calendar which can be hidden by
clicking
N
" The Calendars pane which includes 3
categories: Personal Calendars, Shared
Calendars and Group Calendars. Each
category may include various calendar groups.
5 The Calendar View pane where you can
create tasks/events quickly and view your own
tasks/events.
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Manage a calendar group

Note

In eXo Platform, the left pane of Calendar is hidden by default. To show this pane, select
Toggle Left Pane on the toolbar.

Manage a calendar group

The calendar groups allow you to categorize your calendar types easily. Each calendar group may
contain one or more calendars added by users. There will be a default calendar group named "My
Group" in the Personal Calendars category.

Add a new calendar group

This function allows you to organize and personalize calendars in your own way.

1.

-

at the right of the Calendars pane, then select Add Group from the drop-down menu.

Calendars E

||-='o Add Group |

b Pers
r My & Add Calendar
[ |=_Q Remote Calendar
. 1@ Add Event Category
A% Import
, Cral. E?._f-:.?lﬂerjdar Settings

b executive-board
Default
b developers
D Default
b employees
[ | Default "

Click

2. Enter the group name in the Group Name field which is required and its description in the

Calendar Groups form.
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Calendar Groups GrGUFlS table »
Group Actions
My Group ﬁ
Group Name poc Team -
Description |Calendar for members of DOC Team. Add new
& Group
Save Reset Close

3. Click Save to finish.

After creating a new calendar group, the created group will be displayed

in the Groups table of the Calendar Groups form, so you can easily
edit or remove groups from this list by clicking
=

or

respectively.

Note

After you have created a Space for a group, one calendar with the same name as that of
your group will be created automatically in the Group Calendars pane.

The calendar group without any calendars inside it will not be displayed in Personal

Calendars.
You can also add a new calendar group by
clicking

ke

next to the Group field when

Edit a calendar group
This function allows you to change name and description of a specific calendar group.

1. Right-click the group name which you want to edit, then select Edit from the drop-down menu
to open the Calendar Groups form.
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Create a calendar

2. Make changes on the Group Name or on the Description fields, then click Save to accept
your changes.

Delete a calendar group

Once a calendar group is deleted, all calendars inside it are also deleted.

The first way

1. Right-click the group which you want to delete and select Delete from the drop-down menu.
2. Click OK in the confirmation message to accept your deletion.

The second way

1. Open the Calendar Groups form by adding a new calendar group or by editing a calendar
group.

2. Click
corresponding to the calendar group you want to delete in the Groups table.

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

The deleted calendar group will be removed from the Groups table.

Create a calendar

You may create a personal calendar or group calendar that can be shared with specific users
or groups to your desires. You can also create a calendar which is synchronized with a remote
calendar.

Create a personal calendar

Note

All personal calendars will be put in the Personal Calendars pane.
1. Follow either of the following ways to open the Calendar form.
The first way

Click

-

then select Add Calendar from the drop-down menu.
The second way

Right-click a calendar group which exists in the list of personal calendars, then click Add Calendar
from the drop-down menu. By this way, the group which contains your new calendar is already
selected.

303



Chapter 5. Collaborate With Y...

2. Fill in fields of the Calendar Details tab.

Calendar

Calendar Details Groups

Display Name poc Team =

Description |Calendar for all appointments of DOC Team

Groups My Group v (==
Country (Language) Belgium{French)

Time Zone (GMT +01:00) Europe Brussels

Color |
Save Reset Cancel
Details:

Field Description

Display Name The calendar name which is displayed.

Description The brief description of the calendar.

Groups The list of groups under the Personal
Calendars category. Click
to select one existing group which contains
your calendar from the drop-down list. Or, click

=

to create a new group which contains your
calendar. The newly group is only displayed
in the Personal Calendars category after you
finish creating the calendar.

Country (Language) The location and language of the calendar. You
can change the default value by following steps
in the Edit Calendar settings section.

Time Zone
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Create a calendar

Field Description

The display time zone for the calendar
activities. You can personalize your calendar
time zone by following steps in the Edit
Calendar settings section.

Color

The display color of the calendar activities that
can be personalized.

If you select the Groups tab and tick either of the checkboxes, your added calendar will
be put in the Group Calendars category, NOT in the Personal Calendars category.

3. Click Save to finish your creation.

Create a group calendar

Note

All group calendars will be put in the Group Calendars pane.

1. Follow steps as stated in the Create a personal calendar section to give details for your new

calendar.

2. Select the Groups tab.

Calendar

Calendar Details Groups

Show in Groups

Jdevelopers
J/platform/administrators
Jplatform/users
Jplatform/web-contributors
Jorganization/employees

Jorganization/management
Jexecutive-board

[fspaces/exo_doc_team

Save

Edit Permission

john s br
e &
[l a 2
- a S
& 8 2
] s &
] s &

Reset Cancel
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3. Tick checkboxes corresponding to groups which contain your created calendar. The users of
the selected groups can only view this calendar.

« Grant the Edit permission to specific users of your selected group as follows:
i Click

i

to open the User Selector form. This form will help you select a specific user you want to share.

User Selector b 4

Select User

b FernandoFelipe
b MaryRose

b demao

m

b james
¥ john
ko mary

b oroot =

ii Click the user you want to share the Edit permission.

« Grant the Edit permission to membership types of your selected group.

i Click
1y
]

to open the User Selector form.

ii. Select a membership type of each group. Select * if you want to assign the Edit permission
to all memberships of each group.

Note

You can select more users/memberships by repeating the above steps. The selected
users/memberships will be updated in corresponding textboxes.

You can delete your selected users/memberships manually in each textbox.

4. Click Save to finish creating your new group calendar.
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Create a calendar

Your newly added calendar will appear in the shared groups.

Create a remote calendar

Note

To create a remote calendar in the Calendar application sucessfully, you need to learn
about the calendar settings of the relevant provider. For more information about types of
remote calendars, visit

1. Open the Subscribe Calendar form via one of the following ways.
The first way

Click

-

then select Remote Calendar from the drop-down menu.
The second way

Right-click a calendar group which exists in the list of Personal Calendars, then select Remote
Calendar from the drop-down menu.

Subscribe calendar

Type @ ICalendar(.ics)) CalDaw
URL |https:/fwvw.google.com/calendar jical f4apeb3se *

Mext Cancel

2. Select the type of the remote calendar: iCalendar or CalDAV.
3. Enter the URL linking to your calendar server in the URL field.

4. Click Next to go to the Remote Calendar form.
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Remote calendar

Remote URL https: /www.google.com/calendar fical f4apeb35c) ™
Display Mame Meeting room booking *
Description

A

Select Color |

Before Date Mone

=
After Date Forever [=]

Use Authentication

Username |eXoPlatform@&gmail.com *
PESS'.'JI:IFIj sesaRRIRARREn *
Back Save Cancel

5. Fill in the fields. The asterisk (*) next to each field means that it is required to enter value in
the field.

6. Tick the Use Authentication checkbox, then enter the username and password of your remote
calendar server if the remote server requires verification.

7. Click Save to accept your creation.

After setting up the remote calendar, you will see one auto-generated group named Remote in
the Personal Calendars pane. The Remote group contains your remote calendars.

Calendars -

b Personal Calendars

b My Group
Default
(] Marry_calendar
D Smith_calendar
F Remote

FRemote Doc Team

m

¥ Shared Calendars
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Edit a calendar

Note

After creating a remote calendar, you can ONLY VIEW all events and tasks which are
created in the remote calendar server right in the Calendar application by clicking it and
selecting Refresh from the drop-down menu.

More information about types of remote calendars:

» Calendar:

iCalendar provides a link to an online .ics file from another calendar servers, such as Google
Calendar, Yahoo Calendar, or eXo Calendar (including public URL or private URL).

An example of a Google Calendar URL:

http://www.google.com/calendar/ical/Webdesignteam%40gmail.com/public/basic.ics

* CalDAV:

CalDAV is an open protocol that allows you to access calendars via WebDAV. With CalDAV, you
can publish and subscribe to calendars, share them collaboratively, synchronize among multiple
users or devices.

Google: https://www.google.com/calendar/dav/your_gmail_account@gmail.com/events/

Yahoo: https://caldav.calendar.yahoo.com/dav/your_yahoo_account@yahoo.com/Calendar/
calendar_name/

For example:

https://www.google.com/calendar/dav/hoavuvn@gmail.com/events/
Edit a calendar

Note

You can ONLY edit personal calendars, and group calendars which have been created
by yourself.

For group calendars which are created by another users, you can ONLY EDIT them if
you are granted the Edit permission. Meanwhile, for shared calendars, you cannot edit
them. If you are granted the Edit permission on them by the calendar creators, you can
ONLY have the right on their tasks or events (for example, adding/modifying/deleting,
exporting/importing).

1. Right-click the calendar and select Edit from the drop-down menu. The form to edit the calendar
will be different, depending on your selected calendar type. For example, if you select a personal
calendar, the form only contains the Calendar Details tab.
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2. Make changes on the calendar, then click Save to complete.

Set the calendar color

The Calendar application allows you to select different colors for all types of calendars to
recognize them easily.

1. Right-click the calendar name to open the drop-down menu.

2. Select one color from the available 32-color palette.

Delete a calendar

This function allows you to remove any calendars and all their events/tasks.

Note

You cannot delete group calendars created by ANOTHER users if you are not granted
the Edit permission.

1. Right-click the calendar, then select Remove from the drop-down menu.

2. Click OK in the confirmation message to accept your deletion.
Export/Import a calendar

Note

You can only export the calendar which contains at least one event or task. Besides,
for shared and group calendars, you can only export/import them if you have the Edit
permission.

Export a calendar

This function allows you to export a calendar and its events/tasks into a separate file on your
device.

1. Right-click your desired calendar, then select Export from the drop-down menu to open the
Export Calendars form.

Export Calendars x

File Name Personal_Calendar
Export Format  ICalendar(ics) =
defaultCalendarName

Save Cancel
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Export/Import a calendar

2. Enter the exported file name in the File Name field, and select its format from the Export
Format drop-down menu. At present, only the ICalendar(.ics) format is supported.

Your selected calendar cannot be exported if you untick the checkbox next to its display
name.

3. Click Save to finish your export.

Note

You can only open the exported file if you have an application installed on your device
that supports its format.

Import a calendar

This function allows you to import one or more calendars stored in a file from your device to a
selected calendar in the Calendar application.

1. Open the Calendar form via one of the following ways.
The first way

Click

-

at the right top of the calendars list, then select Import from the drop-down menu.
The second way

Right-click the name of the calendar group, then select Import from the drop-down menu.

Note

This way is only activated for calendar groups under the Personal Calendars category.

The third way

Right-click one specific calendar in the calendars list, then select Import from the drop-down
menu.

The Calendar form will appear differently, depending on your selected way.
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Calendar
Format ICalendar(ics) -
Upload Files Browse._
Import To  Support Team {support_team) - @
Save Cancel

2. Select a format type from the Format drop-down menu. At present, the Calendar application
only supports the .ics and .csv formats.

3. Click Browse..., or simply point your cursor into the Upload Files field to open the File Upload
form.

4. Select a file from your device, then click Open to upload your selected file.

» Click

i)

next to the name of your uploaded file if you want to remove it and upload again.

5. Click

-

next to the Import To field, then select the calendar to which you want to import your uploaded
file from the drop-down list.

» Also, you can create a totally new calendar to which your uploaded file will be imported by
clicking

e

. The Calendar form now turns into the below form.
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Share a personal calendar

Calendar
Create a new calendar
Format ICalendar(ics) -
Upload Files Saved_export.ics m
Calendar Name H@.

Description

Groups My Group -
Country (Language) Belgium{French)

Time Zone (GMT +01:00) Europe Brussels

Color |

Save Cancel

i. Create the new calendar by following similar steps as stated in the Create a personal calendar
section.

« Ifyou select another calendar of the Group Calendar type, the Edit Permission field will appear
right under the Groups field. For more details, see here.

ii. Click

to narrow the form which allows you to import your uploaded file to either of existing calendars.

6. Click Save to complete.

Share a personal calendar

This function allows you to share your personal calendar with other users, so that they can
participate in all activities of this calendar.

You can set permissions on your shared calendar to two levels:
* View permission allows shared users to view the shared calendar and its events/tasks, but

cannot change any information. It means that the shared users cannot add/edit/delete events
or tasks, or edit, import and export the shared calendar.
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« Edit permission allows shared users to view, import and export the shared calendar, or
add, edit, delete events/tasks inside the shared calendar. However, you cannot edit detailed
information of the shared calendar, such as its display name.

Note

If another users share their calendars with you, you will see shared calendars in the
Shared Calendars category.

Share a personal calendar

1. Right-click one personal calendar, then select Share from the drop-down menu to open the
Share Calendar form.

Share Calendar x

Username Edit Permission Actions
demo Mo =T
james Mo =t

Calendar Name Marry_calendar

I

User Name jghn,mary

Group  jorganization/management Eh.‘

Edit Permission

Save Cancel

Details:

Field Description

Calendar Name The name of the calendar which you have
selected to share.

User Name The name of the users with whom you want to
share your calendar.

Group The name of the groups with whom you want
to share your calendar.

Edit Permission This option allows granting the edit permission
on the calendar to the selected users/groups.

2. Select users or groups by manually entering the correct names into the textboxes;
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Share a personal calendar

Or, click
e

or

15

to open the forms to select users or groups respectively.

3. Click the Edit Permission checkbox if you want to grant the Edit permission to your selected
users/groups.

4. Click Save to accept sharing your personal calendar.

Share a calendar using iCal

iCal provides a link that allows users to download a *.ics file which contains all events and tasks
of a calendar. iCal is supported by many popular products, such as Microsoft Outlook, Google
Calendar, Apple iCal.

* Public URL: The Public URL link allows you to share your calendar with other users. They
do not need to have Calendar accounts to download the file, but they must use a calendar
application which supports the .ics to open and view it. By default, Public URL is empty and it
is only accessible when public access is explicitly enabled.

« Private URL: iCal is used for personal use. It means that as the creator of the calendar, you
can download it to your computer and use any calendar applications which support .ics format
to open it. You can also import it into another calendar.

Get the link to download iCal

1. Right-click a calendar which you want to get iCal, then select Edit from the drop-down menu
to open the Calendar form.
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Calendar

Calendar Details

Display Name  smith_calendar *

Description |Store events of Smith

Groups My Group - (4
Country (Language) Belgium{French)

Time Zone (GMT +01:00) Europe Brussels

Color |

Private URL |

|

Public URL | This calendar is public. Disable Public Access

Save Reset Cancel

clito Rl Get2.

For Public URL, you must assure that the iCal is public. If it is not public, simply click the "Disable
Public Access" link.

One Calendar Feed form will pop up.

Calendar Feed

=+ Notional Event

(http://cs-2.2.2-snapshot.acceptance.exoplatform.org:80/ csdernoy/ rest-
csdemo/ cs/calendar/root/root-defauttCalendarld/0)

Close

3. Copy the link in the Calendar Feed form, then send it to another users. The shared users can
use this link to download the .ics file which can be opened in popular calendar applications, such
as Microsoft Outlook, Google Calendar, Apple iCal.
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Schedule an event

View details of an event
To view an event of a specific calendar with more details, you have two ways:

The first way

Hover your cursor over the event to see the detail view.

14:00 - 17:30

21/11/2011 14:00-21/11/2011
17:30

W47 Sprint meeting
Sprint meeting of DOC Team
busy

The second way

Right-click the event in the Calendar View pane, and select View from the drop-down menu.

The Preview form will appear.

Preview
W47 Sprint meeting
Location:
Event
(] .. Mo Repeat
From:11/21/2011 14:00 Repetition:
To:11/21/2011 17:30 Description: Sprint meeting of DOC Team
able.wiki (2.61 KB) Reminder: email

#’Space men.png (12.82 Kl Privacy: Private
ﬁw Availability: Busy

Invitation

email:

Participants: john
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At the Preview form, if the eventincludes attachments, you can download them by directly clicking
its title. If the attachment is an image, you can also click View to preview it.

Create a new event

The Calendar application provides 2 ways to add a new event.

* Quick add an event allows you to create the most basic event details.
» Add a detailed event allows you to create events with many options:
» Create recurring events.

» Create reminder for the upcoming event.

Invite people to events.

» View the availability time of the participants.
Quick add an event
1. Open the Quick Add Event form via either of 4 ways:
The first way

Click

E Event

on the toolbar.

& Event MTask [E]Today Ifllifla',.-r EMonth  [[]vear [ElList [=]work week []Settings [F

The second way

Right-click the calendar view pane, and select Add New Event from the drop-down menu.
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1 Week 47, 21 - 28 November 2011 » Categonies

Mon, 21 Nov Tue, 22 Nov Wed, 23 Nov Thu, 24 Nov Fri, 25 Nov Sat, 26 Nov

-=

| [0 Add New Event I[

% Add New Task

18:00

19:00

20:00

The third way

Right-click the calendar you want to add new events in the left pane, and select Add Event from
the drop-down menu.

The forth way

Click the appropriate time slot in the calendar view pane. Drag your cursor to alter the length of
the event. For more details, see the Drag and drop an event section.

The Quick Add Event form will appear.

Quick Add Event x

Event Summary  sprint Meeting

Description Meeting of Doc Team every 2 week5.|

From 11/30/2011 14:30
To 11302011 18:00
All day
Calendar e¥o Doc Team (exo_doc_team) -
Event Category All -

’ 7 . \ 7 \
| Save | | More Details | | Cancel |
b AN ANy "
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Field Description

Event Summary The event title which is required.

Description The detailed description of the event.

From The starting time of the event.

To The ending time of the event.

All Day If the event does not have a specific time, select
the All Day option. This option allows setting
the event duration to be all day or not. If you
do not check this option, you have to define
the starting date/time and ending date/time. By
default, the starting date and ending date is the
current date.

Calendar The calendar which contains the event.

Event Category The category which contains the event.

2. Give information for your event. Click the More Details button to show the event in more details
that allows you to define more properties of the event.

3. Click Save to complete.

Add a detailed event

With a detailed event, you can:

» Save time by creating recurring events rather than entering each instance separately.

» Create a reminder for upcoming events with your own notification settings.

« Add participants to an event.

» View the availability time of participants.

Add a detailed event

1. Open the
click

More Details

to open the Add/Edit Event form.

Add Event form, then
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Add/Edit Event
Detail Reminders Participants Schedule

Event summary Tom's Wedding *

Description \wedding at Tom and Mary's house

Location vz, Happy House
From 11/22/2011 16:30

To 11j22/2011 16:45
All Day [
Priority  Maone -
Repeat ]

Calendar eXo Doc Team (exo_doc_team) -

Event Category Al - @

Attachments @

Save Cancel

2. Give details of your event in fields of tabs.

i. In the Detail tab, you can:

» Follow similar steps as stated in the Quick Add Event section.
 Also,
» Enter the location name where the event will take place in the Location field.

» Select the priority level of this event, including None, Normal, High and Low, in the Priority
field.

» Tick the Repeat checkbox if you want to create a recurring event. For more details, see the
Create a recurring event section.

 Click
=l
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to open the Attach Files form if you want to attach any files, such as map, or invitation card,
with your event.

ii. In the Reminders tab, you can create a reminder for your event. For more details, see the
Create a reminder for your event section.

iii. In the Participants tab, you can add participants to your event by selecting the system users or
contacts from your Address Book. For more details, see the Add participants to an event section.

iv. In the Schedule tab, you can view the availability time of users, or change date and time for
your event and apply them into the Details tab. For more details, see the View the availability
time of the participants section.

3. Click Save to finish creating your detailed event.

There will be a confirmation message. Click Save and Send to save and send the invitation, or
Save to only save.

You will see the event updated in your Activity Stream of your Space or Group Space.

ﬁ John Smith added an event: Tom's Wedding
ﬂ“ Description: Wedding at Tom and Mary's house
] Location: V7, Happy House
Start Time:22/11/2011 10:30
End Time:22/11/2011 10:45

[ about 8 minutes ago in eXo Doc Team = Comment | Like | Accept | Refuse

The event will be updated in your Activity Stream with its brief information, such as description,
location, start time and end time. You can even refuse or accept participating in this event directly
in Activity Stream without going to the Calendar application.

Create a recurring event

In the Detail tab, tick the Repeat checkbox to open the Repeating event form.

Repeating event x
Repeat Diaity -
Repeat every 1 -
End repeat @ Never
After |5 OCCUITEnces

By this date| 11/30/2011

Save Cancel
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Here, you can define the repeating time for your event as follows:

1. Select the type for your repeating event from the Repeat option.

Dailly: The event will be repeated every day.

Weekly: The event will be repeated every week.

Monthly: The event will be repeated every month.

Yearly: The event will be repeated every year.

2. Select the frequency for repeating your event in the Repeat Every option. The selected
frequency will work on the Repeat value. For example, if you set Weekly in the Repeat option,
and 5 in the Repeat every option, the event will be repeated 5 times in each week.

3. Select the option for ending your repeating event by ticking the relevant checkbox.

« Never: Your repeating event will never end.
» After X occurrences: Your repeating event will end after X occurrences.

« By this date: Your repeating event will end before your specified date. Point your cursor over
the textbox, and select the date from the drop-down calendar.

Create areminder for upcoming events

The Calendar application provides 2 options for reminding users
who  will take part in events. A reminder includes the  summary
information of the event, such as a title, time, and location.
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To use this feature, go to the Reminders tab.
Add/Edit Event
Detail Reminders Participants Schedule

Rernind by Ermail
Send an email before the event starts in | Sminutes [ |

[ Repeat
Also send reminders to :
root@localhost

<+ Add More

Show a notification pop-up
When the event starts in next | sminutes | ]

[ Repeat

Save Cancel

Details:

* Remind by Email: This option is to remind users of upcoming events via emails. This option is
set default. If you do not use this option, simply untick the checkbox.

Field Description

Send an mail before the event starts in The interval time that the reminder will be
repeated before an event starts.

Repeat Tick the checkbox to set the frequency for
sending the email reminder before the event
takes place.

Also send reminders to The list of email addresses to which the

reminder will be sent. The default value is the
email address of the event creator. Click

+ Add More

to add more email addresses. To delete an
email address, simply click

]
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Description

corresponding to it.

e Show a notification pop-up: This option is to remind users of upcoming events via pop-up
messages.

Field Description

When the event starts in next The interval time that the pop-up reminder will
be repeated before the event starts.

Repeat Tick the checkbox to set the frequency for
sending the pop-up message before the event
takes place.

Add more emails

1. Click
+ Add More

to open the Select an Email form.
2. Tick checkboxes corresponding to email addresses you want to select;

Or, use the Search function to search for your expected email addresses. Also, to narrow your
search results, select the address book where you want to perform your search from the Address
Books drop-down menu.

3. Click the Add button to add your selected emails, or click the Replace button to replace existing
emails with your selected emails.

The list of your selected email addresses are displayed right below the Also send reminders to
field of the Reminders tab.

Add participants to an event

If you want to invite people to attend an event, go to the Participants tab. This tab contains options
to add participants, and to send invitation mails.
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Add/Edit Event

Event Detail Reminders Participants Schedule

Event Privacy

private ) Public
Show Participants a5 (0) gusy @ available ) OCutside
Participants. (==
Hame Information Status Action
John Smith john.smith@acme. exopl ﬁ
John Smith john.smith@acme.exopl i
Fernando Felipe FernandoFelipe@gmail.c ﬁ
Alan Smith AlansSmith@acme. exopli ﬁ
Christina Kelly Christinakelly@acme.ex» ﬁ

Invitations sent O Newer ) Always @ ask

Save Cancel

1. Tick the Privacy checkbox to select the privacy of your event: public or private. At present,
public or private has informative meaning only.

2. Set the status of participants during the time when your event takes place.

 If Busy or Outside is ticked, the time when the participants take part in the event/task will be
in red when viewing the event/task schedule.

 If Available is ticked, the time when the participants take part in the event/task will be in white.

3. Select participants who will take part in the event
by clicking
=

to open the Invitations form.

Here, you can select contacts from your Address Book or users who have registered in the system
as follows:

i Click

I
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or

e

respectively.

ii. Select your desired contacts/users by ticking the checkboxes, or do the Search function to

find out your contacts/users quickly. Then, click Add to add your selected contacts/users to the
Participants pane.

iii. Enter your invitation message into the Invitation Message pane.

iv. Click Save to add your selected contacts/users to the Participants table.

« If the Invitation Sent checkbox is ticked, participants will receive invitations via emails. Your
selected participants will be updated in the the Participant table. Their statuses, which may be
Yes, No or Pending, are listed in the Status column. These statuses depend on the participants'
confirmation when they receive invitations: Yes, No or Not sure.

If the participants answer Yes, their statuses will be Yes. It means that the participants accept
to join the event.

* If the participants answer No, their statuses will be No. It means that the participants will not
join the event.

* If the participants answer Not sure, their statuses will be Pending. It means that the
participants do not yet decide to take part in the event or not.

» Click
in the Action bar to remove one participant from the Participants list.

4. Tick one checkbox corresponding to your desired option of sending invitations to participants
in the Invitations sent. This option is loaded by default with the value defined in the Calendar
Settings.

* Never: Never send the invitation to any participants.
« Always: Automatically send the invitation to the participants.
» Asked: There will be a confirmation message for you to select.

The participants will receive an invitation mail, for example with the following content, which allows
you to import the event directly into their calendars.
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exomaliltest@gmail.com < exomailtest@gmail.com > To: bookwormgiang@gmail.com * Show Details 12:16 PI

By: james(iames.davis@acme.exoplatform.com)

Invitation Message: We would like to invite you to participate in
the Sprint Meeting.

Event summary: Sprint Meeting
Description: Meeting of DOC Team

When?: From: 11/29/2011 20:320
To: 11/30/2011 00:00

Location: M7
Invite Participants john
Attachments: (1) contacts.png

Would you like to attend? Yes - Not sure - No

Would you like to see more details? IMDU'Ft to your exo Calendar or JUI'HI} to eXxo
Calendar

Will you attend? Aaree and Import = Yes - No
ittachments:

& icalendar.ics
Size: 32,82 KB 4 Download 4 Save to server

© contacts.png
e o ' Size: 22.44 KB [, view 4 Download 4 Save to server

« Agree and Import: Accept attending at the event in the invitation mail and importing it into the
calendars to remind them of this event.

* Yes: Accept attending at the event without importing it into the calendar.

* No: Refuse to attend at the event.
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View the availability time of participants

Add/Edit Event

Event Detail Reminders Participants Schedule

Apply Selected Date - [ From -/ 4g.30 To:[17.00 All Day : []

¢ 00/27/2011 $ 00010202040506 070809 10111212 1415161718 19 2021 22 23
Participants 8 &
[] John Smith
Available JJJj Busy

Save Cancel

Gotothe Schedule tab to check the availability of the participants in a defined slot time. By default,
it is the start and end time of the event which you define in the Detail tab. You can easily detect
the schedule conflicts to manage the alternate meeting time that works best for all participants.

Note

This function is only for checking the availability of participants, who are the system users.
It means that you cannot see the availability of participants who are selected from your
Address Book.

Add participants

Click

]
on the left pane to select users from the Select Users form.

Delete participants

Tick the checkboxes corresponding to users in the Participants
list, then click
=

The deleted users will be removed from the participants list of both Schedule and Participants
tabs.

Apply selected date
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Note

It is required to have at least 1 user in the Participants list.
1. Enter the time manually into the From and To fields;
Or, tick the All Day checkbox if your event will be hold for all day;

Or, hover your cursor over the time pane to visually select the available time of users. The selected
period will become green and the corresponding time will be automatically updated into the From
and To fields.

Note

If you do not see any available time for your selected date in the time pane,
you can switch to another dates by clicking

4

k

to check another time availability of users.

2. Click the Apply Selected Date checkbox to accept applying the selected date and time into
the Detail tab.

Edit an event

1. Open the Add/Edit Event form by doing one of two following ways:
The first way

Double-click the event you want to edit.

The second way

Right- click the event that you want to edit and select Edit from the drop-down menu.

® |
Mssessment FEI View
7%
.§ Delete
F‘_} Export

The Add/Edit Event form is displayed with information that is similar when adding your event.

2. Edit information of the selected event to your desires.

330



Schedule an event

3. Click Save to complete.

Note

For shared and group calendars, you can only edit their events if you have the edit
permission.

When editing an event, you can add/remove the attachment files or download them by
directly clicking their titles.

If you only want to change the starting date and time of the event, you can also use the
drag-drop feature to edit the time for the event directly on the Calendar View pane.

Drag and drop an event

The drag-drop feature helps you change the starting date and time of an event more conveniently.
You only need to click the event, drag and drop it into another date or new time area in the
Calendar View pane.

You also can hover your cursor over the Scroll button to alter the event period.

Assessment
o ——
e
i

According to the features of the Calendar pane view, the drag-drop feature can be applied to the
date and time differently.

< In the Day view, all events are shown in a day, so you can change the time of the event in
one day only.

* In the Week and Work Week views, all events are shown in a week, you can change both the
event time and the event date.

« In the Month view, all events are shown in a moth, you can change the event date only. You
can also change more events at the same time by ticking their checkboxes and using the drag-
and-drop feature.
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Note

For shared and group calendars, you can only drag and drop their events if you have the
Edit permission on these calendars. If you drag and drop an event of one calendar on
which you do not have the edit permission, you will get a warning message.

Export/Import an event

Export an event

This function allows you to export one event into a file on your device. This file can be imported
to use in another Calendar application.

1. Right-click the event that you want to export, and select Export from the drop-down menu.

Assessment

View
[ Edit

[ Delete ————

The Export Calendars form will appear.

Export Calendars x

File Mame Meeting

Export Format ICalendar(ics) -

exo Doc Team

Save Cancel

2. Enter a file name and select the export format.
3. Click Save to accept exporting the event.

4. Click OK in the confirmation message to save the exported file into your device.
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Note

In fact, exporting an event means exporting a calendar with one event only. Therefore,
the exported file format and the way to export an event is similar to the way to export a
calendar with multiple events and tasks.

Import an event

You can import an event into a specific calendar. The process to import an event is similar to
importing a calendar. For more details, see the Import a calendar [311] section.

Delete an event

This function allows you to remove events from a calendar.
1. Right-click the event you want to delete, then click Delete from the drop-down menu.

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

Delete an event in the Month view

1. Tick the checkboxes corresponding to the events you want to delete.

2 Click

[+ Delete

on the Month information bar.
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©Event [BTask [(|Today [[lpay [Eweek i EuEl " Ivear [ElList [=work week [JiSettings [EJRSS &

Eneletel « November, 2011 »

1 2 3

(DAssessment

14 15 16 17

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

Note

For shared and group calendars, you can only delete their events if you have the Edit
permission on these calendars.

Schedule a task

View task details
To view details of a task, do one of the following ways:
The first way

Hover your cursor over the task to open the task preview pane.

334



Schedule a task

14:00 ‘¢ 14:00 - 16:00
15:00

16:00

17:00 =

21/11/2011 17:30-21/11/2011
20:00

Take screenshot for PLF 3.5 user guide
Many changes on UL

18:00

19:00
busy
20:00

The second way

Right-click the task in the Calendar View pane, and select View from the drop-down menu.

E Delete

E Export

The Preview form will be displayed.

Preview
Take screenshot for PLF 3.5 user guide
Location:
Event
(C] .. Mo Repeat

From:11/21/2011 17:30 Repetition:
To:11/21/2011 20:00 Description: Many changes on UL
&lack] Jack Miller - Develo Reminder: email
Q’f fiew Privacy: Private
#MNeed to check.wiki (314 E Availability: Busy

Invitation

email:

Participants: john
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At the Preview form, if the task includes attachments, you can download them by directly clicking
its title. If the attachment is an image, you can also click View to preview it.

Create a new task

You have 2 ways to add a new task:

* Quick Add Task: allows you to create the most basic event details.

» Add Detailed Task: allows you to create events with advanced details.
Quick add a task

1. Open the Quick Add Task form via the following ways:

The first way

Select
Mo Task

on the Toolbar.
The second way

Right-click the Calendar View pane, then select Add New Task from the drop-down menu.

i Week 47, 21 - 28 November 2011 »

Mon, 21 Nov Tue, 22 Nov Wed, 23 Nov Thu, 24 Nov Fri, 25 Mo

14:00 Add New Event
| @ Add New Task| Meeting ©
15:00 Mssessment

16:00

[ 16:30 - 16:45
17:30 - 20:00 17:30 - 17:45

17:00

The third way
Right-click the calendar name, and select Add Task from the drop-down menu.

2. Fill in fields of the Quick Add Task form.
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Cuick Add Task

Task |Clean working desk *
Mote
4
From |o9/o08/2011 11:25
To |o03/08/2011 11:41
All Day [C]
Calendar |Default =
Task Category |al (=]
Save More Details Cancel

Details:

Task The name of the task.

Note The note of the task.

From The starting date/time of the task.

To The ending date/time of the task.

All Day Tick the checkbox to set the task duration to
be all day. If you do not check this option, you
have to select the starting date/time and ending
date/time. By default, the starting and ending
dates are the current ones.

Calendar The calendar which includes the task.

Task Category The category which includes the task.

3. Click Save to finish creating your new task; or click More Details to open the Add a detailed
task form.

Add a detailed task

1. Open the Quick Add Task form by following steps as stated in the Quick add a task section.

2. Click
More Details

in the Quick Add Task form to open the Add/Edit Tasks form
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Add/Edit Tasks

Detail Reminders

Task Name

Maote

Task Delegations
From

To

Al Day

Priority

Calendar

Task Category
Task Status
Attachments

Clean working desk

root
09082011
09/08,2011
[

Mone
Default

All

Meeds Action

wfe

Save

3. Give details of your task in fields of tabs.

i. In the Detail tab, you can:

11:26

11:41

Cancel

» Follow the Step 2 to provide basic information for your task.

» Also,

(] [ ]

» Select the user to whom you want to delegate the task in the Task Delegations tab. For more
details, see the Assign a task delegation section.

» Select the priority level of the task from the Priority drop-down menu.

» Select the category of the task from the Task Category drop-down menu. You can add a
new category by clicking

.
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» Select the status of the task from the Task Status drop-down menu: Need Action, In Process,

Completed or Canceled.

« Attach files to your task by clicking
T

ii In the Reminders tab, you can create one notification to remind you of your task. For more

details, see the Create a reminder section.
Assign a task delegation

This function is done in the the
users, simply enter their

.

to select users from the Select Users form.

Create areminder

Detail tab. To

delegate a task to

names manually, or click

The reminder function is used to remind users of their tasks. A reminder includes the summary
information of the task, such as title, time, place where the task will happen.

This function is done in the Reminders tab. To create a reminder for a task, see the Create a
reminder for upcoming events section for more details.

Edit task details

1. Right-click the task you want to edit, and select Edit from the drop-down menu.

The Add/Edit Tasks form will be displayed.
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AddiEdit Tasks

Ewent Detail Reminders

Task Name |cioon the working desk :

Mote

Task Delegations

james 4
Fram ngfag/2011 12:30
To |pgfzs/2011 13:30
all Day [
Priority High

Calendar | pesaytt jusers)

Task Category [ 4

[ [ ] ]

Task 5tatus | yeeds Action

Artachments [+

Save Cancel

2. Modify the information of your selected task, then click Save to finish.

Note

For shared and group calendars, you can only edit their tasks if you have the Edit
permission on these calendars.

When editing the task, you can add, remove or download attachments by directly clicking
their titles.

If you only want to change the starting date and time of the task, you can also use drag-
and-drop feature to edit the time for the task directly on the Calendar View pane.
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Drag and drop atask

Like dragging and dropping an event, drag-and-drop is a feature to change the starting date and
time of a task conveniently. You only need to click and hold your cursor over the task, drag and
drop it to a new day and a new time area in Calendar View Pane.

« To change a task duration (in the Day, Week and Work Week views only), point your cursor to
the Scroll button at the bottom of the task and drag it.

« To change the date and time of a task, simply drag and drop the task to another area.
* Inthe Day view, all tasks are shown in 1 day, so you can change the task time in one day only.

* Inthe Week and Work Week views, all tasks are shown in 1 week, so you can change both
the task time and date.

* In the Month view, all tasks are shown in 1 month, so you can change the task date only.
You can also change the date for multiple tasks at the same time by ticking their checkboxes
and using the drag-and-drop feature.

Note

For shared and group calendars, you can only drag and drop their tasks if you have the
Edit permission on these calendars. If you drag and drop the task that you do not have the
Edit permission, you will receive a warning message informing that you are not allowed
to edit this task.

Export/Import a task

Note

Exporting/Importing a task means exporting/importing a calendar with one task only.
Therefore, the exported/imported file format and the way to export/import a task is similar
to the way to export/import a calendar with multiple events and tasks.

Export a task

1. Right-click the task that you want to export, and select Export from the drop-down menu.

The Export Calendars form will appear.
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Export Calendars b 4

File Mame |Travel Plan
Export Format | ICalendar(.ics) [=]
Contacts Birthday

Save Cancel

2. Enter the file name and export format.
3. Click Save to accept exporting the task.
4. Click OK in the confirmation message to save the exported file into your local disk.

Import a task

This function allows importing a task from your local device into a specific calendar. For more
details, see the Import Calendar [311] section.

Delete a task
1. Right-click the task you want to delete, then click Delete from the drop-down menu.

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

Delete a task in the Month view

1. Tick the checkboxes corresponding to the task you
want to delete, then click

[ Delete

on the Month information bar.

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

Note

For shared or group calendars, you can only delete their tasks if you have the Edit
permission on these calendars.

Search for events/tasks

This function allows finding existing events/tasks according to specific search conditions easily.
There are 2 search types: Quick search and Advanced search.
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Search for events/tasks

Quick search

This function allows you to do a quick search with specific keywords in all your events/tasks. All
events/tasks having the text matching with your search term will be returned.

Perform a quick search

1. Enter a word in the Search field at the right corner of the toolbar.

2. Click

b

to perform your search.
Advanced Search
Advanced Search allows you to make a search with multiple criteria.

Perform an advanced search

1. Click

next to the search box.

2. Define your search criteria in the Advanced Search form.

Advanced Search

Text screenshot

Type Task -
Calendar Manmy_calendar -
Category -

Task Status -
Pricrity -
From Date
To date
Search Cancel

Details:
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Field Description

Text The search term or keyword for searching.

Type The type you want to search with 3 options.
If you leave this field "blank”, both events and
tasks are retrieved. If you select Task, you will
see one more field named Task Status right
after Category.

Calendar The calendar on which you want to perform
your search.

Category The category of event/task to conduct your
search.
Task Status The status of the task: Need Actions,

Completed, In Process, Canceled.

Priority The priority of your needed tasks/events:
Normal, High or Low. If you leave blank in the
field, your search will be done to all priority
levels.

From Date Only the events/tasks having 'To date' greater
than or equal the date entered in the From
Date field are listed in the results form. You
can manually input or select the date from drop-
down calendar.

To Date Only the events/task having 'From date' less
than or equal to the date entered in the To
date field are listed in the results form. You can
manually input or select the date from the drop-
down calendar.

3. Click the Search button to perform your search. All events/tasks matching with your criteria will
be listed in the results form.

Note

Atthe Search Result form, you can also view, edit or delete one event/task by right-clicking
it and selecting one action from the drop-down menu.

More actions

Generate RSS

This function allows you to publish your calendar as a RSS feed. It will build an URL that help you
keep track of all events via a RSS reader.

1. Open the Feeds tab by following either of the ways:
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More actions

The first way

Click
[Zrss

on the toolbar.
The second way

Click
| ]Settings

on the toolbar to open the Calendar Settings form, then select the Feeds tab.

Calendar Settings
Settings Displayed Calendars

Feed

2. Click the Add button to open the Edit Feed form.

Edit Feed

Mame
URL

Calendars
Add more

directly

Feeds
Action
Empty Data
Add
Save Cancel
x

Calendar_Feed *

http://cs-2.2.2-snapsk| * §y &

Close

Save

Details:

Description
Name The name of the feed which is required.
URL The link of the feed which is required.
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Description

Calendars The calendars into which your created feed is
applied.

Add more Add the calendar that you want to get RSS
feed.

3. Input the name of RSS in the Name field.

4, Click

W

to generate the RSS link. The URL will be automatically

generated into the URL field. Click

(¥

to reset the RSS link.

5. Input the calendar name that you want to get the

RSS feed in the Add more field, then click

=

to add your selected calendar.

+ Click

corresponding to the calendar name to delete your added calendar.

6. Click Save to accept generating the feed, then click OK in the notification message.

The created feed will be shown like the illustration below:

Calendar Settings

Settings Displayed Calendars Feeds
Feed Action
Holiday Calendar B =
Add
Save Cancel

* Here, you can get the RSS link by clicking
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More actions

&

. Copy and paste this address link into another Calendar products which support RSS to directly
view this calendar in that application.

Calendar Feed 4

=1 Holiday Calendar
{http:/flocalhost: 8080/ rest/private/cs/ calendar/feed/root/Holiday_Calendar/b3fbof0ac0as0:

Close

4 1 2

Edit Calendar settings
In the Calendar application, you can change default values for its settings.
1. Open the Calendar Settings form via either of the following ways:

The first way': Click

E Setbings

on the Toolbar.

The second way: Click

and select Calendar Settings from the drop-down menu.

Calendars -
b pere L@ Add Group
@ Add Calendar
My
[ @ Remote Calendar
()1 |& Add Event Category
* [ Import
P Fen 5
[] Calendar Settings

F\ P L s i

m

¥ Shared Calendars

*» Group Calendars
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2. Make changes on your calendar settings.

Calendar Settings

Settings Displayed Calendars Feeds

View Type  Week View -

Date Format  mm/ddAmwy -

Time Format 24 Hours -
Country (Language) Belgium{French) -
Time Zone (GMT =01:00) Europe/Brussels -

Weelk Start on  Monday -

Show Working Times 7]

Send Event Invitations ) Never ©) Always @ Ask
Save Cancel

i. In the Settings tab, you can change values in the following fields:

Field Description

View Type The view type of Calendar View Pane. You can
define the default view type when you start the
Calendar application (Day, Week, Work Week,
Month, Year, List).

Date Format The date format which is displayed in Calendar,
such as Starting date, Ending date of events/
tasks.

Time Format The time format which is displayed in Calendar,

such as the time of Starting date, or Ending
Date, and the time displayed in Calendar View

Pane.
Country (Language) The default geographical location displayed in
Calendar.
Time Zone The default time zone displayed in Calendar.
Week Start On The first day of the week displayed in the Week

and Work Week views.

Show Working Times Click the checkbox to display the working times
when viewing calendar. The working time can
be defined by selecting Starting and Ending
time.
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More actions

Field Description

Send Event Invitations Tick one checkbox to set the default value for
sending an email event invitation when you
create an event. There are 3 options:

Never: The event invitation will not be sent to
any participant.

Always: The event invitation will automatically
be sent to the participants.

Asked: There will be a confirmation message
to ask whether you want to send the invitation
or not.

ii. In the Displayed Calendars tab, you can define which calendars to be displayed in the
Calendar application by simply ticking checkboxes.

iii. In the Feeds tab, you can generate a RSS feed as stated in the Generate RSS section.
Manage categories

Categories are used to classify events and tasks. For example, you could use a 'Meeting' category
for all meetings with your colleagues or customers in your company. By default, Calendar provides
5 available categories: Calls, Meeting, Holiday, Clients, Anniversary. You can add and view
events/tasks in default categories. In addition, you also can edit, delete default categories or create
new categories by yourself.

Add a new category

1. Click
ia

at the right corner of the Toolbar.

Categories: Al E|

The Event Categories form will appear.
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Event Categories Categories table x
Category 4 Actions
Al =S|
Meeting :éf |
Calls = M
Clients =
Holiday =
Anniversary =
Event Category working =

Description For events related to working.

T Save Reset Close
Add new category

2. Enter the category name and its description in the Event Category and Description fields
respectively, then click Save to finish.

Your newly created category then appears in the Categories table.
Edit/Delete a category

This function allows you to change name and description of a selected category.

1. Click
ic

on the information bar to open the Event Categories form.

2. Click

corresponding to the category which you want to edit or delete respectively in the Categories table.

3. Click Save to finish editing/deleting your selected category.
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Add Upcoming Events gadget to your page

Add Upcoming Events gadget to your page

The Upcoming Events gadget is a utility associated with the Calendar application. This gadget
is used for listing events of a personal calendar that will happen today.

To use this portlet, you first need to add this gadget to the Space as follows:

1. Drag an drop the Upcoming Events gadget from Page Editor --> Applications --> Contents
to the page layout. You can do this step while creating a new page or editing an existing page
or editing the layout of a portal.

Menu
+ Page Edilor

g Summary Info Space LOTIVTY SCream D Unreat

ol
£

——

et Detail

Integration

Mavenatinmn

25 Wiew Page propertie

2. Select

&

to save adding.
Note

The Upcoming Events portlet is put in Page Editor --> Gadgets --> Upcoming Events.

In your selected page, you will see the Upcoming Events gadget as below.
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Upcoming Events £ =] (2] [%

Upcoming Events Show all

= 8:00 AM  Daily meeting

= 900 AM  Review the new Article
*» 1200 FM Breakfast

» 400 FPM TeaBreak

* 500 FPM  Video conference

*» T00FPM Meeting

* Click

Show all =

to open the Calendar application in another browser tab.

Change the number of events listed in the Upcoming Event gadget.

1. Click
fid

to open the Settings window.

Upcoming Events #| =] (2] [%
Base url Jcalendar

Subscription url [rest/private/cs/calenda

10

Date time format AMPM -

Calendar defaultCalendarMame -

| Save I[ Cancel ]

Upcoming Events Show all

= 8:00 AM  Daily meeting

= 9:00 AM  Review the new Aricle
= 12:00 FM Breakfast

= 400 PM TeaBreak

= 5:00PM Video conference

* T00PM Meeting
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Manage your contacts

Field Description

Base url The path to the Calendar application.

Subscription url The REST service path.

Date time format The type of time format for displaying upcoming
events.

Calendar Name of the selected personal calendar.

2. Enter a positive integer corresponding to the number of events displayed into the Page size
field to your desire.

3. Click Save to accept your changes.
Note

For two fields, including Base url and Subscription url, you should ask administrators
for more exact information before making any changes on these fields.

Manage your contacts

Note

The Address Book portlet and its services are deprecated. It remains fully supported for
eXo customers, however it will not receive any enhancement and will be removed from
the product scope in the future.

Before starting to use Address Book, you should familiarize yourself with the Address Book
interface, which has six basic elements:
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% Contact Eﬁ Address Book

address Books

ersonal
[ Lff My Contacts

[ collected addresses
hared

ublic Groups
L| developers

L| adminisTrators

Ll UEErs

[_| wi b-contributors

L| employess

L| executive-board

rags

N,

L%

all

[@ mport |G Export B View =

$ & m &=
B & Mame

A B Alan Smith

A B Christina Kelly

] B David Klzin

™ 1 John Smith

E Limda Maxwell

5| Contact Details

John Smith

System Administrator

[ Layout~

Email
AlanSmith®@acme exoplatform.com

Christinakelly@acme_exoplatfor...

Cravid Klein@acm e exoplatfom.c...

john.smith®&acme exoplatform.co

LindaMaxwell@acme exoplatform...

29 years old, I

Alzo Known As lohnny Phone

john.smith®acme_exoplaform_com

0437536762

Wark

18/11 asteroids Ward - Nebula
us

0437586762

0456734564

028E3456532

http: S fexoplatform com

Home

1854 Aurora Street - Nebula
us

0254589353
hetp:/flohnsmith82.net

Number Details

1

The Toolbar allows you to add a new contact/
address book, import/export an address book,
view and customize the layout.

The Action bar allows quick access to actions

2
on contacts, such as moving, deleting, copying,
printing, adding tags to selected contacts.

3 The Contacts list shows all contacts in a
specific address book.

a The Contact view pane displays details of the
selected contact.

5 The Search pane which allows you to do the
quick and advanced searches to find contacts.

& The Navigation pane contains search pane,

address books list and tags list.

The layout can also be customized. You can hide or show specific parts of the Address
Book

interface. To

change the layout, click
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Maketar
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Dewveloger

SysTem
Administrat

Manager
Agsistant

Laet Upda
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View contacts

@i Layout ~

on the main toolbar, then select the layout you want to hide or display from the drop-down menu.

View contacts

At present, your contacts can be viewed in 2 modes: List or VCards.

{4l Import |g Export 5 View ~ | @ Layout~

T List
Welcome to B=| VCards

List view:

The list view displays all contacts in the list pane and detailed information of the selected contact in
the Contact view pane. On the toolbar, click

52 View ¥

then select List from the drop-down menu.

The contacts are displayed in a list as below.

Name - Email Job Title
Human

E Fernando Felipe Fernando@exoplatform.com Resource
Manager

B James David

L 1ohn Smith john.smith@® acme.exoplatform.co... _
) Content
] B marry Williams Williams @ gmail.com prkEn
Manager
-|Contact Details Last Updatec
Marry Williams Male

Content Manager Also Known As Marry

Williams@gmail.com

VCards view:
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VCard is a file format standard for electronic business cards. It is
a powerful new means of Personal Data Interchange that is automating
the traditional business card. On the Toolbar, click

2 View -
then select VCards from the drop-down menu.

The contacts are displayed in separate cards as below:

VCards
= Fernando Felipe = James David

Human Resource Manager
View Details
Email 1 : £ Fernando@exoplatform.com

View Details &4

1 John Smith 5 Marry Williams

. _ . Content Manager
P Email 1 : 4 john.smith@acme.exoplatform.co...
wly View Details Email 1 : £ wiliams@gmail.com

.‘LE ’ View Details

Create a new contact

1. Open the Add/Edit Contact form by following either of two ways:
The first way
Click
89 Contact
on the Toolbar.
The second way

Right-click an address book in the Address Books pane, then select Add from the drop-down
menu.

You can also add a new contact from the Mail application as covered in the
section.

2. Input information into fields of each tab in the Add/Edit Contact form.
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Create a new contact

Add/Edit Contact

Profile

First Mame
Last Name
Mick Mame

Gender

Birthday
Job Title

Email

Details:

Work

Address Book My Contacts - 4+

IM Contact Home Mote
Denid - Picture
Klein =
@ Male Female

4 - - 7w - 1968

Java Developer Update | Delete
David @exoplatform, com L

Save Cancel

i. The Profile tab

Field Description

Asterisk (*) This mark next to each field means that it is
required to enter values in the field.

First name First name of your contact which must be
between 1 and 40 characters.

Last Name Last name of your contact. Its length must be
between 1 and 40 characters.

Nick Name Nick name of your contact with any unlimited
length.

Gender Gender of your contact. Simply tick the two
available checkboxes: Male or Female.

Birthday Birthday of your contact. Click the relevant
down arrows to select the day, month and year
from the drop-down menu.

Job Title The job title of your contact. Its length must be
between 0 and 40 characters.

Email The email address of your contact.
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Change contact's avatar

» Click Update below the avatar to upload photos from your device.

* Remove your uploaded image by simply clicking Delete below the avatar.

Add contact's email address

« Enter the email address into the Email field. If you want to add more email addresses, simply
click

L

to show another Email field.

* Remove your email address by clicking

Add contact's instant message information

* The Work tab

All fields in this tab are optional. In this tab, you can provide the contact's job-related information
without any limitations of character types or length.

* The IM Contact

In this tab, you can enter information about the contact
chat identity (M stands for Instant Message). The default text
messaging service is the Chat application of exo Platform,
but you can select other services by clicking
+

to open the drop-down menu.
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Edit contact details

AddiEdit Contact

Address Book | My Contacts

Profile Vork IM Contact Home Mote

Chat + -

5= Google Talk
2= MSH

B5=| Yahoo
...... -

5= Skype

85| ICO

Last Updated : S¢

 The Work, Home and Note tabs

In these tabs, you can further provide many information related to the contact's work, home and
note.

3. Click Save to accept adding a new contact.

Edit contact details

This function allows you to update information of contacts whenever you like.

1. Right-click your desired contact in the list, then select Edit from the drop-down menu. The
Add/Edit Contact form will appear with the selected contact's current information that is similar
when creating a new contact.

2. Make your desired changes on fields, then click Save to accept.

Note

You can only edit a contact of your personal and shared address books (if you have the
Edit permission).

You can also edit contact details in Mail. For more information, see the
section.
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Tag a contact
The first way
Right-click the relevant contact, and select Tag from the drop-down menu.

The second way

Select the contacts by ticking their respective checkboxes,
then click
&

on the Action bar.

% [¥] m & & .

[ o Name - Email

& David Klein David@exoplatform.com

& Fernando Felipe Fernando@exoplatform.com

0 & 1ames David _

o X 10hn Smith john.smith@acme.exoplatform.co...
[ & Marry Williams Williams@gmail.com

The third way

Drag and drop contacts to a specific tag in the Tags list in the left pane to open the Add/Remove
Tag form.

AddiRemove Tag

Contact David Klein : no Tag
Tag

Color |

Bussiness []
Farnity [
Client [

Add Rermove Cancel
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Send a mail to a contact

In this form, you can add a new tag, remove or reassign a tag to a contact.

To add a new tag quickly, click Add in the Tag pane.

Tags

exo

Edit a tag
1. Right-click a tag in the tag area, then select Edit from the drop-down menu.

2. Make changes in the Edit Tag form, then click Save to accept your changes.

Delete a tag
1. Right-click a tag you want to delete, then click Delete from the drop-down menu.

2. Click OK in the confirmation to accept your deletion.
Send a mail to a contact

Note

This function allows you to send a mail directly to one or more contacts in your address
book. To take this action, you first need to:

Have at least one account in Mail.
Have the email address of the contact which you want to send mail.
Email address of the selected account will be used to send mail to a contact.

Send a mail to a contact

1. Open the Email function by following either of 3 ways:

The first way
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Send Email
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Right-click the contact to whom you want to send mail, then select Email from the drop-down
menu.

The second way

Select the contacts that you want to send mail
by ticking their respective checkboxes, then click
on the Action bar.

The third way

Right-click the address book and select Email from the drop-down menu. By this way, you will
send mail to all contacts in that address book.

The Send Email form will appear.

1 send mail (3 Discard

From John Smith <john smith@acme exoplatform .com =

To >  john.smith@acme. exoplatform.com

Subject :  sprint meeting

B 7 U Tg- s i= = = iE|=|= = = ¢¢ O [@, Fomat Nomal - | Fort

* | Size

We will have a sprint meeting on next Monday. Hope all of you will attend with many useful opinions.

2. Input the recipients' email addresses in the To field if needed.

You just need to enter one character included in your desired email address. There will be a list
of addresses matching your entered character for you to select quickly.
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Copy/Paste a contact

To:

Subject : John Smith<john.smith@acme.exoplatform.com=

Fernando Felipe<Fernando@exoplatform.com=

U I5- :piDavid Klein<David@exoplatform.com

3. Enter the subject and content of your message in the Subject field and mail body respectively.

4., Click the Send Mail button.

Copy/Paste a contact

This function allows you to make the copies of contacts from an address book and to store in
another ones.

Copy a contact

The first way
1. Select contacts by ticking their respective checkboxes.

2, Click
]

on the Action bar.
The second way
Note
This way is to copy all contacts of an address book.
1. Right-click one address book.
2. Select Copy from the drop-down menu.

Paste a contact

Note

The Paste action is only activated after your desired contacts have been copied.
1. Right-click one destination address book to which you want to move your copied contacts.
2. Click Paste to accept moving your contacts.

Move a contact

It is simple to move one or more contacts from one address book to another.
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ddrezs Books

rsonal

Move Contact b 4
Contacts: Fernando Felipe
To Personal Address Books:
[_|| My Contacts
[_|| Colected Addresses
[_|| e¥Xo Employees
Cancel
The third way
Use the "Drag & Drop" function to move one or more contacts to a new address book.
4 Contact B Address Book [@ mport [ Expon E X view~ g Layour =
) H ViCards
[i=] 5 alan Smith E Christina Kelly
Web Designer Makster
Email 1 : =1 AlanSmith@acme exoplatform.com Email 1 - = Christinakellv&Eac

L| My Contacts
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The first way
Right-click a contact and select Move from the drop-down menu.
The second way

Select contacts you want to move, then

X

click

on the Action bar. The Move Contact form will appear, allowing you to select a destination

address book where your moved contacts are stored.

U| Collecjed Addresaes
Alan Smith

hﬂrﬂ'd
iblic Groups !t

[ develo

r_J admini
LI| usErs

[4 web-cortributors

[l employess

t, Phone : 0256456757
Ba o s e ——

‘Web Designer

Email 1 - =] AlanSmith@acme= sxoplatform, com

Phone - 0284757333
Mobile | 92457658433

Website : hitp:/fexoplatform.com

Wiew Details

Phone : 0250466757 X John Smith

Maobile : 0985437573

Website : hitp/F/exoplatform.com

View Deails
W Fhone : 0434567654 1
Muobile - 0345678054
Website : http//exoplaiform com
Wiew Denails

System Administrator

Email 1 : ] john smith@acme =

Phone - 0437586762
Mobile : 02553455532
‘Website ; http:/fexoplatfor

Wiew Detalls
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Delete a contact

The drag-drop function is done more easily in the VCards view.

Note

You can only move contacts of a personal or shared address book if you have the Edit
permission. You cannot move contacts in the address book which you do not have the
Edit permission or contacts in a public address book.

Delete a contact

The first way
1. Right-click a contact you want to remove, then click Delete from the drop-down menu.
2. Click OK in the confirmation message to accept your deletion.

The second way
Note

This way allows you to delete multiple contacts.

1. Tick checkboxes corresponding to contacts you want
to delete, then click

on the Action bar.

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

Export contacts

This feature allows you to export one or more contacts into a file to be used in another address
book applications. These exported contacts will have the same information in all address books
you use. You can export a single contact or multiple contacts flexibly.

1. Right-click one contact, or address book if you want to export all contacts of the address book,
then select Export from the drop-down menu.

The Export Address Books form will appear.

365



Chapter 5. Collaborate With Y...

Export Address Books x

[ Mame

O

My Contacts

Collected Addresses

e¥o Doc Team [sharing for Space]
executive-board

developers

employees

web-contributors

administrators

m

Users

OO0 OO0 OO O O

exo_doc_team

Totalpages: 1 [« || ¢ |[1 || ||»

MName =

Export Format  x-vcard -

Export All Export Selected Only Cancel

2. Select contacts to export by ticking their respective checkboxes.
3. Enter the file name and select the export format. At present, only x-vcard is supported.

4. Click Export All to export all contacts in all pages or click the Export Selected Only button
to export your selected contacts only.

Import contacts

This function allows you to import one or more contacts from your device to a selected address
book.

1. Open the Import Contacts form via either of the following ways:

The first way
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Print contacts

Click

| Import

on the toolbar.
The second way

Right-click a personal or shared address book which you have the Edit permission, then click
Import from the drop-down menu. By this way, you can quickly select the destination address
book for the imported contacts.

Import Address Books

Address Book My Contacts - | (4
Import Format  x-veard -
Upload Files Browse.
Save Cancel
2. Click

-

in the Address Book field, then select your desired address book into which you want to import
your contacts from the drop-down menu;

Or, click
L

to quickly create a new address book.

3. Select the file format in the Import Format field. At present, only x-vcard is supported.

4. Click Browse... to open the File Upload form.

5. Select the file you want to import from your device, then click Open to upload your selected file.

6. Click Save to finish your import.

Print contacts

The Print function allows you to print information of your selected contacts. You can print one or
more contacts at the same time.

Print one contact

367



Chapter 5. Collaborate With Y...

1. Right-click the contact you want to print, then select Print from the drop-down menu.

The single Contact Print Preview will appear with the detailed information:

Linda Maxwell 25 wears old, Male M Linda.maxwell
Manager Assistant Phone 0345345
LindaMaxwell@acme. exoplatform.com 0935458
0274308%260
Home
18/11 Asteroids Stwreer- Nebula htrp://LindaMaxwell.blog.com
Aurora - US
0274368526
0345345587
0038458734
http://exoplatform.com
Mote
Print Cancel

2. Click the Print button to print.

Note

When you are in the VCards view, the print process is a quite different. You first need to
click View Details to display the contact's details. After that, click Print Preview to open
the Preview page, then select the Print button.

Print multiple contacts

1. Select contacts you want to print by ticking their
respective checkboxes, then click

=

on the Action bar.
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Print an Address Book

+ @ "

] 4 Name - Email

B Alan Smith AlanSmith@acme.exoplatform.com

B Christina Kelly Christinakelly@acme.exoplatfor...

B Fernando Felipe FernandoFelipe@acme. exoplatfor...
[ 2 John Smith john.smith®@acme exoplatform.co...

The Print Preview page will appear with their summary information.

ViCards
& Alan Smith B Christina Kelly
‘Web Designer Makerar
Email 1: 7 AlanSmith@acm= exoplatform.com Email 1: Christinakelly@acme sxoplatform. com
Nl
t/ Phone : 0250466757 ¥ Fhone : 0284757333
Mohile : 0085437573 Mobile - 0248758433
T Website - oo/ exeoplatform.com website : hrop:/fexoplafom.com

& Fernando Felipe
‘Web Developer

Email 1: | FemandoFelipe Facme.exoplafiors_ com
Phone : 0434567554

Mobile : 0345678054

‘Website - hitp//exoplatform.com

Print Close

2. Click Print to print information of your selected contacts.

Print an Address Book

This function allows you to print the summary information of contacts in form of visit cards. You
can also print all contacts in an address book at the same time.

Print an address book

1. Right-click the address book which you want to print, and select Print from the drop-down menu.

The Print Preview page will appear.
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VCards

= Alan Smith
Web Designer

Email 1 : ] AlanSmith@®acme exoplatform, com

t( Phone : 0256456757

Wwebsite : http.//exoplatform_ com

& Fernando Felipe
Web Developer

Emall 1 : ] FemandoFelipe®acme exoplaform, com
Phone : 0434567654
Mobile - 03458750854

Website : http://exoplatform_com

1 lohn Smith
System Administrator

Email 1 : 7 john.smith@acme exoplatform com
Phone ; 0437586762

Mobile - 02883458532

Website | http./fexoplatforn . com

2. Click Print to start printing.

Share contacts

Print

E Christina Kelly

3
{

Maketer

Email 1 Christinakelly@acme_exoplatform_com
Phone : 0284757333

Mobile : 0248768433

‘Website : htp/fexoplatform_com

E Jack Miller

Human Resource manags

Email 1 : ] JackMiller@acme.exoplatform.com

E Linda Maxwell

Close

Manager Assistant

Email 1 : ] LindaMaxwell@acm e.exoplatform.com
Phone | 0274368526
Mobile - 0338458734

website : hrp//exoplatform com

This function allows you to share contacts with other users or groups. The shared users/groups
may have View or Edit permissions on the shared contacts.

* The View permission allows users to view, copy, export, print, delete but cannot move your
shared contacts. The shared users cannot make changes on the information of the shared
contacts or move your shared contacts if they have view permission only.

« The Edit permission allows users to view, copy, export, print, move, delete and edit the shared
contacts. If you have the Edit permission on the shared contacts, you can share them with

another users.

Note

The shared users can move or delete the shared contact only from their address books. It
means that the shared contact still exists in the Shared address book of another shared

370



Share contacts

users and of the creator/author. The shared contact will be permanently deleted in the
Shared address books of the shared users or cannot be shared with other users if it is

removed by the creator/author.

Share contacts with other users

1. Right-click the contact you want to share and click Share from the drop-down menu or drag
and drop this contact to the Shared address book in the Address Books pane.

The Share a contact with other users form will appear.

Share a contact with other users x
Shared To Edit Permission Actions
james No = |9
/sandbox No = |9
/spaces =
Jexo_doc_team L 7 B

Contact Fernando FE“p‘gharEd Users/
W

User john
Group

Edit Permission ||

Groups table

]

15

Save Close

2. Select users or groups that you want to share.

i.
b

to open the User Selector form;

Click
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User Selector

Group:

&

[
[

Username First Name Last Name
demo Jack Miller
james James Davis
john John Smith
mary Mary Williams
root Root Root

Add Close

Usemame -

Email

jack.miller@acme.exor
james.davis@acme.ex
john.smith@acme.exo
mary.williams@acme.«

root@localhost

In this form, tick the checkboxes corresponding to your desired users, then click Add. Also, you

can use the Search function to look for your users quickly.

&

to open the Group Selector form.

In this form, select the group in the left pane, and its child group in the right pane.

Group Selector

o

Select Group

Or,

:ﬁ Customers

:ﬂ. Organization

:.E. Partners
- & Platform

Select Child Group

click
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Search for contacts

3. Tick the Edit Permission checkbox if you want to grant the edit permission to your selected
users or groups.

The shared users/groups will be updated in the Shared Users/Groups table of the Share a contact
with other users form.

+ Click

if you want to change the Edit permission of specific users/groups. Click
iﬁ
i
to remove the shared users/groups.

4. Click Save to accept your sharing.

Search for contacts

This function allows you to find contacts easily and quickly via two search modes: Quick search
and Advanced search.

Quick search

This function allows you to do a quick search with specific keywords in all your contacts. All
contacts having the text matching with your search team will be displayed in the Search Result
dialog.

Do a quick search for contacts

1. Enter your search term in the Search textbox in the left pane.

2. Click

-

to perform your search.

Your search results will be displayed in the right Search Result pane.

Advanced search

With this mode, you can refine your search by using a variety of criteria. Your search results will
be limited as follows:

1. Click

next to the search box. The Advanced Search form will appear.
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Advanced Search

Text

Full Name

First Name

Last Name

Mick Name

Job Title

Email

Gender -

Search Cancel

2. Define your search criteria. You can set the search criteria by: Text, Full Name, First Name,
Last Name, Nick Name, Job Title, Email and Gender.

3. Click the Search button to search. All contacts matching your criteria will be shown in the
Search Result dialog.

Manage Address Books

By default, there are 3 Address Book categories:

» Personal contains contacts/address books which are created by yourself. Each group may
contain more than one contact.

* My Contacts is the default group which contains your own default contact generated from
your registration information.

» Collected Addresses contains all contacts with information updated automatically when
you send any message to a new email address from the Mail, Address Book and Calendar
applications. That is, when you send an email to a new address, this address will be
automatically added to Collected Addresses.

» Shared contains contacts/address books which have been shared with you by another users.
You can view and update the shared contacts if you are granted the Edit permission.

* Public Groups contains address books of groups to which you belong. Each group contains
all default contacts of group members that can be viewed only.

Create an address book

1. Open the Add/Edit Address Book form via one of the following ways.
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Manage Address Books

The first way
Click
iﬂ Address Book,
on the Toolbar.
The second way

Click

b

in the Address Book pane, and select Add from the drop-down menu.

Address Books
Personal
ig.t Import

I_,| My Contacts

Ij]} Export
f.,g. Collected Addresses

AT

A ]

f.:_u. eXo Doc Team [sharing fo

Shared

2. Type name and description for your new address book in the Name and Description fields
respectively in the Add/Edit Address Book form.

Add/Edit Address Book b 4

Name PpLF Team =

Description Contacts of PLE members. |

Save Cancel

3. Click Save to accept adding your address book.

You can also create a new address book from Mail. For more information, see the
section in Mail.
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Edit an address book
1. Right-click an existing address book, and select Edit from the drop-down menu.
2. Make changes on information of your address book in the Add/Edit Address Book form.

3. Click Save to accept your changes.

Note

You can only edit a Personal or Shared address book that you have the Edit permission.
You cannot edit a Group address book.

Remove an address book
1. Right-click an existing address book, and then select Delete from the drop-down menu.

2. Click OK in the confirmation message to accept deleting the address book.

Note

You cannot delete your default and group address book.

Export an address book

1. Open the Export Address Books form via one of the following ways.
The first way
Click
'j]* Export
in the Toolbar.
The second way

Click

b

in the Address Books pane, and select Export from the drop-down menu.
The Export Address Books form will appear with a list of all existing address books.

2. Tick checkboxes corresponding to address books that you want to export. If you want to select
all the address books, tick the checkbox next to Name.

3. Enter the file name in the Name field, and select the export format from the Export Format
form. At present, only x-vcard is supported.
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4. Click Export All to start exporting all the address books or click Export Selected Only to export
your selected ones only.

Import an address book

Once you export your address books, your retrieve them easily at any time. Others can also import
your address book to store in their address book. The process to import address books is simple
as exporting address books.

1. Open the Import Address Books form via one of the following ways.
The first way

Click the Import button in the Toolbar.

The second way

Click

b

in the Address Books pane and select Import from the drop-down menu.

The Import Address Books form will be displayed.

Import Address Books

Address Book My Contacts - | [
Import Format  x-veard -
Upload Files Browse._
Save Cancel

2. Select the address book which stores your imported address book contact from the Address
Book drop-down menu;

Or, click
. .

to create a new address book.
3. Select the import format. At present, only x-card is supported.
4. Click Browse... to open the File Upload form.

5. Select the address book file to import from your device, then click Open to upload your selected
file.

6. Click Save to finish. You will see a notification of your successful import on the top right corner.
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Share a personal address book

This feature allows you to share personal address books with specific users or groups. The shared
users/groups can view, export, add, edit or delete a shared address book (if they have the Edit
permission). The shared address book is distinguished from other address books by a hand
symbol.

Address Books b
Personal
i_|| My Contacts

ij| Collected Addresses
f-&!, X0

1. Right-click the address book you want to share, and select Share from the drop-down menu.

The Share an Address Book with other users form will appear.

Share an Address Book with other users x
Shared To Edit Permission Actions
james No = |98

/platform/guests Mo = |98

Address Book My Contacts

Lser james

Group &.
Edit Permission ||

Save Close

2. Select users or groups that you want to share. For more details, see here.

e The shared users/groups will be updated in the Shared Users/Groups table of the Share an
Address Book with other users form.

+ Click
i
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to change the Edit permission or
i
to remove specific users/groups from the Share Users/Groups table.

3. Tick the Edit Permission checkbox if you want to grant the Edit permission to your selected
users/groups.

4. Click Save to finish.
Grant permissions on a public address book

You can grant the Read/Manage permission on your managed public address books to specific
users, groups or memberships.

¢ A user with the Read permission can see the address book.

e A user with the Manage permission can view/edit/rename and manage permissions on the
address book.

By default, any member of a group has the Read permission and the group manager has the
Manage permission.

Grant a permission on a public address book

1. Right-click your managed public address book, and select Permission from the drop-down
menu.

The Permissions form appears.

Permissions

Shared to Can manage? Actions
J/platform/administrators Mo _.::_f |j
Jplatform Yes 7 ®

Sfadministrators:*.manager

Address boolk administrators

ser

Group  jplatform/administrators

&

Can manage?

Save Close
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2. Select certain users or groups you want to grant permissions. For more details, see here.

3. Tick the Can manage? checkbox if you want to grant the Manage permission to your selected
users/group.

Email your contacts

Note

The Mail portlet and its services are deprecated. It remains fully supported for eXo
customers, however it will not receive any enhancement and will be removed from the
product scope in the future.

Create a Mail account

To get mails from other mail services, you first need to create a mail account in the Mail application
which connects to another mail POP3 or SMTP supported servers, such as Gmail, Yahoo! Malil,
Hotmail, GMX, Cyrus, Exchange Server. The Mail application allows you to get mails from different
mail services at one place.

& ¢oefingtainde :
then select Add Account from the drop-down menu to open the Create New Account form. In the
Create New Account form, there are 5 steps with clear instructions at each step. After completing
information at each step, you can:

« Click Next to go to the next step, or directly left-click any number box at the left bottom of the
Create New Account form to go to your desired step.

sceps: [1][2] (3] (4] 3]

» Click Back to return to the previous step to edit your input.
Note

The asterisk (*) next to each field means that it is required to fill in this field.

1. Fill your account name and brief description in Step 1.
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Create New Account

Step 1: Account Name & Descriptiunl

- Enter a name to identify this account. For example, "Marry at work”.
- Give a short description about the account. For example, "Emails at work”.

Account Name  Johnsmith =

Description [Email at work

Steps: |Z| IEI IEI Izl |E| MNext

2. Configure identification settings for your mail in Step 2.
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Create New Account

Step 2: Mail Identity Settings

- The mail identity is the display name and the email address used in your emails. Each mail account
has an identity which is displayed to the recipients of yvour emails.

Your Display Name  =xg John Smith =

Email Address  JohnSmith@gmail.com =

Reply-to Address  1ghnsmith@gmail.com

Signature |Iohn Smith

Java Developer

steos: [1][2][3][a] 3]

Details:

Back Mext

Field Description

Your Display Name

Email Address

Reply-to Address

Signature

The name to be displayed when you use the
account. This name will be displayed with
your email address when you compose a new
message.

The email address corresponding to your
created account. It must be in a valid format.

The email address which receives all replies.

The identification text which is automatically
inserted at the bottom of your sending
messages.

3. Give the server information in Step 3.
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Create New Account

Step 3: Server Information

- Select the type of the mail service that vou are using.
- Enter the incoming and outgoing mail servers, for example, maill. yourcompany.com,
- If I doubt, contact vour system administranos,

Service type  imap -

Incoming Mail SErver  map,gmail.com *
Use Incoming SSL [¥]
Outgoing Mail Server smitp, amail, com !

Use Outgoing S5L ||

Steps: T T| |T T ? Back Mext Cancel
Details:
Field Description
Server type Type of the mail server. Select either of two

types supported by your mail server:

* POP3 (Post Office Protocol - Version 3) which
is a protocol to get emails from a remote server.
This type is selected by default.

* IMAP (Internet Message Access Protocol)
which retrieves emails from a remote server
over a TCP/IP connection.

Incoming Mail Server & Outgoing Mail | The Incoming Mail Server (POP3) and
Server Outgoing Mail Server (SMTP) of your
current email provider. Each email provider
has different Incoming Mail Server and
Outgoing Mail Server settings. By default,
the value of this field is "pop.gmail.com" and
"smtp.gmail.com" which are the settings for
Gmail. For settings of other mail servers, you
can find the information on their websites. See
More about Incoming & Outgoing mail server
settings for more information.
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Field Description

Use Incoming SSL

This option allows using SSL (Secure Sockets
Layer) or not. SSL is a cryptographic protocol
which provides secure communication on
Internet, such as web browsing, email, Internet
faxing. The Incoming SSL allows using SSL to
check incoming emails.

Use Outgoing SSL

This option is to use SSL to send mail in the
Mail application.

4. Configure another account properties in Step 4.

Create New Account

Step 4: User Name & Password

- Enter your username and password to connect to the mail server. For example, "mary@gmail.com”

and "password”.

Username  exn_lohn@exoplatform.com
Password ese

Save Password

Do not download all messages (IMAP only).

Limit to Messages Arrived Since  11/01/2011 15:43:06

steps: [1][2][3][a][5]

Details:

Back MNext

Field Description

Save Password

Username The email address which is used in the Mail
application.
Password The password of your email address. It will

be used to get your messages of the email
address entered in the Username field.

Tick the checkbox to avoid entering your
password again for each mail check.
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Description

Do not download all messages (IMAP only) Check this option if you do not want to
download all messages.

Limit to Messages Arrived Since Select the time to limit the downloaded
messages from the drop-down calendar.

5. Verify your inputted information in Step 5.

Create New Account

Step 5: Verify Information

- Please verify that the information below is correct before completing the setup and exiting the
Account Wizard.

Account Name JohnSmith
Your Display Name eXo John Smith
Email Address JohnSmith@gmail.com
Incoming Mail Server imap.gmail.com
Service type imap
Fetch Mew Messages From Inbox

Start Downloading Messages Now [

Steps: Iz' E' |E| E IE Back Finish

« Tick the Start Downloading Messages Now checkbox to get messages automatically right
after your account is successfully created.

6. Click the Finish button to complete your registration.
Edit your account details

To make changes on your account, simply click

&

on the left pane and select Edit Account from the drop-down menu;

385

Cancel



Chapter 5. Collaborate With Y...

Or, select

_d Accounts
on the Toolbar.

The Edit Account form will appear, allowing you to change information in the Identity, Incoming,
Outgoing and Fetch Options tabs.

Edit Account

Accounts S Identity Incoming Qutgoing Fetch Options
+ JohnSmith

Account Name JohnSmith|

Your Name eXo John Smith

Your Email Address JohnSmith@gmail.com

Reply-to Address JohnSmith @gmail.com

Mail Signature Johin Smith

Java Developer

Save Cancel

Delete your account

If you use multiple accounts, you can delete any unused mail accounts via either of the following
ways:

The first way

1. Select the account from the accounts list in the left pane.
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\..'-

JohnSmith
JohnSmith

Inbox

U & Drafts
L= Sent

Ly Spam
I Trash

* Personal Folders

3

2. Click

P

on the left pane and select Delete Account from the drop-down menu.

Delete Account

Name Email Server Service action
X0 exomail@gmail. com imap.gmail.com imap i
Delete ——»
David Klien eXo_David®@amail.com imap.amail.com imap
Close
3. Click

corresponding to the account, then click OK in the confirmation message to accept your deletion.
The second way

1. Open the Edit Account form as stated in Edit your account details.

2. Select  the account  you want  to delete in the left pane.
Your currently selected account is marked with

v
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3. Click

S

to delete your marked account.
More about Incoming & Outgoing mail server settings

The following reference introduces some common Incoming and Outgoing Mail Server settings.
Provided that you are aware of the server type and name, you can start creating your mail accounts
quickly. If you do not see your mail service in this list, find these settings on the mail provider
websites. Remember that the Mail application only supports POP3 and SMTP mail servers.

Yahoo! Mail settings

« Yahoo Incoming Mail Server (POP3): pop.mail.yahoo.com (port 110)
* Yahoo Outgoing Mail Server (SMTP): smtp.mail.yahoo.com (port 25)
« Gmail (Google Malil) settings

e Gmail Incoming Mail Server (POP3): pop.gmail.com (port 995)

Gmail Outgoing Mail Server (SMTP): smtp.gmail.com (port 465)

Hotmail settings
« Hotmail Incoming Mail Server (POP3): pop3.live.com (port 995)

* Hotmail Outgoing Mail Server (SMTP): smtp.live.com (port 25)

MSN Mail settings
* MSN Incoming Mail Server (POP3): pop3.email.msn.com (port 110)

* MSN Outgoing Mail Server (SMTP): smtp.email.msn.com

AOL Mail settings
* AOL Incoming Mail Server (IMAP) - imap.aol.com (port 143)
« AOL Outgoing Mail Server - smtp.aol.com

Get mails

This function is used to receive messages from the remote mail servers and forward them via
SMTP, so it can be read in Malil. It supports any mail servers with POP3, IMAP, SMTP, such as
Gmail, Hotmalil, Yahoo! Mail, GMX, MS Exchange.

1. Click the folder you want to check for new mails. If no folder is selected, the default folder will
be Inbox.
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2.

¥y Get Mails

Click

on the Toolbar. The status notification with 'Fetching email messages...' shows that emails are
being loaded. All arrived mails are shown in the messages pane. Click Refresh if you want to

refresh the fetching mails.

L% ; Get Mails }:3. Write Mail |l cContacts © Mew Event _= Filters 4 Accounts | g Sektings

| ¥ Fetching email messages... Stop |
- LM
gy E& a [ [ i | & = 2 More Actions = [ view as - \| Filter =
1| El S
~ = Folders N . ulsject Sednder
1 [exo-plf] Re; [exo-support] Some help needed on 2 Platform issues Phiippe Aristote
L Inbox (220} 1 [exo-wn] [exo-employees] [General questions] Making eXo Platform Saulius Diksa
L Drafts 1 [exo-wn] [exo-employees] [General questions] Intranet / Spaces /! Siren Schmibdt
s Sent 1 [exo-plf] Re: [exo-support] Some help needed on 2 Platform issues Nicolas Filotto
(& Spam 1 [JIRA] {DOC-1060) Update all screenshots for Collaboration of PLF Tran Tra Giang {JIRA)
%, Trash i Re: [exo-ga-wn] Re: [exo-plf] Re: [exo-ga] TC PLF-3.3CR01 Status Hanh Thi Thu Ly
B - 1 [exo-plf] [eXo Platform 3.0) Mew activity in calendar [eXo Forums] simone pesavento
= Personal Folders «
| 1 Re: [exo-ga-vn] Re: [exo-ga] TC EPPSP5.2 Status Chau Mam Tran
] C5-Created- —
| C5-doc-needed Subject: Welcome Lo the Mail application.
L ECM5-DOC-NEEDED oolicat
| ECMS-created Overvhes
] EXOGTM-CREATED Tha Mail applicabon is a cient with vamaty of features designed to make your email expeniences productive and &l

L EXOGTN-DOC-NEEDED A
) JIRA-
L Jira Filters: filta
& KS5-Created

S ——

Folders: organize your emails in a folder tree.
Tags: flag messages with custom labels called tags to easily retneve them.

r incoming messages with speaal condstions to apply to a speaal folder or a tag.

Advanced Search: find your emails thanks to powerful search opbons,

e il il e el i S S B i e e Bl Bl . s s Bl

Mail views
This function offers three options for viewing messages
in your mailbox. Messages are displayed by date, where
receipt hours are for today mails and dates are for
mails received in previous days. You simply toggle between
3 views by clicking View as and selecting either of
the views. The selected view is marked with
v

E View as ~ [&]

=] List

\=| Thread @

2 Conversation
List view

In this view mode, all messages are arranged as a list.
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@ [E (gl m g & [ 2] More Actions ~ = View as ~ [ Filter ~

Messages 1to 20

[JIRA] (DOC-1060) Update all screenshots tor Collaboration ot PLF Tran Tra Giang (JIRA) Monday 8.5¢
Re: [exo-ga-vn] Re: [exo-plf] Re: [exo-ga] TC PLF-3.5CR01 Status Hanh Thi Thu Ly Monday 20.6
[exo-pif] [eXo Platform 3.0] New activity in calendar [eXo Forums] simone pesavento Monday 4.8¢
Re: [exo-ga-vn] Re: [exo-ga] TC EPPSP5.2 Status Chau Nam Tran Monday 19.1]
[exo-plf] Some help neaded on 2 Platform issues Philippe aristote Monday 7.78
[exo-plf] [eXo Platform 3.0] Space menu labels [eXo Forums] simone pesavento Monday 4.9(
[exo-vn] [exo-employees] Re: CF Sprint #54 Anatoliy Bazko Monday 5.2¢
[JIRA] (DOC-1079) Update KS - Answer User Guide 2.2.x Vu Duy Tu (JIRA) Monday 8.44
[JIRA] (DOC-1079) Update KS - Answer User Guide 2.2.% Vu Duy Tu {JIRA) Monday 10.7
e T S e i e FaEra . o
Thread view
Messages are arranged as a tree structure. All replies are shown as sub-nodes. When you click
one message, its content is displayed in the message details pane with block quotes containing
contents of the parent messages.
1 Platform daily report 28-11-2011 (giang.tran@exoplatform.com) Philippe Anstote (Google Docs) Monday 3.1
1 [exo-vwn] [exo-employees] CF Sprint #5323 retrospecitve Anatoliy Bazko Monday 5.
9 [exo-vn] Mr Pham Tuan takes new role Dieu Thi Phuong Nguyen Monday 4.1
Re: [exo-wvn] Mr Pham Tuan takes new role Mghi Van Nguyen Monday 5.
Re: [exo-vn] Mr Pham Tuan takes new role Linh The Vu Monday 6.
Re: [exo-vn] Mr Pham Tuan takes new role Nhung Thi Vu Monday 7.
Re: [exo-vn] Mr Pham Tuan takes new role Hanh Thi Thu Ly Monday 7.0
Re: [exo-wvn] Mr Pham Tuan takes new role Tuan Pham Monday 9,
Re: [exo-wvn] Mr Pham Tuan takes new role Tung Thanh Do Monday 11
ubject: Re: [exo-vn] Mr Pham Tuan takes new role Demlli’pane
Mghi Van Nguyen < nghinv@exoplatform.com > To: Tuan Pham * Show Details Monday [

Congrats! :D

yoH2n Mon, Mov 28, 2011 at 10:14 AM, Dieu Thi Phuong Mguyen <dieuntp@exoplatform.com: wrote:
ote Dearal

We would like to inform you that Mr Pham Tuan wil be challenged at role of MB Team Leader.
—

S0, Mr. Tuan wil be Team Leader of MB team and CT team.

Conversation view

When this view mode is selected, only the subject of parent message and the number of replies

in the conversation are displayed in the messages list pane. When being opened, all

messages

are shown in the message details pane with separate reading pane which can be expanded by

left-clicking the relevant reading pane.
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2 [exo-wn] HaVTT s birthday invitation letter Ha Thi Thu Vu Monday 4.
6§ [JIRA] (ECMS-3113) Feedbacks from Doc team hoa vu (JIRA) Monday 10
1  Platform daily report 28-11-2011 (giang.tran@exoplatform.com) Philippe Aristote (Google Docs) Monday 3.k
1  [exo-wn] [exo-employees] CF Sprint #53 retrospecitve Anatoliy Bazko Monday 5.
(® [exo-vn] Mr Pham Tuan takes new role | Diew Thi Phuong Nguyen Monday a1
| 8 [exo-vn] Mr Vu Cong Thanh is challenged at SC Team Leader Dieu Thi Phuong Nguyen Monday 4
1 [JIRA] (DOC-998) Review DOC-963 - document the installation of ¢ hoa vu (JIRA) Monday 6.
1 [exo-wn] Fwd: Technical workshop:JCR usage and best practice at w Long Viet NGUYEN Monday a.
2 [exo-pif] platform-trunk-pkg - Build # 790 - Failure 11! cidexoplatform.com saturday, 26 a4
ubjact: [axo-wn] Mr Pham Tusa takes new rols RHdIIE pane

Dieu Thi Phuong Nguyen < dieuntp@exoplatform.com > Dear allwe would like to inform you that Mr Pham Tuan will be challenged at role of MB Ts

Hghi Van Nguyen < nghinv@exoplatform.com > To: Tuan Pham * Show Detais Monday 1

Congrats! :D

On Mon, Nov 28, 2011 at 10:14 AM, Dieu Thi Phuong Nguyen <deuntp@exopbtform.com> wrote:
Dear al

Read an email

If you want to read an email, simply click your preferred mail in the mails list and scroll down to
read your selected email in the details pane.
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Re: [exo-ga-vn] Re: [exo-plf] Re: [exo-ga] TC PLF-3.5CR01 Status Hanh Thi Thu Ly Monday 20.6
[exo-plf] [eXo Platform 3.0] Mew activity in calendar [eXo Forums] simone pesavento .z pane Monday 4.8¢
Re: [exo-ga-vn] Re: [exo-ga] TC EPPSP5.2 Status Chau Nam Tran L Monday 19.]
ubject: Re: [exo-wn] HaVTT s birthday invitation letter Click t
Tung Thanh Do < tungdt@exoplatform.com > To: Ha Thi Thu Vu * Show Details Monday =
¥ Reply to Sender
B F d
Hapoy birthday to Hal rar
Best wishes for you ! Wi Filter messages |
On Mon, Nov 28, 2011 at 3:09 PM, Ha Thi Thu Vu <havtt@exoplatform.com> wrote: & Print
Dear 2l % Delete
Today is my birthday. 1 would ke to say thank you very much for all your kindness & best wishes to ma. # Tag
1 bought 2 cute birthday cake & some of little orange gateaux, Please come to tea-break room zt 7th floor, enjoy cakes, share the gladng i Move to Folder
Thank you very much, [# Add to Contacts
Kind regards,
HavTT # Export (=.eml)
4 view all Headers

7 LAD

Emarl- tungdii@exoplatform.com
Company websife: waw exoplatform. org

& Reply [« Reply to all sl Forward

When you read an email, you can perform many actions, including:

» Download an attached file

« View all headers of a messages

¢ Mark a message as read [394], or unread [395]
e Star a message [395]

» Report a message as spam

e Delete a message

Download an attached file

If your received mail contains any attached file, you can see their details, such as file name, type
and size right in the Attachments pane of the currently opened message.
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Attachments:
& [James] JamesDavis - Content Author.jpg

Size: 44.81 KB 7, View 4 Download 4 Save to server

& Notes for PLF 3.5 User Guide wiki
Size: 2.B7 KB 4+ Download < Save to server

Click
4+ Download
to download an attachment to your local system.
the uploaded file is image, you can also
F, View

to preview the image without downloading.

Download and save attachments to server

1. Open the mail with attachments.

2. Click Save to server to open the Save attachment form.

Save attachment

Save file to the server: DavidKlein Brading Designer.jpg

select Drive Personal Drives -

ﬁfpersnnal Ducumentsflﬂ'rivatelq_-_ Selected location

m—

ol ]

3

<l

==

Documents
Videos
Music
Pictures
Searches
Favorites
Folksonomy

Bookmarks

Save Cancel

3. Change name of the downloaded file in the Save file to the server field if needed.

click
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4. Select a drive category from the Select Drives drop-down menu. The number of shown drive
categories depends on your role.

5. Select one drive from the drives list to open a list of folders.

6. Select one folder which stores your downloaded file from the folders list;

» Click

|
II.J'

to create a new folder in your selected drive.

Note

Your selected location is shown in the breadcrumb.

7. Click Save to finish downloading the attachment to the server.

View all headers of a message

The header's information is displayed by default, including email addresses of the sender and
receivers and the mail subject. If you want to view full headers of a mail, do as follows:

1. Open the message which you want to view its full headers.

2. Click

-

at the right corner of message's content and select View All Headers from the drop-down menu.
All message headers are then appeared in the pop-up window.

Mark/Unmark a message as read

In the Mail application, the unread mails will be recognized in the bold format in the mails list pane,
meanwhile the read mails will be unbold.

Mark a message as read

The first way
1. Select checkboxes corresponding to messages you want to mark as read.
2. Click More Actions and select Mark as Read from the drop-down menu.

The second way

Note

This way is used to mark all unread messages in a specific folder.

1. Right-click the folder which contains messages you want to mark as read.
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2. Select Mark all as read from the drop-down menu.
After being marked as read, all unread messages inside the folder will be marked as read.

Mark as unread

1. Select the messages you want to mark as unread.

2. Click More Actions and select Mark as Unread from the drop-down menu.
Star/Unstar a message

Star a message

The first way

Tick the checkboxes corresponding to messages you want to star, then click More Actions on
the action bar and select Star from the drop-down menu.

The second way

In the messages list pane, click

next to the message you want to add a star.

After being marked, the selected messages will be appended
with

so that you can recognize them quickly.

Unstar a message

Simply select Unstar from the More Actions drop-down
menu on the action bar; or click

next to the message.

Move a message to other folders

The first way

1. Open the Move Message form via one of the following ways.
The first way

Right-click the message you want to move to another folder in the messages list pane, and select
Move to Folder from the drop-down menu;
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The second way

Tick the checkbox corresponding to the message you want to move, then click More Actions on
the action bar and select Move from the drop-down menu.

2. Tick

-

next to the Move To Folder field to select your desired destination folder from the drop-down
menu.

Move Message x

Move To Folder Inbox -

Save Cancel

3. Click Save to move messages to your selected folder.
The second way

In the mails list pane, tick the message you want to move, then drag and drop it into your desired
destination folder in the left pane.

- = =, e i - = - i =
- LM s & = i E S More Actions = View as i Filter Threads 1 to 20
1 Doc Team Giang Tha Tra Tran Fnday, 11 .
hnSmih_sXo ] 1 Fwd: [exo-plf] Re: [exo-qa] TC PLF-2.5hetad Status Giang Thi Tra Tran Friday, 11
= Folders > 1 [Crudble] 1 comment added: (CR-ECMS-87) Review deprecated portlet - Philippe Aristote Friday, 11
_ | Inbox [289) 1 [Crucible] 1 comment added: (CR-CS5-151) Review deprecated portl Philippe Aristote Friday, 11
¥ Drafts i 1 [Crucible] 1 comment added: (CR-ECMS-86) Review deprecated por Philippe Aristote Friday, 11
= Sent 4 1 [Crucible] 4 comments added: (CR-CS-149) Review Deprecated por Philippe Aristote Friday, 11
— 1 [Ermihlal Skaka choneuosd o Bosiaase (CBECRE87h Boascoas domroe abosd s ks i senodok Erdoae 11
L@l Spam [Crucible] 1
comment
added:
[CR-ECM5-B5)
Fhil =
¥ i Review " ﬂ;'f:'i: Friday, 11 7.53 KB
deprecated
portiet for
content user
guide
i Doc Team [Crucble] 4
= l'ﬂrwal"d COMMments
| added:
Peraonal (CR-C5-149] Phil
7; 1 S P Friday, 11 10.80 KB
£ Review EVIEW nistobe
Deprecated
TD transiabon portlet for CS
il [Google Mail] uger
eXo
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Report a message as spam

The first way

Simply tick the checkbox corresponding to the message
you want to report as spam, then click
L

on the action bar.

The second way

Drag the message in the right mails list pane and drop it into the Spam folder in the left pane.

» The selected email will be moved to the Spam folder. Go into the Spam folder to verify that the
selected message has been moved to it.

e Once a message is marked as spam, all messages from the spam sender will be automatically
moved to the Spam folder.

Unspam a message

1. Go to the Spam folder, then tick the checkbox corresponding to the relevant message.

2 Click
+

on the action bar.

The spam message will be removed from the Spam folder. All messages from this sender will
be received normally.

Delete a message

Delete a messgage temporarily

The first way
Right-click the message, then select Delete from the drop-down menu.
The second way

Tick the checkbox corresponding to the message you
want to delete, then select

on the action bar.
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The third way

Drag the message in the mails list pane and drop it into the Trash folder in the left pane.

 All temporarily deleted messages will be in the Trash folder.

Delete a message permanently

Note

All messages which have been deleted permanently cannot be restored any longer. To
delete a message permanently, the message should first be in the Trash folder. It means
that the message should [397] temporarily.

1. Select the Trash folder in the left pane to see all messages in this folder.
2. Right-click the relevant message, then select Delete from the drop-down menu;

Or, tick the checkbox corresponding to the relevant message,
and click

on the action bar.

Undelete a message

Note
This function is only for messages which have been TEMPORARILY deleted.
The first way

1. Select the Trash folder in the left pane to see the list of temporarily deleted messages in the
right mails list pane.

2. Tick the checkbox corresponding to the message you want to undelete.
3. Drag and drop the message into another folder.
The second way

Open the Trash folder, then use the Move function to remove the message from the Trash folder.

Compose a new message

1. Click

&,

(@ Write Mai

on the Toolbar to open the Compose New Message form.
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sage

= Save in Drafts | (§) Discard | % Attach a LocalFle | || priarity = 4 Editor ~ &5 opt

| sirme <sir. meB7 @gmail.com:

|exo-vn@aomail.com

CC |BCC

|Intreduction of eXo

Ig- s = IS (S EEE = = = i @ [G Fomat - | Fort -
s,

an Open Source projectin the year 2002, eXo is well-known as the industry's first Java portlet container. With tl
| market through robust and easy-to-use applications, eXo Project succeeded in aftracting consumers in the wi
odgates to various options in many markets, and customers have been choosing exo as the best method for t
irm™ software is a powerful Open Source corporate portal and content management system. Users of the platf

2. Specify the sender's email address from the From field.

—_

nd | | & Save in Drafts | (§) Discard | %Aﬂachalucal file | ! priority~ | | 4 Editor ~

|j-n hn -:ng.h uutuananhs7@gmail.com:

‘Ehn <ng.huutuanan hE?@g-mil.cﬂm:- |

3. Enter email addresses of recipients into the To field.

The To box must always contain at least one address; everyone who receives your message can
see the addresses in the To box.

Note

You can use CC and BCC to send mail to more than one person easily and quickly.

Use the CC (carbon copy) box for the addresses of people you want to send a copy of
the message to other recipients. Everyone who receives your message can also see the
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addresses in the CC box. If someone responds to your message using "Reply to all", the
carbon-copied recipients also receive the message.

BCC (blind carbon copy) mails are private to the sender and the BCC recipients. Use
BCC when you want to send the message to undisclosed recipients. It means you send
the message to people and they do not know about other recipients. Addresses listed in
the BBC box will not receive replies sent to this message.

4. Enter a few words into the Subject box to give the general topic to receivers.

5. Enter your message in the text-input field. You can use this toolbar to format the message text.

b 7 U Ty oaee = =

n¥|
1
i
i
Il

kt & [ Format |[Normal |~ | Font

Click

# Editor =

on the Mail toolbar to switch between Rich Text and Plain Text editors. If Rich Text is selected,
the message text can be composed with format tools, meanwhile Plain Text only allows you to
compose a message with the simple text format.

6. Click

I 1r  Send

to send your message. Click
@ Discard

to discard composing your new message.

Note

Sent mails will be saved in the Sent folder. In case emails of recipients do not exist in
your Address Book, they will be added automatically to the Collected Address in the
Contact application.

Select more email addresses in the "To" field

The first way

Type more email addresses by separating them with commas.

 : John <ng.huutuananh87 @gmail.com:

Fernando Felippe<fernando-felippe@gmail. comes, Hathew Pette=mathew-pette@exoplatform.com:,

CC | BCC
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If your typed address matches one or more addresses in your Address Book, the list of matching
addresses will appear and you can click one address to select.

To:

Fernando Felippe<fernando-felippe@gmail.com>
Francis Feye<francis-feye@hotmail.com=

Subject : ¥ Y
Franco Jose<franco.jose@gmail.com>

The second way

Select one or more contacts from your Address Book.

1. Click the To button.

From : John =ng.huutuananh87@gmail.comz

1o0:
b CC | BCC

The Contacts window listing all of your contacts will appear.

Contacts
Search: send To All: [] Address Book: My Contacts
[ Name Email
] John Smith john.smith@acme.exoplatform.com
] ™ary williams MaryWilliams@gmail.com
[Tl Christina Kelly Christina@exoplatform.com
[ David Klein

David@exoplatform.com

Total pages: 1 ||«

Add Replace Close

2. Tick the checkboxes corresponding to the contacts who will receive your message.

Also, you can

« Search for email addresses in a specific address book as follows:
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i. Type the contact name in the search box.

ii. Define the address book where you want to search for your entered contact name to limit the
search results in the Address Book select-box.

Contacts

Search:

[ Name
[l Kevin Dent
[l Fernando Felippe

[] David Klein

(81

to perform your search.

), send To All: [C] Address Book :

Email
KevinDent@e

FernandoFelip

My Contacts El

All Contacts

Personal Address Books
Contacts

Collected Addresses
Public Address Books

executive-board

administrators

Users

DavidKlein@exoplatform.com

Click

» Tick the Send To All checkbox if you want to send the email to the contacts defined in the

Address Book select-box.

3. Click Add to add your selected email addresses to the To box, or Replace to replace the current
email addresses in the To field with your newly selected ones.

See al so

e Save a message as draft

e Set a priority level

¢ Change message preferences

Attach afile to a message

1.

z% Attach a Local File

Attach a file to a message

Change the message signature

in the Compose New Message form to open the Attach Files window.

Click
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2. Click Browse... to open the File Upload form.

3. Browse the file from your device, then click Open to upload your selected file.

« Open more Attach File fields by simply clicking
[Add Mare]

4. Click Save to accept your attachments and go back to the Compose New Message form.

You will see your uploaded files in the Attachments area of the Compose New Message window.

Attachments : [Mary] MaryWilliams - Content Manager.jpg (40.76 KB)
AlanSmith - Web Designer.jpg (40.88 KB) &

* Click

&

to download or see if your uploaded file is correct or not without browsing the file on your device.
* Click

next to the attached file to remove it from your message.

Attach a server file

This function is only featured in eXo Platform 3.5, allowing you to browse and attach one file from
your server as follows.

1. Click

-

next to the Attach a Local File inthe Compose New Message form, then select Attach a Server
File from the drop-down menu.
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Attach server file

Select Drive General Drives -

) = = S = = i
1 /collaboration /exo: services [MewsletterInitializationService e
[MewsletterlnitializationServicelog

i NewsletterInitializationServiceLog

Attach Attach Link Cancel

2. Follow steps 4, 5, and 6 as stated in the Download and save attachments to server section.

3. Click the server file from the files list of your selected folder.

+ Click

T

if you want to upload a file from your device.
4. Click Attach to upload your selected source file into the message;

Or, click Attach Link to get the link pointing to the selected source file that is shown in your
message body. The Attach Link function allows your mail recipients to download the attached
source file just clicking the relevant link.

Save a message as draft

If you are not ready to send your composed message,
click

H Save in Drafts

to save it as draft. Your draft message will be in the Drafts folder for you to send anywhen you like.
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Set a priority level

The priority levels set to a message allow recipients to define if one received message is at a high,
or normal, or low importance level. It means that when a message is set at the high priority level,
its receivers need to read as soon as possible.

This useful tool can be done with a few clicks when you are composing a new message.

Set a priority level for your composed message

1. Click
Priority ™
in the Compose New Message form.

2. Select your prefered priority from the drop-down menu.

e Low: The exclamation icon corresponding to the mail is marked in grey in the

column.

« Normal: There is no the exclamation icon. By default, the message is sent with the Normal
priority.

« High: The exclamation icon is marked in red.

Change the message signature

A message signature is an identification text which is automatically inserted at the bottom of your
sending messages. You can change this signature by editing your account details.

Change message preferences

At present, this function only allows you to receive a notification message that the recipient has
already read your message or not.

1. Click
s Options =
in the Composse New Message form.

2. Select the Return Receipt option from the drop-down menu. However, seeing the notification
message or not also depends on the Return Receipts configuration of the receiver in the Change
Mail settings section.
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Reply to a message

Reply to the sender only

1. Open the Reply form via either of 3 ways:
The first way

Tick the checkbox corresponding to the message you want
to reply in the mails list pane, then click

S

on the action bar.

The second way

Right-click the message you want to reply and select Reply from the drop-down menu.
The third way

Click the message that you want to reply to display
its content, then select

S

at the upper right corner of the message content.
2. Compose the content in the Compose New Message window.
3. Click

|i| Send

to send your reply.

Reply to all receipients of the message

1. Tick the checkbox corresponding to the message you
want to reply, then click

£

on the Action bar;

Or right-click the message, then select Reply to All from the drop-down menu.

2. Compose your reply message in the Compose
New Message window, then click
I 1  Send

to send your reply.
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Forward a message

This function allows you to resend a message, which has been delivered to your email address,
to another email addresss.

1. Open the Compose New Message window via either of 3 ways.

i. Tick the checkbox corresponding to the message which
you want to forward, then click

(g

on the action bar.

Y IE' m e & & More Actions =~ [Z) View as = [ Filter = Messages 1 to 20
S ronwand | Sender Date & Time Size
Test Viet Tien Nguyen 10:26 AM 1.7¢
[exo-plf] Re: [exo-support] Some help needed on 2 Platform issues Philippe Anistote 08:36 AM 14.9
[exo-vi] [exo-employees] [General questions] Making eXo Platform Saulius Diksa 07:57 AM 4.9
[exo-vn] [exo-employees] [General questions] Intranet / Spaces / ! Séren Schmidt Monday 5.6°
[exo-plf] Re: [exo-support] Some help needed on 2 Platform issues Nicolas Filotto Monday 13.1
[JIRA] (OC-1060) Update all screenshots for Collaboration of PLF Tran Tra Giang (JIRA) Monday B.5:
Re: [exo-ga-vn] Re: [exo-plf] Re: [exo-ga] TC PLF-3.5CR01 Status Hank Thi Thu Ly Monday 20.6
[exo-plf] [eXo Platform 3.0] New activity in calendar [eXo Forums] simone pesavento Monday 4.8¢
ii. Or, right-click the message, then select Forward from the drop-down menu;
iii. Or, open the message which you want to forward,
then click
-

at the upper right corner of the message content, and select Forward from the drop-down menu.

The Compose New Message window will be displayed with the original contents of the message
you want to forward.

2. Enter the recipient's email address in the To field.

3. Click

I i ISeru:l

to forward the message.

Note

Before forwarding a message, you can edit it to your desires that is similar to
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Print a message

This function helps you take a hard copy of the message, provided that your device is connected
to a printer, either directly or through a network connection.

The first way
Right-click the message which you want to print and click Print from the drop-down menu.
The second way

Tick the checkbox corresponding to the message, then
click

(=

on the action bar.
The third way

Open the message, then click
e

at the upper right corner of the message content and select Print from the drop-down menu.

You will be directed to the Print Preview page. Here, click Print to start printing.

Export a message

This function allows you to back up your messages, then import them into your another accounts.
Messages are exported in the *.eml file.

1. Open the Export Message form via either of 3 ways.
i. Right-click the message that you want to export, then select Export from the drop-down menu;

ii. Or, tick the checkbox corresponding to the message, then click More Actions on the action
bar and select Export from the drop-down menu;

iii. Open the message, then click
-

at the upper right corner of the message content and select Export (*.eml) from the drop-down
menu.

The Export Message form will appear.

408



Import a message

Export Message

File Name [e¥o Platform 3.0] Taxonomy System [e¥o Forum

Export Format ~eml -

Export Cancel

2. Change the file name in the File Name field if needed, and select the export format. At present,
only the *.eml format is supported.

3. Click the Export button to accept exporting your selected file.

Import a message

The function is used to import a message from your device to your selected folder in Mail.
1. Click More Actions on the Action bar, then select Import from the drop-down menu.

The Import Message form will appear.

Import Message

Select a file (.eml). | Choose File | No file chosen

Import to Folder | nbox =
[ Import ] [ Cancel ]

Details:

Field Description

Choose File The name of the file which you want to import
from your computer.

Import to Folder The folder into which the message will be
imported.

2. Click Choose File to get one .eml file from

the computer, then click

to upload the selected file.
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3. Select the folder into which you want to import the message in the Import to Folder field.

4. Click the Import button to accept your import.

Note

By default, your imported file must be in the *.eml format.

Categorize messages by folders/tags/filters

Folder

Folders help you manage your messages more easily and flexibly. Once your new mail account
is created successfully, five default folders, including Inbox, Drafts, Sent, Spam, Trash, will be
automatically generated. You cannot delete, rename or move these folders.

Details:

* B Folders iz ]

Inbox (112)

U & Drafts

L= Sent

Ly Spam

C3 Trash

Personal Folders

=

N+

=

3

Adver
DoC
Dioc Team

ECMS Team

Folder Description

Inbox Store all incoming messages.

Drafts Store all messages which have been
composed but not sent yet.

Sent Store all sent messages.

Spam Store all messages suspected of being
unwanted messages.

Trash Store temporarily deleted messages.

Personal Folders Store folders which are created by yourself.
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Create a new folder

1. Click

b

on the Folders pane, then select Add from the drop-down menu.

2. Enter the folder name into the Folder name field. Special characters are not accepted in this
field.

3. Click Save to complete adding your new folder.

Note

Your created folder will be displayed in the Personal Folders pane.
Manage Personal Folders

Right-click any folder under the Personal Folders pane to show the drop-down menu.

* Personal Folders v
. A':.I.._..
o & New Subfolder
i
&= FRename
L D
S E & Remove
g W Mark all as read

Here you can manage personal folders through the following actions:

* Create a sub-folder
* Rename a folder

* Remove a folder

Mark a folder as read

Note
All above actions are only for folders/sub-folders under the Personal Folders pane.
Create a sub-folder
1. Select New Subfolder from the drop-down menu.
2. Follow steps as stated in the Create a new folder section.
Rename a folder

1. Select Rename from the drop-down menu.
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2. Enter a new name in the New Folder Name field of the Remove Folder form.
3. Click Save to finish your removal.

Remove a folder

1. Select Remove from the drop-down menu.

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

Mark a folder as read

This function is to mark all mails of a personal folder as read by clicking Mark all as read from
the drop-down menu.

Tag

Tags are used as labels for filtering or categorizing messages from different folders. You can add
more than one tag to a message. Using tags makes easy for you to find messages independently
from the folder where they are stored.

Create a tag

1. Click
[+

on the Tags pane of the right pane and select Add New Tag from the drop-down menu to open
the Tag form.

Taag
Mame |Sodal Metwork *
Color
Description Updates from sodal network|
A
Save Cancel
Details:

Description

Name The new tag name.
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Description
Color ‘ The tag color.
Description ‘ The brief description of the tag.

2. Fill'in required fields, then click Save to finish.
Your newly selected tag will be updated in the Tags pane.

Assign atag to a message

Note

You can assign a tag to many messages simply by ticking their checkboxes first.
1. Open the Tag Message form via one of the following ways.
The first way

i. Tick the checkbox corresponding to the message to which you want to assign a tag, then click
More Actions on the Action bar.

ii. Select Tag from the drop-down menu.
The second way
Right-click your selected message, then select Tag from the drop-down menu;

The Tag Message form will be displayed.

Tag Message type the new tag name here

Subject : test no-tag *
Tag Mame

Color | |

Social Network [

Cne-news [7] <= selectfrom existing tags
Work-stuffs [7]

Add Remove Cancel

2. Give a new tag name in the Tag Name field. This field contains words and keywords which are
used to describe the same messages.

Or, tick the checkboxes corresponding to your desired tags from the tags list.
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3. Select one color for the tag from the Color drop-down menu.
4. Click Add to finish assigning the tags to your selected messages;

Untag a message

1. Select a message which has been tagged, then follow Step 1 to open the Tag Message form.

2. Click Remove to remove the assigned tag from your selected message.
Note
To remove one tag from all messages, simply use the

Edit atag

1. Right-click a tag name in the Tags pane, and click Edit from the drop-down menu.

The Tag form will appear.

Taag

Mame |Socal Metwork *

color |

Description Updates from sodal network|

Save Cancel

2. Make changes on the tag, then click Save to save your changes.
Remove a tag

Right-click the tag that you want to remove in the Tags pane, then select Remove from the drop-
down menu.

The selected tag will be removed from the tags list and from all messages.
Empty a tag
By using this function, you can remove one tag from all messages.

1. Right-click the tag in the Tags pane.
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2. Select Empty from the drop-down menu.

Change the tag color

Right-click the tag in the Tags pane, then select your desired color from the 32-color palette.

Filter

By default, the messages list shows all of your received messages in your inbox but you can filter

to specify which message to be displayed.

] Filter -

[ Unread

Starred
@ with Attachments
= Wieww All J

You can filter messages according to the following criteria:

e Unread: Only show unread messages.

» Starred: Only show starred messages.

« With Attachments: Only show messages with attachments.
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« View All: Show all types of messages.
Create afilter

There are 2 ways to create a new filter:

Create a new filter by defining all filter rules

By this way, you need to manually define conditions for the new message filter.

1.

o,
_5 Filters

on the Toolbar to open the Message Filter form.

Message Filter

Filter e e Filter

Click here to add a new filter.

Protect your Inbox from email annoyances.
Create filters to automatically shield your inbox

from rogue messages and senders.

Organize your messages automatically.

Create filters to automatically tag or move
messages into folders as they come.

Close

2.
it

or the "Click here to add a new filter" link to create a new filter.

The Add/Edit Message Filter will appear.

Click

Click
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Add/Edit Message Filter

Filter Marme: |Activities
If all of the flowing rules are true ...
From: | Contains E| noreply @facebookmail, con
To: | Contains El Davidklein@agmail.com
Subject: | Contains El
Body: | Contains E| Facebook
Then ...
Move the message to the folder: | Inbox [=]
Apply Tag: | Sodal Network [=]
Execute now
Save Cancel
Details:

Field Description

Filter Name The filter name.

From Filter the email address of sender.

To Filter the email address of receiver.
Subject Filter the subject of incoming messages.
Body Filter the body of incoming messages.

Move the message to folder

The folder to which the filtered messages will
be moved.

Apply Tag

Execute now

Assign the tag to messages matching the filter
rules.

Take the action right after editing the filter.

3. Define the rules for the new filter.
4. Click Save to finish creating your new filter.

Create a filter from a message
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By this way, you could create a filter which is based on existing conditions of one existing message

without defining the filter rules.

1. Right-click a message containing the criteria you want to include in your new filter.

=] Print

4 Reply

4 Reply to All
& Forward

| 7@ Filter messages like this |

¥ Move to Folder
@' Tag

@ Delete

[ Add to Contacts
L4 Export (*.eml)

The Add/Edit Message Filter form will appear with some pre-defined filter conditions of the

current selected message.

Add/Edit Message Filter

Filter Mame: |Activities

If all of the flowing rules are true ...

From: | Contains
To: | Contains
Subject: | Contains

Body: | Contains
Then ...

Move the message to the folder: | Inbox

Apply Tag: | Social Metwork
Execute now

Save Cancel

2. Modify the rule if necessary, then click Save to finish.

[=| |noreply@facebookmail.cor
[=| |Davidklein@gmail.com

=

[+| |Facebook

L]
]
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The created filter will be displayed in the list. All messages matching the defined filter rules will
be affected.

Edit a filter

1. Click
I —
- Filters

on the Toolbar to open the Message Filter form.

2. Click the filter you want to edit in the left

pane. Your selected filter is marked with
v

3. Click
i

on the filter bar to open the Add/Edit Message Filter form.
4. Change the filter conditions to your desires.

5. Click Save to complete your changes.
Delete a filter

1. Click

= .
_= Filters

on the Toolbar to open the Message Filter form.

:ﬁ Yyl ticRk.

on the filter bar.

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

Search for messages

The Mail application supports two search modes: Quick search or Advanced search.
Quick search

Quick search allows you to conduct a search with specific keywords in all of your messages. All
messages from the different folders that match with your search term will be displayed.

1. Enter your search term into the search box in the left pane.

w NEXUS i H
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—

All messages containing the search term will be listed in the search results.

Subject

[Inbox] Nexus:
[Inbox] MNexus:
[Inbox] Mexus:
[Inbox] Nexus:

[Inbox] Mexus:

Note

Staging Completed.
Staging Repository Dropped.
Staging Completed.
Staging Completed.

Promotion Completed.

Sender

Mexus Repository Mz
Mexus Repository Mz
Mexus Repository Mz
Mexus Repository Mz
Mexus Repository Mz

Click

Date & Time™ (@
Wednesday
Thursday
Thursday
Wednesday
Wednesday

By default, the Quick Search function of the Mail application does not retrieve messages
of the Spam and Trash folders. To do Quick Search on these folders, simply select these
folders before searching.

Advanced search

The Advanced Search allows you to specify criteria to narrow your search results.

1.

in the left pane to open the Advanced Search form.

2. Define the search conditions to your details, including:

Click
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Advanced Search

Search in Folder @ | ——- Important E|

From : | contains El

To @ | contains [ Adam32@exoplatform.com
Subject : | contains E| Commit Successfully
Mecsage @ | contains E|
Received After: Received Before:
Has Star Priority: | Normal [=]
7] Has Attachment
Search Cancel

» Search in Folder: The folder in which you want to search in the.

e From: The condition corresponding to the sender's name or mail address. There are some
further conditions:

Condition Function

contains Include the term in the search box.

doesn't contain Not include the term in the search box.

is Include exactly the term in the search box.

is not Not include exactly the term in the search box.
starts with Start with the term in the search box.

does not start with Not start with the term in the search box.

» To: The condition corresponding to the receiver's name or mail address.
» Subject: This condition which corresponds to the message subject.
* Message: This condition which corresponds to the message content.

* Received Before & Received After: The interval time when the searched messages were
receipted.

* Has Star: Search for messages with star.
« Has Attachment: Search for messages that have the attachment.

 Priority: The priority of the search messages.
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3. Click the Search button to perform your search.
Add an event

If you want to invite your colleagues to join a conference or a meeting, you can create an event,
invite them or make email notifications to receive reminders right in the Mail application.

1. Click

& MNew Event

on the Toolbar to open the Add Event form.

2. Give basic information for your event in the Event Detail tab, such as setting the event priority,
creating repeating events, attaching files.

Add Event

Event Detail Reminders

Event Summary |Rock Party *

Description Anual rodk party at Halo Exhibition

Location |12 A 3 Halo Exhibition
From |09/07/2011 18:00
To |ogjor/z011 23:45
All Day [7]
Prioriy | Mone
Repeat | Mo Repeat

Calendar | Default

[ ET [T ]

Event Category | Music event

Attachments map.JPG-(5.76 MB) [jj
b

Save Cancel

3. Select the Reminders tab to create the event reminder via an email. This step is optional.
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Add Event

Event Detail Reminders

Remind by Ermail
When the event starts in next [sminutes |«

Repeat [noRepeat | eVErY |5minutes ||
Send reminders to David Klein

Save Cancel

4. Click Save to finish adding your event.

Manage Address Book in Malil

Address Book in the Mail application provides you with a list of contacts which can be retrieved
for sending your mails. This section will explain some actions related to managing contacts and
address books in Mail.

Add a new address book

1. Click
i_|| Contacts

on the Toolbar to open the Contacts form.
2. Click the Add Address Book button to add a new address book.

3. Enter values in fields of the Add Address Book form.
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Add Address Book

Mame poc Team

Description Contacts of DOC Team

Details:

Add Cancel

Field Description

Name The name of your address book that is
required.
Description The brief description of your address book.

3. Click Add to finish adding your address book.

Add a new contact

The function is used to add a new contact to a group.

1. Open the Add New Contact form via the following ways.

The first way

Click
I_|| Contacts
then
ag Add

on the Contacts form.

The second way

select

Right-click a message, then select Add to Contacts from the drop-down menu.

Note

This way is used to add the message sender to a specific address book.

The Contact form will appear.
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Contact

Address Book My Contacts El @
First Name Frandis # Picture:
Last Mame Frey #
MWick Name
Cender @ pale ) female

Lr

Birthday |2 El .

Job Title

[w]-|198¢ [+]

Email |¢rancsFrey@amail.com

FrandsFrey@acme. exoplatform.com e

Save Cancel

Developer Change | Delete

2. Enter information for your contact. For more details, see the Create a new contact section.

3. Click Save to finish adding your contact.

Edit contact details

The function is used to edit a contact in a specific group.

1. Open the Contacts form by

L,l Contacts

on the Toolbar.
2. Select the contact whom you want to edit in the left pane.
3.

2 Edit

"l

4. Change the contact details, then click Save to finish.

clicking

Click
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Delete a contact

The function is used to delete a contact from a specific group. This contact will be removed from
your address book as well.

1. Open the Contacts form by clicking

L|| Contacts

on the Toolbar.

2. Select the contact whom you want to delete in the Address Book form.

3. Select
3@ LCelete

then click OK in the confirmation message to accept your deletion.

Change Mail settings

The function allows you to change the behavior and the layout of Mail to your needs.

1. Click
¢ Settings

on the Toolbar to open the Settings form.

2. Change settings for the Mail application in 4 tabs: General, Return Receipts, Layout and
Delegation.

i. In the General tab, change basic information.
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Settings

General Return Receipts

Select a Default Account

Layout

Delegation

boolwormmaiang @gmail com <bookwomgiang

Mumber of conversations per page 20

Automatically check messages every
Compose message with
Reply to message with

Forward message with

B minutes
Rich Text
Criginal message text quoted

Criginal message text quoted

Save sent messages in the 'Sent’ folder

Details:

Save

Cancel

-

-

-

Field Description

Select a Default Account

Set the default account if you use multiple
accounts.

Number of conversations per page

Select the number of conversations which will
be displayed per page from the list: 10, 20, 30,
or 70 messages.

Automatically check messages every

Select the time interval to automatically check
the system, including 6 available options:
Never, 5 minutes, 10 minutes, 20 minutes, 30
minutes and 1 hour.

Compose message with

Select the editor type for composing
messages, including Rich Text and Plain
Text.

Reply to message with

Forward message with

Select the message type to reply, including

- Original message as attachment: Reply to
messages with attachments.

- Original message text quoted: Reply to
messages with text only.

Select the message type to reply, including
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Field Description

- Original message as attachment: Forward
messages with attachment.

- Original message text quoted: Forward
messages with text only.

Save sent messages in the 'Sent' folder

Tick this checkbox to save sent messages in
the 'Sent' folder.

ii. In the Return Receipts tab, set options to specify what the Mail application should do when it
gets a "Return Receipt" request. It means that you can determine whether to send a notification
of having read the message to the sender or not.

Settings
General Return Receipts Layout Delegation
@ Ask me when someone requests a return receipt
| Never send a return receipt
I Always send a return receipt
Save Cancel
Details:

Field Description

Ask me when someone requests a return
receipt

If you receive a message with the Return
Receipt request, the Mail application will show
a pop-up message for you to decide sending a
notification of having read the message to the
sender or not.

Never send a return receipt

The Mail application will ignore all Return
Receipt requests from senders.

Always send a return receipt

If you receive a message with the Return
Receipt request, the Mail application will
automatically send a notification of having read
the message to the sender without asking for
your permission.

iii. In the Layout tab, personalize the Mail layout by ticking another checkbox corresponding to
your desired layout. The Horizontal Split type is set by default.
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Settings
General Return Receipts Layout Delegation
' Vertical @ Horizontal
Flip
-
-
Save Cancel

iv. In the Delegation tab, delegate your account to any registered user in the system as follows:
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Settings

General Return Receipts Layout Delegation

This account will delegated to

John_Smith - |

. Accounts table

with privileges: [T Fun _\/ l
Account(email) Delegate to Full Actions
bookwormagiang@gmail.c demao [l o)
bookwormgiang@gmail.c james [ o

Save Cancel

» Select the account you want to delegate from the This account list by clicking

-

« Enter the name of user to whom you want to delegate your selected account in the will be
delegated to field.

* Tick the Full checkbox next to
L)

if you want to assign all permissions, which can be done on your selected account, to the
delegated user. If this checkbox is not selected, the user can only view mails of the delegated
account.

+ Click

to accept adding your delegated user. The delegated user will be updated in the Accounts table.
In this table, you can revoke the Full permission or add the Full permission to your delegated
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Chat with your contacts

accounts by unticking or ticking the relevant checkbox respectively in the Full column of the

Accounts table.

3. Click Save to accept the changes.
Chat with your contacts

Note

Two portlets, including Chat and Chatbar, and their services are deprecated. They remain
fully supported for eXo customers, however they will not receive any enhancement and
will be removed from the product scope in the future.

The Chat feature is used through the Chat or Chatbar portlet. The only difference between
these portlets is the arrangement of common actions. In particular, actions of the Chat portlet

are arranged in a window, meanwhile actions of the Chatbar portlet are put in one bar. Also,

Chatbar holds shortcuts to your Calendar, Contact, Mail.

Chat portlet

Add Room 1 Join Room + Add Contact

L J

w john ~
«' Jack Miller

Root Root
Mary Williams

Chatbar

+—— [Mail, Address Book, Calendar

To use the Chat feature, you first need to add the Chat portlet or the Chatbar to a specific
or page as follows:

1. Drag and drop the application called Chat Portlet or ChatBar Portlet from the Edit In

the

Chat actions =——p

site

line

Composer/Page Editor --> Applications --> Collaboration to the body of your selected site/
page. You can do this step while creating a new page, or editing an existing page, or editing the

portal layout. For example, drag and drop the Chatbar portlet as the below illustration.
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= Edit Inline Composer

e

Page Description Collaboration

Collaboration

Calendar Portlet
Calendar Portlet

Chat Portlet
Chat Portlet

ChatBar Portlet
ChatBar Portlet

2. Edit the Chatbar portlet by hovering your cursor
over it, then clicking
Vg

# @ ChatBar Portlet i

M_Matear FoOTaeEr @
Edit Portlet

3. Go the the Windows Settings tab and uncheck the following options: Show Info Bar, Show
Porlet Mode, Show Window State. By unchecking these options, the portlet border will be
hidden. This may help the Chatbar portlet look homogeneous with other components of your site/
page.
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Edit Mode Window Settings Select Icon Decoration Themes Access Permission

Display Name: ChatBar Portlet
Window Title:

Width:
Height:

Show Info Bar:
IUntick these checkboxes

Show Portlet Mode: (Recommended)

Show Window State:
Description: ChatBar Portlet

Save And Close Cancel

4. Click Save And Close to finish your changes on the Chatbar portlet and quit the Edit form of
the Chatbar Portlet.

5. Click
£

to save all changes on the page/site and quit the Edit Inline Composer/Page Editor form. After
that, you will see the Chatbar in your site/page.

Note

Steps 2, 3 and 4 are optional, but you are recommended to follow these steps.

Add contacts to your friend list

You can search for contacts in your Address Book and add them to your friend list.

1. Click
e
on the Chatbar, then click

- Add Contact

from the pop-up menu.
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Mary William s

Fernando Felipe

Mary Rose
-*- Add Contact
F W
The Add Contact form will appear.
Add Contact
Search: | |4 — Search for contact
D First Name Last Name Username
Fernando Felipe FernandoFelipe
Mary Rose MaryRose
] Jack Miller demo
|:| James Davis james
[ John smith john
Mary William s mary
Refrash Add Contact Cancel

2. Select the contacts from the list by ticking their respective checkboxes.

You can use the Search function to search for a specific contact.

3. Click the Add Contact button to add your selected contacts to your friend list.
Your invited contacts will receive the request messages.

After the contacts have accepted your requests, you will receive the confirmation messages. Click
OK to allow your contacts to see your status and add contacts to your contacts list.

After adding your contacts successfully, the added contacts will be shown in your friend list.
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Remove a contact

This action is to remove a contact from your friend list.

L. Click
-

on the Chatbar to show your friend list. Right-click the contact that you want to remove and click
Remove from the drop-down menu.

& John Smith

Jack Miller

Mary Rose

D send Message

m

£ Remove

o Add Contact

PR
2. Click OK in the confirmation message to accept your removal.

Chat with a contact

Send messages

Sending messages in Chat is as simple as typing and clicking, so it is easy for you to start a
conversation.

Send instant messages

1. Open the Conversation window via one of the following ways:
The first way

Click the contact name that you want to chat from your friend list.
The second way

Click
L

on the Chatbar to show your friend list, then right-click your desired contact and select Send
Message from the drop-down menu.
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2. Type the message that you want to send into the message textbox, then click the Send button
or hit the Enter key to send your message.

Conversation

Jack Miller x Mary Williams

I# Export History & Send File (Y Chat History =

Message textbox

:

Hello, I want to discuss the way to improve our products Send

Minimize the chat window

Click

at the right corner of the Conversation window to minimize it to the Chatbar. To restore
the window, simply click the minimized window

(T
on the Chatbar.

3o

Note

When you send a message to offline contacts, they will receive your message to them
at their next logins.

You can chat with several contacts at the same time. Each conversation is displayed in
its own tab. You can switch between tabs to follow different ongoing conversations.
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Conversation

James Davis Mary Williams Jack Miller =

[ Export History @ Send File (D Chat History ~

17/11/2011 14:13:46

Set your status

When vyou signed in Chat, by default, your logged-in status is available
and your friends will see the online icon

]
appending to your account name in their friend lists.

There will be a notification about your friend's status if they are available to chat or go offline:

James Davis is James Davis is

Offline Available
F YR FON

Change your status
1. Click the account icon on the Chatbar.

& Cnline

Away

O Busy

@Y Available

Offline

e OW
2. Select your desired status from the drop-down list.

Details:
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Icon Description

& This status means you are available to chat.
Online
This status means you are away from your
local device. Other users still can send instant
Away messages to you.
(-] This status means you are away from your local
device for an extended period of time.
Busy
- This status means you are free to chat with
everyone.
Available
With this status, you are invisible to other users.
This means everyone will see you offline even
Offline though you are actually online.
Send afile

The Chat application allows you to send files to your contact, such as holiday pictures or
documents needed for the incoming meeting.

Send afile to a contact

1. Click

& Send File

on the Conversation window.
You will be prompted to select a file from your local device.
2. Locate and select the file you want to send in the File Upload form, then click Open.

Your contacts may cancel or accept the file transfer.

Export the Chat history

The Chat application can archive your chat conversation and allows you to export and save your
conversation history to your local device.

1. Click
I+ Export History

on the Conversation window.

You will be prompted to select the location to save the exported file.
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2. Select the location to save the file, then click Save to accept the exported file to your local device.

You will have a text file containing all of your conversation messages.
Show chat history at a specific time
Your chat messages history can be shown in a specific time interval.

1. Select a contact that you want to show the message log.

2. Select a time interval.

Conversation
James Davis Mary Williams Jack Miller =

¥ Export History & SendFile (Y Chat History =

Today

17/11/2011 14:13:46
Adam Sandler

Last 30 days

. . Beginnin
Hi, how are you going? g g

Currently, the Chat application shows messages in the following time ranges:

Today: All messages of the current date.

« This week: All messages of the current week.

Last 30 days: All messages during the last 30 days.

« Beginning: All instant messages from the beginning to the current time.

All messages with the created time and date will be shown in the Conversation window.

Create a chat room

A chat room is a place where people with similar interests can meet and communicate with each
other. People can often enter an unmoderated chat room without any verification of who they are.

With Chat, you also create a chat room and invite other users to join your room. In this way,
you can organize and manage your group activities efficiently. It is convenient in the corporate
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environment when you can communicate in multiple chat rooms, each may have different topics
and members. Chat supports up to 30 users to join a chat room.

Create a chat room

1. Click
on the Chatbar, then click
Add Room

.

from the pop-up menu.

m

Jzin Room
+ Add Room
e
The New Room form will appear.
Mew Room
MName: FLFT eam =
QK Cancel

2. Enter the room name in the Name field without any spaces, then click OK to accept adding
your new room.

After that, the Conversation window and Room Configuration form appears.

3. Configure your chat room to your desires, including General and Security settings.

Note

If you cancel this step, the default configuration will be used.

i. Set the General settings.
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Room Configuration 4

General
Name: |plf\2fedteam

Persistent Room: [

Presence Broadcast: | Moderatar -
Participant
Visitor -

Who is: TSN - |

-

Room Description: Room of El—HED
members
Max Users: |30 [~]
Security
oK Cancel
Details:
Field Description
Persistent Room Tick the checkbox if you want to set your room
always exist even if no participant takes part.
Presence Broadcast By default, a room is configured without

any invisible members. In this field, you can
select any groups (Moderator, Participant, and
Visitor) to be visible or not. Moderator is the
user who has created the room or a participant
who is granted the moderation right. If you want
users of one group are hidden in the room,
simply unselect the group. For example, if you
only select the Participant and Visitor groups,
users who are moderators of this room will
not appear in the participants list of the chat
room. Users of the hidden group only take part
as "listeners" who can supervise the whole
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Field Description

conversation of this room, although users of
other groups do not know their presence.

Who is Specific users from the selected group in the
Presence Broadcast field. At present, there is
only the "anyone" option.

Room Description The brief description of the chat room.
Max Users The maximum number of participants in the
chat room.

ii. Set the Security settings.

Click Show Security in the Room Configuration form to show the Security option.

Room Configuration

Show General

Security

Public Room:

Members Only:  []
Allow Invitations:

Reserved Nickname: [ ]

Password Protected [
Room:

Moderated Room: [

Room Admins:  |John Smith a

Room Owners: [T -

-

oK Cancel

Details:

Description

Public Room
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Field Description

When this option is checked, your roomis listed
in the chat rooms list for everyone to see and
join this room.

Member Only Tick this option to limit the number of
participants. It means that users need to be
invited to participate in the room.

Allow Invitations This option is only available if the "Member
Only" option is checked. If checked, the room's
participants can invite others to join chat room.

Reserved Nickname Tick this option to prevent anonymous users
from joining the chat room. If this option is
checked, only registered users can enter the
room.

Password Protected Room This option is to change the public room to a
locked, secure protected room accessible only
to specific individuals with the right password.

Moderated Room The room is moderated or not. With the
moderated room, you can select the room
administrators.

Room Admins This option is to select the administrators for
the created chat room. It is only available when
the Moderated Room option is selected. At
present, there is no difference between the
room moderator and regular participants.

Room Owners This option is to select the room's creator.

4. Click OK to complete the room configuration.

Add peopleto aroom

This function is to add people to a chat room where you already participated.

1. Click
+g Add

on the chat room conversation window.

The Add Contact form will appear:
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Add Contact

Search:

(]

OO0

O

| o
First Name Last Name
Fernando Felipe

Mary Rose

Jack Miller

John Smith

Mary William s
Dawid Klein

Refresh

add Contact

Username

FernandoFelipe
MaryRose
demo

john

mary

root

Cancel

2. Select contacts you want to add by ticking their respective checkboxes.

Also, you can search for contacts through your Address Book simply entering the search term
in the Search textbox. It can be the first name, last name or user name. All contacts matching the

search term will be displayed in the results list.

3. Click Add Contact to finish. The contacts you want to add will receive your invitation message.

Join a chat room

When joining a chat room, you can learn more about a subject, ask questions and talk with others
having common interests. Joining a chat room is just few clicks away.

1.
=
on the

Join Room

from the drop-down menu.

The Join Room form will appear.

Chatbar,

Click

then select
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Join Room
MName Room Description
docteam docteam
plfteam The room PLF members
docteamil docteam1
plfdocteam plfdocteam
plfteam-spri... plfteam-sprintmeeting

Refresh Join Room Cancel

2. Select a room in the list by checking the appropriate radio button.

3. Click Join Room to join the selected room. Click the Refresh button if you want to clear the
selected rooms.

Note

You can join several chat rooms at the same time. Each chat room will be displayed in its
own tab and you can easily switch between different rooms.

Leave a chat room

Click

“§ Leave

on the room conversation window.

exofc x

TgpAdd | *gpLeave It Options (1) ChatHistory =

Your conversation window of this room will be closed and you will not receive messages from the
chat room any more.

Configure a chat room

When creating a chat room, you are required to configure it before you can start the chat
room conversation. However, after the chat room was created, you can also update the room
configuration at any time.
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1. Click

LI Options

in the Conversation form of the chat room.

2. Set values for the fields in this form. For more details, see here.
Note

The chat room configuration is available only if you are the owner or administrator of the
chat room. You can change the room owner and select the room administrator in the
section.
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Organize Your Knowledge

In eXo Platform, you can manage your knowledge base easily through the Knowledge application.
Knowledge includes 3 main portlets, including Forum, Answers and Wiki. With Knowledge,
you can share information, seek supports through helpful answers and post your ideas.

This chapter covers the following topics:

 Build a wiki through the Wiki portlet. This application provides the content productivity to portal
users as a tool to forge the unstructured knowledge. With Wiki, you can create and edit pages
by using a simplified markup language or a WYSIWYG editor. Also, your company can use
Wiki as an internal reference, such as work policy, or a public wiki for a comprehensive product
information. Wiki along with Answers and Forum will complete the ideal combination that helps
users enhance their experiences on collaboration activities and build valuable knowledge center
for clients.

 Build a forum through the Forum portlet. Forum is designed for the group discussion and user-
generated content in which participants with common interests can exchange their opinions on
a subject. While Answers is an ideal site for you to find answers quickly, Forum gives deep
discussion through your posted topics.

* Build an Answers & FAQs system through the Answers portlet. Answers is a collaborative
Question & Answer system similar to Yahoo! Answers or StackOverflow.com but for your
own enterprise, where the collaboration is encouraged. With this application, you and your
collaborators can post a series of common questions and find answers on a specific topic. Here,
you can edit questions, provide answers and edit them. FAQs takes this content as input and
publishes it in a clean and quickly browsable manner. You can point a FAQs portlet to one
or several Answers categories. As a publishing portlet, it is impossible to edit questions and
answers in FAQs.

About user roles

Please note that each user group has different privileges to perform actions. Some actions can
be limited to some specific user groups. Advanced users have the ability to control and assign
functions or features that other users can and cannot do within the application. There are five user
groups: administrator, moderator, regular user, banned user and guest.

< Administrator is an advanced user, who typically has the highest right when using Knowledge.
The Administrator can manage user privileges and he has rights to perform all possible
capabilities. For example, in Forum, an administrator can create categories, close/delete, lock/
unlock forums; promote a regular user to moderator or create a category that is restricted to
a specific user group.
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« Moderator obtains a subset of administrator's rights. It means that he has certain allowed
capabilities and may perform these advanced actions in a specific area only. For example, a
moderator of a category in Forum can only perform advanced actions in the category that he is
assigned as the moderator. The moderator role is assigned by the administrator.

» Regular user is defined as a logged-in user who can only use the basic features of Knowledge.
The regular user can be promoted to the advanced user by the administrator.

« Banned user is a regular user, that abuses the forum functions or violates the forum rules and
policies, cannot use the basic features of Knowledge. The role of the banned user is similar to
an anonymous user's.

« Guest (anonymous user) is an unregistered/unlogged-in user who is often limited to a very few
features only of Knowledge. For instance, a guest can view topics in Forum but he cannot reply
or create new topics.

Notice that there will be no section dedicated to anonymous users. For the actions that an
anonymous user can perform, you can refer to the table that summarizes all the actions in each
application.

How to access knowledge applications

To access the Forum, Answers or Wiki applications of a space, do as follows:

Hover your cursor over My Spaces --> [Space name], then click the application that you want
to access;

1™ My Sites My Spaces Dashboard Desktop Edit
Gain »
eXo evolut . Home
‘ Exo BEvolution » Dashboard
Welcome to eXo Find Spaces Discussions
Documents Bl B
This space has no descriptive summary. Wiki Add: &2 Link Fil
Members
Administrators : n
Agenda
member(s) : 1 eXo e

Space Settings eXo evolution
Contact l '
Welcome to exo_ewvolution space. This

generated automatically. Switch to editn Mall
Chat

Forum

Answers
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Or hover your cursor over My Spaces, then click [Space name] and click the application name
on the Space navigation.

Home Agenda Answers Chat Contact Dashboard Discussions Documents Forum Mail Membe

iething...

Link = [§ File

Note

In case the Forum, Answers or Wiki applications are not found, it means that they are
not activated. To use these applications, you need to add them to a page by dragging
and dropping the applications from Page Editor/Edit Inline Composer --> Applications
--> Collaboration -->Forum/Answers/Wiki to the main pane. This can be done when
or or . You
can also configure the Answers portlet as in the
section.

Build a wiki

Overview

This section provides you a guide to use all Wiki features and configure the Wiki portlet to make it
work in your desired way. Before going further, you should know some basic concepts about Wiki.
After accessing the Wiki application, the Wiki homepage will appear automatically as below.

L H | 2| Browse -

| Wiki Home 4 Wiki Home 5 # Edit

E 'I ALt

Walcoma to Wika Home of /spacas/exosvaluian group -]

+ See Sandbox space for an example wiki with sample content

7 Added by lspaces/exo_evalution at Mav 24, 2011 550 PM - Last modified by johin :
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Details:

Item Description

1 The Breadcrumb which shows the page
hierarchy.

3 The Wiki administration area which allows
administrators only to do space settings.

3 The Search box.

a The pages tree view.

5 The Page Control area which helps users take
actions with the current page.

& The defaul content. The small page could be a
Wiki quick guide that explains how to create a
page, switch between different edit modes, or
create a page, and more.

7 The page information. Click View Change
to go to the Page History page for
comparing changes between versions. Click
Attachment(s) and Revisions links to open
the Attachments details pane and the
Revisions pane respectively right under the
Page information bar. These two panes can
be collapsed by clicking the relevant links
again.

The page hierarchy in Wiki

Wiki is organized as a tree of pages in which each page may contain many sub-pages. The
hierarchy is reflected on Ul by the Breadcrumb and the page tree at the left pane. When a page
is added, it is always defined as a sub-page to the current one. Wiki is a wiki platform which can
host several wikis. So, you can have wikis for portals, wikis for groups or users. However, the
page hierarchy is not reflected in the URLSs as they are flatly accessible by their URLs.

Wiki Spaces

Spaces represent a partitioning of Wiki data. A space is a set of pages. So, the space partitioning
means they are independent trees. This separation is to enable Wiki to provide silos of knowledge
for different interest groups.

There are 3 types of spaces:

» Portal wiki: wiki for the current portal.
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« Group wiki: wiki available for members of a group.

» User wiki: wiki for personal pages.
Note

In this document, Spaces are referred as wikis, particularly portal wikis, group wikis, and
user wikis.

Any space which has an implicit root page is named Wiki Home.

Work with Wiki pages

Pages are sites where information in Wiki is stored and shared. Pages are stored within a Space.
To do or view actions on a specific Wiki page, you should contact the administrator to get the
appropriate permissions. See the Page Permissions for detailed permissions.

In a page, you can:

« Create a page with its content using the simple markup language or the Rich Text editor.

 Edit a page.

» Delete a page.

« Move a page to another location.

- Watch a page.

» View page information.

Create a page

There are two ways to create a page:
The first way

In this way, you need to use the toolbar.

1. Go to a Wiki space in which you want to create a page.
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2. Click Add Page and select Blank Page or From Template... from the drop-down menu if you

want to use an available template.

B BlankPage

AddPage = Maore «

From Template. ..

If you select From Template..., a list of available templates appears.

Select Template

Search

Template Title
Two-Column Layout
Three-Column Layout
Status Meeting
HOW-TO Guide

Leave Planning

You can:

Search

Description

Global
Global
Global
Global
Global

Action
Select Preview
Select Preview
Select Preview
Select Preview

Select Preview

i. Click Preview corresponding to the template you want to see. The template preview appears:

vo-Column Layout

]

= This page has two colurmns each of an aqual wadth

= You can change the width of each column by placing you mouse cursar inside the column macre and clicking on insertEdit Macro in icon in e toolbar

Replace This Text

Lorem lpsum 1= simply dummy 1ext of the pringing and typeseming industry. Ledem ipsum has been the industry's
standard dumrmy e ever since the 15002, when an wnknown printer ook a galley of type and scrambled it fo make
3 ypé specirmen Book It has Sufdeed not anly five centanies, Bul 3150 he |&ap inlo elecronic lypeseting, e maining
essentially unchanged. f was popularised in the 19605 with the release of Letrasel sheels conlaining Lorem Ipsum
passages, and more racently with desktop publishing software like &4 dus PageMaker induding varsions of Lorem

Ipsum.

Replace This Text Too

Contrary b0 pepular belief, Lorem [pswm 1S not simply random texd. | has reats ina plece of d
from 45 BC, making it over 2000 years obd. Richard MoClinbock, 3 Lalin professor 3l Hampde
Virgania, |ookid up one of Bé maore obacine LaSn wards, consechelir, Bamm 3 Loner IpSum p
rough the cites of the word in dassical liberature, discovered he undoublable source. Lore
seclions 1.10.32 and 1.10.33 of “de Finibus Bonorum ef Malorem™ (The Exdremes of Good ar
written in 45 BC

ii. Click Select corresponding to the template you want to select for your new page.
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The selected template appears:

oup - Epaces/Exn_evolution ¥ Wik pme ¢ Add Fage
‘wo-Column Layout
| Rich Ted @ Preview [ Help

ip:tithe=How to use this template}

This page has bwo columnsg each af an equal width

You can change the width of each column by placing you mouse cursor inside the column macro and clicking on _Insert/Edit Macro_ in icon in the toolbar
ip}

saction}

alurmn:width=50%}

sanel}

1. Replace This Text

orem Ipsum is simply durmmy text of the printing and typesetbing industry. Lorem Ipsum has been the industry’s standard dumimy test ever since the 15005, when an
knpwm printer took a galley of type and scrambled it to make a type speomen book. It has suraved not only five centuries, but also the leap into electronic typesetting,
ymaining essentially unchanged. It was popularised in the 19605 with the release of Letraset sheats containing Loram Ipsum passages, and mare recenthy with desktop
ablishing software like Aldus PageMaker including wersions of Lorem Ipsum,

nanel}

salurmn }

alurmn: width=50%}

aned}

3. Enter the title for your page. The page title must be unique.

4. Enter the content for your page by using Wiki Markup or the Rich Text editor.
5. Optionally, click Preview to see how your page looks like.

6. Click Save to finish.

The second way

In this way, you need to use the undefined link in a page.

In the Wiki application of eXo Platform, you can add a link pointing to a page which you are going
to create later. Such links are called undefined links. These links are often used to remind other
Wiki users to create the page.

Add an undefined link for creating a page later

1. Add a link by typing the page title between square brackets [[...]]' or '[.... ] (depending on your
selected syntax) into your page body.

For example:

What you type What you get
Xwiki 2.0 [[eXo User Guide]] sXo User Guide
Confluence 1.0 ‘ [eXo User Guide]
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What you type What you get

exo User Guide

2. Click Save to save the page containing the link. The undefined link is colored in red with the
underline.

3. Click the created red link to open the 'Add Page' form.

4. Follow the steps stated above to enter the page title, content, and save the page.
Edit a page

You can edit a page at any time provided that you have the edit permission on that page.

To edit a page, click Edit in the Page Control area. Your page will switch to the Edit mode.

» Platform new features Browse - Searc

 Xo Platform new features

Now, you can rename the page and edit the page content. The toolbar in the edit mode will be
changed to activate the following actions.

l eXo evolution Home Agenda Answers Discussions

-

roup | ASpacesExo_svalulion » Wiki Hami » it & &Xo Platforrm new fealires » Edil Page

= X0 Platform new featurss
1 2 3

E| RichTest D Proview @) Help

nta a = El
.
8 7 8 o
Save Minor Edil cancel
Details:
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Work with Wiki pages

Item Description

i Switch to the Rich Text (WYSIWYG) editor.
3 Open the Wiki syntax help page.
3 Display the preview mode of the currently

edited content. Previewing a page helps you
verify the result of rendering the markup you
just entered without saving.

a Show more syntax help.

5 Input the edit reason if neccessary.

& Save the current page and go back to the view
mode.

7 Save the current page without sending
notification to the watcher.

B Discard the current changes and go back to the
view mode.

Move a page to another location

1. Select the page that you want to move.

2. Click More in the Page Control area, then select Move Page from the drop-down menu.

# Edit AddPage ~ More «
& Page Permissions
Watch
n term of usat «f+ Move Page
Mowve Page
T Delete Page

smit it. That's
{ Page Info

The form to select the destination page appears.
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UhwWikiMovePageForm

You are about to move the page: eXo Platform new features

Destination

= [£] wiki Home
= [£] About

D exo Platform new features

[£] Platform 3.5

Group : /Spaces/Exo_evolution » Wiki Home » About »
Current Location

exo Platform new features
Hew Location

Move Cancel

3. Select the destination page.

4. Click Move to commit.
Delete a page

1. Open the page you want to delete and select More in the Page Control area.

# Edit AddPage * More ~
& Page Permissions
«£» Watch

of usak «j+ Move Page

T Delete Page
That's

Delete Page

i Page Info
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Summary
Title
Author

Last Changed by

Related Pages
Wiki

group

Work with Wiki pages

2. Click Delete Page from the drop-down menu.

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

Viewing page information is accessible to users who have the View permission on that page. The
page information provides you all details about related pages of the current page, the hierarchy
structure of the current page, the page history, and more.

1. Select the page you want to view the information.
2. Click More from the page toolbar, then select Page Info from the drop-down menu.

All information of the opening page, including page summary, related pages, page hierarchy,
recent changes, will be displayed.

Hierarchy
eXo Platform new features Parent Page
john Mow 24, 2011 610 PM & About
jehn Now 24, 2011 610 PM

Recent Changes

Time Editor

Related Pages Actions

CURREMNT (v. 1) Jahn
Remove
View Page History

Add More Relalions

Add arelated page

This feature allows you to add pages related to your page. This function is only activated to users
with the Edit permission and can be done in the Page Info view.

1. Click Add More Relations in the Page Info view, then select the related pages in the Select
a page window.

2. Click Select to add the selected page to the list of the Related Pages.
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Select a page

= D Wwiki Home
=] D About
B [£] exo Platform 3.5 current page
= D Introduction

D Documentations

D Resources

D History

Cancel Select

The related pages of the opening page are displayed in the side pane as below.

= [Z] wiki Home
= D About

= D eXo Platform 3.5

= D Introduction

D Documentations

D Resources

D History

Related Pages

D Resources

View a page history
To access the page history, just click View Page History in the Page Info view.

The History Page appears.
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ige Histcry

Compare Selected 1

2 Revision 3 Date 4 Author 5 Summary &
| CURRENT (w. 9) Mov 24, 2011 6:53 PM john
[+ V. 3 Mov 24, 2011 6:45 PM john
[+ AT Mov 24, 2011 6:33 PM john
| V. 6 Mov 24, 2011 6:33 PM john
O V. 5 Mov 24, 2011 6:22 PM john
[ v. 4 Mov 24, 2011 6:19 PM demao
| V.3 Mov 24, 2011 6:18 PM john
| V.2 Mov 24, 2011 6:17 PM mary
| V.1 Mov 24, 2011 6:10 PM john

Details:

i Compare selected page versions.

2 Allow you to select two versions that you want
to compare.

3 Allow you to specify the number of versions of
the page and view a specific version.

" The date and time when the page is changed.

5 The authors who make changes of the page.

& The summary of reasons why the changes are
done. It is optional.

7 Restore a page to the current version.

Watch a page
Watching a page allows you to receive a notification message about any additions in the page.

Watch a page

1. Open the page you want to watch.

2. Click More in the Page Control area, then select Watch from the drop-down menu.
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# Edit AddPage ~ More ~
& Watch

1+ Move Page

1 term of usak [ Delete Page

i Page Info

1+ That'=s 3 For simpie anre

Stop watching a page

1. Open the page which have been watched.

2. Click More in the Page Control area, then select Stop Watching from the drop-down menu.

# Edit AddPage * More * ||
«» Stop Watching

+
#y* Move Fage | stop Watching

1 of usat T Delete Page

§ Page Info
t. That's an. ror simple eans

Work with attachments

Attachments are any files enclosed with your pages. The attachments may be images, documents,
presentation or multimedia files.

In this section, you will know how to:

View all attachments of a page.
¢ Add an attachment.
¢ Delete an attachment.

» Download an attachment.
View all attachments of a page

1. Open the page you want to view attachments.
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2. Click Attachment(s) link from the Page info at the bottom right corner of the opening page.

Added by john at Mov 24, 2011 6:10 PM - Last modified by john at Mov 24, 2011 §:22 PM (View Change)
| 2 Attachment(s)-|5 Revisions

Add an attachment to a page

There are two ways to add an attachment to a page:

The first way

In this way, you need to use the attachment pane at the bottom of the page.
1. Click the Upload New File field. The upload window will appear.

2. Select a file from your local device and click the Open button. The file will be uploaded
automatically then.

The second way

In this way, you need to use the WYSIWYG editor (Rich Text editor).

1. Select a page to which you want to add an attachment.

2. Select Edit at the Page Control area. For more details, see the Edit a page section.

3. Select the Rich Text editor on the page toolbar.

|=| Rich Text |4 Preview (&) Help

4, Click
=2 Link

on the toolbar of the Rich Text editor, then select Attached File... from the drop-down menu.

= Source Editor > Preview

== Link 4% Image | Table & Macro

T IC (EEEE | [

#— F—

B Wiki Page... | EE

Attached File...

New Features for a Better User Experienc
Inliin  Web Page...

Lasi  Email Address... |.0, we released a new way to edit and publish cc

eXo Platform 3.5 will offer an improved in-line editing experience. With this ne
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The Link form is displayed as below.

2 Link 4

Select the image to insert

Current page All pages

[11]

W i LA

i €
O =

avanrni

© Upload new file <= Double click to upload new file

# DavidKlein_Brading_Designer.jpg
# FernandoFelipe_-_Human_Resource_Manager.jpg

Select

5. Select a file to upload by doing one of two following cases:

e Upload a new file from your local device:

i. Double-click Upload new file or click Upload new file --> Select in the Current page or All

pages tab.

ii. Click Browse to select a file from your local device, then click Upload.

» Select an existing file: Double-click it or click it, then click Select in the Current page or All

pages tab.

The form to edit the link parameters appears.
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2 Link b4

Edit link parameters

Label (Required)

Twvpe the label of the created link,

Feature table

Tooltip

Feature table

U open In New Window
Check this bax to have the link opened in & new window or 8 new tab,

depending on your browser.

Previous | | Create Link

6. Edit the link parameters by typing the label and the tooltip for the link.

7. Click Create Link to commit.

The uploaded file will be in the undefined link format. By clicking this link, you can create a new
page.

Note

If you click Upload new file in the All pages tab, it means that the attachment is added
to all pages.

Delete an attachment
To delete an attachment, just click
corresponding to the attachment.

Download an attachment

To download an attachment, just click the name of the attached file.
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Link to an inserted image

1. Click
|ﬁ Image

on the text editor, then click Insert Image...

2= Link j Table & Macro
B 7 U a === (= |EE|9
|_ Insert Image... IT":CﬁEk i

2. Select an inserted image of the current page or click the All Pages tab to select an image
attached to another page in the space.

3. Click Insert Image.

Use the WYSIWYG Editor

WYSIWYG stands for What You See Is What You Get. You can switch between the Source
and WYSIWYG editors at any time by clicking

|=| Rich Text | Preview (@) Help

or

= Source Editor

In the Source editor, which is selected by default when you edit a page, you have to use the
wiki markup language for text formatting, while the WYSIWYG editor enables the contents to be
appeared during editing that is very similar to the published result. Thanks to available tools on
this editor, you can format your content visually without using Wiki markups.

== Link % Image % Table » Macro

— a—
#—_ 3

B 7 U sty X, ¥ E= =

ki
"
¥
U]

) F'ErtaxtE Helwetica |Z| Bpt |Z| 11 abr

Note

If the final result is not similar to what you wish when editing a page by the WYSIWYG
editor, you can go back to the Source editor and use Wiki markups to edit the content.

To learn how to use the WYSIWYG editor, you can refer to these guides.

e Admin guide [http://platform.xwiki.org/xwiki/bin/view/AdminGuide/WysiwygEditor]

« User guide [http://platform.xwiki.org/xwiki/bin/view/Features/WysiwygEditor]
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Syntax Help

Syntax Help

If you do not know how to use a syntax, you can use the Syntax Help
function. The Syntax Help is displayed by clicking
© e

from the page toolbar. When being clicked, a lateral pane slides beside the
editing area will show all the information of the most common syntaxes.

The lateral pane can be hidden by clicking
@
in the upper right corner or by clicking
'f'f';' Help
again.
You can click

at the bottom of short Help Tips form to view the full help.

Work with Macros

Using a macro, you can apply extra formatting, functionality and customization to your content.
You can easily add macro tags by using the Rich Text editor.

1. Click Rich Text to open the rich text editor.

2. Click Macros, then select Insert Macros... from the drop-down menu.

== Link % Image 7 Table & Macro

B 7 U st X x¥* E = = E & Insert Macro... |l Pe rtextE Helvetics
New Features for a Better User Experienc % Refresh
Inline editing
Last year, in eXo Platform 3.0, we released a lish content in the context ¢
eXo Platform 3.5 will offer an improved in-line this new feature, you can e

fwhich is useful for more complex edits) means faster content updates:

The Insert Macros form appears.
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+3 Insert Macro x

Select a macro

: All Macros - |F Type to fiter
F
Previously Inserted Macros I
Categories fink, user can go to its position
Content Macro E
Formatting ™ rategories
Mavigation
Draw a box around provided content.
Chilren
Display children and descendants of a specific page
Code
Highlights code snippets of various programming languages
Color
Decorare text with color
Select

The macros are classified into different categories: Content, Formatting, Navigation.

3. Select a macro category.

4. Select your desired macro from the selected categories list and then click the Select button;
or double-click it. For example, if you select the Box macro, you are redirected to the Macro
Parameters form.
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213 Insert Macro x

Macro: Box

Draw & box around provided content. -

CssClass

A CE5 class ro a0d ro the box element

Image

The reference ro the image to display in the message box

Title

The title which is to be displayved in the message box

width

An optional width for the box, expressed in px or% -
Previous Insert Macro

5. Enter parameters into the corresponding fields for your selected macro. Click Insert Macro to
perform your macro insertion; Or, click Previous to return to initial Insert Macro form.

The following table describes specific functions of common macros.

Macro Function

Excerpt Create additional information for the current
page and it can be set to "hidden" in the current
page, but displayed to add more information as
the summary about the page when it is used
with the Page Tree macro.

Include Page Include the content of another page in the
current page.

Box Draw a box around the provided content.

Color Change the text color.

Decorate text with colo
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Function

Code Highlight code snippets of various
programming languages.

public interface OrganizationService
{
J,l"s'e:'e
# This method return an UserHandler ohjec
the user
# ppeation such create, update |, detele | fi
* @see UserHandler
public UssrHandler getUserHandler);

Error Message Display an error message note.
Float Allow a content to ‘float’ on the left or the right.
Allow content to float to the le
Info Message Display an info message.
i Displays zn info message note,
NoFormat Keep the content displayed when you type.
h3. Goals

* Bespond to market pressure on
* Giwve content control to porta
* deploys _Wiki portlet

Note Message Display a note message.
i, Displays a note message.
Panel Embrace a block of text within a fully
customizable panel.

Panel header

The content to put in the panel
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Macro Function

Table Inset a table.

Table cell Insert a table cell.

Table row Insert a table row.

Tip Message Display a tip message block.

@ Displays = tip message,

Warning Message

Display a warning message block.

1]
Anchor Create an anchor for the selected contents.
Children Display the children and descendants of a

specific page in the current page.
» eXoPlatform
s Customer
Summary customer page

Page Tree Display the hierarchy of a page in the current

page.

= eXo Platform
Portal Team EXe€ rp

= Customer

Summary customer page

Red Hat

Related Pages

Render the related pages of the current page.

Table of Content

Generate a table of content for the current
page.
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Function

Section & Column Using the Section and Column macros allows
you to write the content in the columns in the
section.

Section & Column macrc

Colurn 1 Column 2

content content
Panel header Panel he
The caontent to putin the The conte
panel panel

Work with page versions

When editing the content of a page, Wiki will automatically create a version of that page after it
is saved. Thanks to the page versions, you can make changes to the page safely and rollback to
an earlier version without worrying about messing things up.

In the Page History view, you can see all versions of a page.

Each version includes the following information:
* Revision numbers.

» Author making changes.

« Date and time when changes are made.

o Summary (if any).

In the Page History page, you can:

* View versions of a page.

« Compare page versions.

» Restore a page version to the current version.
Note

All functions, including viewing, comparing and restoring, can also be done by clicking
the Revisions link at the Page Info bar. One pop-up pane appears right under this bar,
allowing you to do the same steps as described below.
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View versions of a page

To view a specific version of a page, just click a version number in the Page History page. The
selected version of that page will be displayed.

You are viewing an old wversion of this page. View the current version.

Compare with Current | Restore This Version | View Page History
1 2 3

Prew Version 2 Mext

At a version of the page, you can do the following actions:

Item Description

1 Compare the current version with the selected
one.
7 Replace the current version with the selected
version.
3 Go to the Page History page.
Prev View content of the previous version.
Next View content of the next version.

Compare page versions

Wiki tracks histories of changes to pages by maintaining a version of the
page each time it is modified. To compare two versions, select two checkboxes
corresponding to each relevant version, then click

Compare Selected

Page History

Compare Selected

Revision Date Author Summary
OJ CURRENT {v. 7) Mov 24, 2011 6:33 PM jehn
[+ v. 6 Mov 24, 2011 6:33 PM john
[+ V.5 Mov 24, 2011 6:22 PM john
| V.4 Mov 24, 2011 619 PM dema
= - e L ST e T .

A page which shows the changes between these two versions will be displayed.
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Jarsion 5 by john Version 6 by john Ky

n Nov 24, 2011 622 PM Compared With on Mov 24, 2011 623 PM FHis e FerEe
This werd-was remo
added.

This line was added.

== Changesfrom4to s ChangesfromGlo T ==

anges (1) View Page Hislor

Javidiclein Brading DesignerfpgiewNew Features for 3 Better User Experience®

iline editing®

15t year, in eXo Platform 3.0, we released a new way to edit and publish content in the context of a website. This was a major step forward in term of usability but also a great
praduct reliability.

(o Platform 3.5 will offer an improved in-line editing experience. With thiz new feature, you can edit a specific indmdual content item then submitit. That's all. For simple edits
direction to the Content Editor (which is useful for more complex edits) means faster content updates:

tp-dipaillereau.com/logiwp-contentiuploads 20111 blog1.pngh
suble-click on the text you wish 1o change; edit, save and you're done

hat would be the advantage of in-line editing if you still needed to go 1o the Content Editor to push your changes live? We therefore added a new aclion to allow content public
id, It's Tully dynamic and relies on the existing content publication workflow, Only users with publisher rights will see the publish button while making indine edits o content

tp-fipaillereau.com/logiwp-contentiuploadsr201110blog2 pngh

The changes between two versions will be marked with colors:
« Words/lines which are red-highlighted with strike-throughs indicate that they were removed.

» Wordsl/lines highlighted in green indicate that they were added.

Note

Only two revisions can be selected at one time.

Restore a page version to the current version

When you notice that there are changes in the current page version that you are not satisfied, you
can rollback to an older version of that page quickly.

To restore an older version, click
Restore

corresponding to your desired version in the Page History page.

Note

Restoring an older version will create a copy of that version. For example, if the [current
version (v.15)] is restored to the [older version (v.10)], Wiki will create a new version (v.16)
containing contents of v.10. The version v.16 will become the current version.

Work with Spaces

Wiki provides permanent bookmarkable URLs to all wiki pages. Wiki will resolve wiki pages by
inspecting the URL used to call it and outputting links as clean URLs in the following form:
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http://hostname/$SCONTAINER/$SITE/$SNAV_URI/[$OWNER_TYPE/$OWNER]/
$WIKI_PAGE_URI

Item Description

$CONTAINERS$ The portal container.

$SITE The portal site (e.g,'classic’).

$NAV_URI The URI of navigation bound to a page
containing the Wiki portlet.

$OWNER_TYPE May be 'group' or 'user'.

$OWNER The wiki owner which can be name of user or
of group.

SWIKI_PAGE_URI The URI inferred automatically from the wiki
page name.

Any wiki page should be accessed by a friendly URL, for example:

» Portal wiki URL: http://hostname/portal/classic/*wiki/eXo+Wiki+Specification.

* Group wiki URL: http://hostname/portal/classic/*wiki/group/platform/Administrators/
Admin+Guide.
» Personal wiki page URL: http://hostname/portal/classic/*wiki/user/john/Sandbox.

Search
In Wiki, you can search spaces, or pages in a space and attached files. There are two types of

search in Wiki:

¢ Quick Search

« Advanced Search

Quick Search

1. Enter a key word in the search box.
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Crocuments Members Wiki
Browse - wikil
|=] Wiki Home
'
|=] Wiki Home
|=] Wiki Home

|=] Seach for ‘wiki’

2. Select your desired page or space from the drop-down menu. You will be redirected to the
selected page or space.

Advanced Search

The Advanced Search function allows you to search with a key word in a specific space. This
mode helps you limit the search results.

1. Enter a key term into the search box and hit the Enter key.
If the results are matched with the key word, the search results are displayed like the illustration

below.

wiki Search
Space [spaces/exo_evo |E|
Showing 1 -1 of 1 for wiki

=]

__system text/plain UTF-8 {tip} Welcome to Wiki Home of /spaces/exo_evolution group. * See *[Sandbox ..

group wiki:
Created: Sep 20, 2011 5:21 PM - Last Modified: Sep 20, 2011 5:21 PM

If no results matched with the key words, the search screen informs "there is no search result...!"

2. Click

w

to select a space from the drop-down menu to define a scale where to search for the entered word.

3. Click Search.
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Wiki Administration

Note

This section is for administrators only.

The administrator has the highest right in Wiki. The administrator can delete a page, change the
space settings, set the edit permission for users, and more.

Set up space settings

For each space, you can manage page templates and change the syntax used.

Access the Space Settings page

1. Open a Wiki space.

2. Click Browse, then select Space Settings.

Browse - Search (]

Space Settings

The Space Settings page appear.

up  ISpacesiExo_evolulion  Wiki Home » About » &Xo Plafform new featuras » Space Selling
w Owner View Pages Edit Pages Admin Pages Admin Space
mplate manager in Exo_svolution =] ] | &
fntax (managerlspacesfexo_svolution) ’

* in Exo_evolution

(*/spacesiexo_sevolulion) i . = O

any M O O O

(any)

L & X fchd
Save
Now you can:

« Manage permissions on spaces and pages.
« Manage a page template.

* Set up wiki syntax.
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Manage Permissions

Wiki gives you the choice to make a space or an individual page to be open or restricted to specific
users, groups or memberships. There are two levels of permissions in Wiki: Space Permissions
and Page Permissions.

Space Permissions

Each space may have its own permissions. Space permissions determine which actions a user
can do within the space. A permission can be assigned to any users, groups or memberships.

To change the space permission, open a space, click Browse and select Space Settings from
the drop-down list. Clik Permission in the Space Settings page that appears.

pacesExo_sevolution » Wiki Home » About » eXo Plafform new features » Space Selling

Owner View Pages Edit Pages Admin Pages
manager in Exo_evolution | | =
(managerispacesiexo_svolution) '
* in Exo_evolution

R . i 2| |
(*/spacesiexo_savalulion)
any M O O
(any)

2 & X Add

* Save

Select User/Group/Membership to add

There are some permissions to a space as follows:

Permission Description

View Pages Specify who can view and watch pages of this
space, its attachments and history.

Edit Pages Specify who can edit pages of this space.

Admin Pages Specify who have the administration rights on
this space.

Admin Space Specify who can administrate the space

permissions and settings

In the Space Permissions form, you can add or remove the space permissions of the users,
groups and memberships.

Add space permissions

In the Space Permissions form, you can add permissions for individual users, groups of users
or memberships.
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1. Click

to assign permissions to a user, a group or a membership respectively.

The form to select the user, the group and the membership appears.

2. Select a user, a group or a membership, then click Add.

3. Click the plus icon to add the selectors to the Owner tab in the Space Permissions form.
4. Click the checkboxes corresponding to each permission you want to assign to the selectors.

5. Click Save to commit.
Note

View, Edit, Admin Pages permissions are applied by default to any pages of the space
unless specific page permissions are set. The super user has all permissions implicitly.

Delete space permissions

To delete the permissions of a user, group or a
membership in a space, just click

corresponding to a user/a group or a membership in the Space Permissions form.

Page Permissions

The Page Permissions allows you to set the view and edit permissions for a specific page of
a space.

1. Open a page of the space that you want to set the permissions.

2. Click More and select Page Permissions from the drop-down menu.

[#5]
o
w
L]
=

Browse -

# Edit  Add Page = More

& Page Permissions
> Watch

i Page Info

The Page Permissions form appears.
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Page Permissions

Owner View Pages Edit Pages
manager in Exo_evolution i 7
(manager./spaces/exo_evalution)
*in Exo_evolution )| 7
(*Ispaces/exo_evolution)
any IE D
(any)

g Add

Save Close

Pages are viewable/editable according to the space permission. On each page, a user with the
Admin Pages permission will be able to override the view and edit permissions on this specific

page.

A Page Permissions action appears in the page action menu when the user has the Admin

Pages permission.

You can add and delete the View Pages Permission or the Edit Pages Permissions for the
page. Do the same as Add space permissions and Delete space permissions .

Manage a page template

When adding a new page, you are not required to write the content from scratch. You can start
by selecting a page template which is actually a Wiki page with predefined contents.

Inthe Space Settings form, select the Template tab, and the form to manage templates appears.

Permission 1 Saarch

Syntax Template Title Description
Twio-Column Layout Global
Thrae-Column Layout Global
Stalus Mealing Global
HOW-TO Guide Glabal
Leave Planning Global

Details:
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Item Description

i Search for a template.
3 Create a new template.
3 Edit a template.

" Delete a template.

Search for a template

This feature allows you to find your desired template quickly from the existing list as follows:
1. Input a word included in the title of your desired template in the Search textbox.

2. Press the Enter key; Or click the Search button next to the textbox to start your search.

All matching results which contain your entered search term are displayed right below the textbox.

Note

The Search function is only performed by the template titles, and you must enter a
complete word into the Search textbox. For example, to find the template whose title
contains "daily report", you can input "report" rather than "repo”, or "daily" rather "ly".

Create a new template

1. Click Add more... in the Spage Settings page and the sample template form appears.

Sample Template Title...

Description...

O Preview (@) Help

2. Add the title for the template.
3. Write the description in the Description....
4. Write the content for the template.

5. Select the Syntax to write the content.
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6. Click Save Template at the Page Control area. A message will inform your successful template
creation.

Edit a template

1. Click the Edit icon corresponding to the template you want to edit.
2. Change the title, the description, the content as you want.

3. Click Save Template at the Page Control area.

Delete a template

1. Click

|

corresponding to the template you want to delete.
2. Click OK in the pop-up confirmation message.
Set up the wiki syntax

By setting up the Wiki syntax, you can select the default syntax or use another one while writing
a document.

1. Click Syntax in the Space Settings page.

oup : SSpaces/Exo_evolution » Wiki Home » Space Setting
'ermission Default Syntax Confluence 1.0 |E|
emplate o XWiki 1.0
Allow ugers 1o select other syntaxes | os
e
Creale 1.0
MMediaWiki 1.0
JSPWiki 1.0
TWiki 1.0

2. Click the Default Syntax box and select a syntax from the drop-down menu. This syntax is set
as the default for your document.

In case you want to use another syntax, tick the "Allow user to select other syntaxes" checkbox.

Note

It is highly recommended that you should use such simple xyntaxes, such as XWiki 2.0,
or Confluence 1.0.
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Build a forum

The section provides you a guide to use all Forum features or to configure the Forum portlet to
make it work in your desired manner.

In Forum, the role of each user group is clear and very important. Each role has a set of tasks that
they can execute. Administrators and moderators are responsible for setting up and maintaining
Forum. With the highest rights, the administrators are in charge of the entire management
tasks, including form configurations, users management, permissions, categories, forums, topics,
and messages. With sub-sets of administrative permissions, the moderators will manage the
respective sub-sets of the forum.

The user interface will indicate which features are available to you, based on your role.

» As aregular user, you will have the User bar and Action bar with the basic actions.

&—— User bar

descriptive summary.

Action bar ——| % watch £

7 " Ratin
5 0
« As a moderator, you will have the User bar and Action bar with a sub-set of certain capabilities.
ome + spaces » eX¥o Software Search:
Setbtngs Bookmarks Private M

4

 Software he User bar

Start Topic

ic in forum eXo Software The Action bar ————1 O Watch &5 Bookmark [0 RS55 4 More Actions - . Saarch this Foru
Topic - & Rating - Last Posts Replies

Thi= forum is emply.

» As an administrator, you will have the Administration bar which is basically the User bar with
more administrative actions. You also see the Action bar with the advanced actions on forums
and categories. Most of management tasks are shown via these bars.
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& Users | I Administration = [@® Settings Bookmarks |<._ Forum Administrator bar Private Me:
dustry News
—, Forum Action bar
. Start Topic |
pic in forum Industry News e Watch BT Bookmark [ RSS J® More Achions - . Search this Farun
Topic 7 4+ Hating -  LastPosts -

—  Joln the Code Fest changllege!?

— ack Maller

To have an overall look of actions which users of each role can do in the Forum application, see
the following table:

Features Description AdministratoModerator Owner Regular Guest

user

View details  View v " v ' W'

of Forum categories,
forums, and
many
another
information.

Subscribe I?rowde the v v v v v
to RSS link to

feeds Forum for
easy
sharing.

Attach a file Upload v " v v W

attachments
to a topic/
post,
preview

and
download
attachments.

Search Do the v v v v v

simple and
advanced
search.

Bookmark  Bookmark v v v v %
category,

forum,
topic.

Add a post  Post reply, v v v v b 4

quote,
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Features

Description AdministratoModerator

Owner

Regular
user

Guest

private
post, quick
reply.

Edit a post

Edit post, v v

guote and
private
post.

Delete a
post

Add a topic

Edit a topic

Delete a
topic

Delete post v v
inside

specific

topic.

Start a new v v

topic.

Edit topic in " "

a specific
forum.

Delete topic v v

inside a
specific
forum.

Lock/
Unlock a
topic

Lock/ Hr Hr
Unlock

topics
inside a
specific
forum.

Add a poll &
Vote

Add a poll v v

to topic and
vote poll.

Rate a topic

Add a tag

Private
message

Evaluate a v v
topic by

rating star.

Create new 'ﬁ" 'ﬁ"

tags and
tag a topic.

Send or v v

receive
private
messages.
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Features

Description AdministratoModerator

Regular
user

Guest

Watch

User
Settings

Stick/
unstick a
topic

Subscribe v v

to
categories,
forums,
topics to
receive
notification
mails of
new posts
or topics.

Change v v

profile
settings,
personal
forum
settings.

unstick
topics
inside a
specific
forum.

Lock/
unlock a
topic

Close/open v v

topic inside
a specific
forum.

Split a topic

Divide one v v

topic  into
two
separate
topics.

Merge
topics

Manage a
poll

Combine v v

two or more
topics into
one.

Create, v v

edit, delete,
close and
reopen
polls.
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Features

Description AdministratoModerator

Owner

Regular
user

Guest

Move a
topic/post

Move one v v
topic/post
from a

forum/topic
to the other
forum/topic.

Approve a Change v v
topic/post  new topics/

posts from

pending

status  to

normal

status  so

that guest,

normal user

can view.
Uncensor a Allow a " "
post topic which

has

censored

content to

be

displayed.
Show/hide  Allow posts v v
a post to be

shown/

hidden.
Manage Manage all v v
pending topics/
tasks posts

waiting for

moderation

in one

place.
Manage a $ddisagption v v
watch (watch).

Edit and

delete

subscribed

email.
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Features

Description AdministratoModerator

Regular
user

Guest

Ban a user

Add a
forum

Edit a forum

Delete a
forum

Lock a
forum

Unlock a
forum

Ban users
from
accessing
specific
forums or
categories

Add a new
forum to
a specific
category.

Change the
title,
description,
moderator,
permissions
of a forum.
However,
moderators
cannot set
moderators
for a forum.

Delete
forums from
a specific
category.

Lock a
forum so
that it can
be viewed
only.

Unlock a
locked
forum that
allow doing
basic action
on
unlocked
forum.

Close/open
a forum

Close/open
a forum.
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Features Description AdministratoModerator Owner Regular Guest

user

Closed
forum are
still
manageable
by
administrator
and
moderators.

Move a Move forum v % b b %

forum from one
category to
the  other
category.

Export a Export a _ ., v b 4 P4 *

forum forum in the
format of a
.zip or .xml
file.

Import a Import a v % % % %

forum forum from
.zip/.xml file
into the
Forum
application.

Add a Add a new v % s s %

category category.

Edit a Edit a v % % % %

category category
and change
properties.

Export a Export v % % % e

category categories
in the
format of a
s.zip or .xml
file.

Import a Import v % e e e

category categories
from .zip/
xml file into
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Features

Description AdministratoModerator

Owner

Regular
user

Guest

Delete a
category

Administrate
Sorting

the Forum
application.

Delete a v %
category

and all

forum,

topic, post

inside it.

Sort w 3
forums,

topics

according

to specific

conditions.

Administrate
Censor

Customize
the
notification
template

Customize
BBCode

Define v %
keywords

that will be
censored in
forum.

Define the " x

content of
the
notification
mails.

Add, edit v %

and delete
the
BBCode
tags used in
writing
posts/
topics.

Add a topic
type

Add topic v a2
types that

help users
easily know
what topics
are about at
a glance .
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Features Description AdministratoModerator Owner Regular Guest
user
Set up Set up
auto- auto- L2 X X X X
pruning pruning to
clean a
large
amount of
obsolete
and
inactivate
topics
based on
criteria.
Ban IPs Ban IPs on
the whole L2 L2 X X X
Forum
application
(only
administrators)
and on only
specific
forums
(both
administrators
and
moderators).
Manage Manage
users user's L2 X X X X
profile,
promote
users, ban
users, view
topic and
post of
a specific
user.
Note

Owners are those posting questions or answers. Actually, they are regular users but can
perform some extra actions on their posts and topics.
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Administrator

With the highest rights, administrators are in charge of the entire management tasks, including
configuring and customizing the Forum porlet, backing up data, managing users and granting
permissions, managing categories and forums. Administrator has the global role.

Set up the Forum portlet

After adding the application to your Space, you have to configure the portlet settings to make it
work in your desired way.

1. Click

o

--> Portal --> Pages.

John Smith & A

Users 3 -
Applications B
Content 3
Pages Portal »
Sites ‘{b Administration » -
Croup Sites IDE
The Page Manager page will be displayed.
i Site Name Type | portal =l o
age Id Title Access Permission Edit Permission
ortal;sintranet;  spaces Spaces [*:/platformfusers] manager:/platform/admanistrators
ortal: sintranet: invitationSpace Invitation Space [=:/platform/fusars] manager:/platform/admanistrators
ortal: tintranet: . pendingSpace Pending Space [*:/platformjusers] manager:/platform/admenistrators
artal;sintranet; ; publicSpace Public Spaces [=:/platformiusers] manager:/platform/admanistrators
artal: sirtranet: forum Farum [*:/platform/usars) = /platform/adminstrators
ortal; intranet: : mai Hail [=:/platform/users) = :/platform/administrators
ortal: :intranet: .cabendar Cabendar [:/platform/users] = /platform/adminestrators
ortal: sintranet: :contact Contact [=:/platform/users) = /platform/adminstrators
artal: sintranet: :doecuments documents [*:/platform users] = :fplatform/adminstrators
artal: sintranet: :detad Deatail [Ewveryone) = iplatfarm/administrators
artal: -acme: overview Owerview [Everyone) editor: /platform/web-contributors
ortal: :acme: :news News [Everyone] editor: /platform/web-contributors
artal: -acme: :products Products [Everyone] editor: /platform/web-contributors
- —— P — SR PP S S S —

Add New Page
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Click

that corresponds to the Forum page in the pages list.

* Page Editor

Portlet i

Applications

Administration

3. Hover your cursor over the Forum portlet, then
click

4

in the quick toolbar.

The settings form allows you to configure the Forum portlet in various aspects.

Edit Mode Window Settings Select Icon Decoration Themes Access Permission

Scoping Panels Options

Select categories of forums shown.:
= M: | General Discussion
M | Industry News
M| | caffeine Lounge
M| | Introduce Yourself
M: | Mobile development
M: | eXo FC
M: | spaces

Close
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Specify the category scoping

In the Scoping tab, you can show/hide categories and forums in the Forum portlet by selecting
or deselecting their respective checkboxes.

Enable/Disable Forum components

In the Panels tab, you can enable/disable some components in the Forum portlet.

Simply select/deselect checkboxes of the components that you want to enable or disable.

Edit Mode Window Settings Select Icon Decoration Themes Access Permission

Scoping Panels Options
Select panels that vou want to enable.:

Show Forum Jump
Show Pall
Moderators

Show Quick Reply
Show Icons Legend
Show Rules

Show Statistics

NEAENRNEEE

Close

The following components can be enabled/disabled:

Show Forum Jump
* Show Poll

* Moderators

* Show Quick Reply

e Show Icons Legend
* Show Rules

* Show Forum Statistics
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} | Start Topic |

——————— moderator panel

loderators(3) - Rulas

hin S=ith, Mary William s, David Klein Tou can creats wolcs.
¥ou can post replies,
¥ou can post attachmants.
¥ou can edit your posts
rules panel

Hot with unread posts Hot &nd all read Has unread posts ooty Al read A% Topicis locked g Topicis closed

forum jump panel
Jusp T 0 _avalkation

icon lagends panel

Forum Statistics:

What's Going on?

Maximum number of online users was : 3, at Thu,Mov 17,2011, 07:49 AM
Online Users : Mary Williams, John Smith, anh nguyen

dilly Forums Statistics

Total Topics: 22, Total Posts: 42, Total Members: 6, Active Members: 4
Welcome: anh nguyen

Enable/Disable a bookmarkable Forum URL

Before doing this function, you first need to have a knowledge of Ajax. Ajax (Asynchronous
JavaScript and XML) is used in the Forum application, aiming at updating a whole webpage or
a part of the webpage.
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Edit Mode Window Settings Select Icon Decoration Themes Access Permission
Scoping Panels Options
Options:

Use Ajax (not recommended for Search Engine indexing)

Save

Close

This feature defines how the links are generated in the Forum portlet. You can select to use Ajax
or not.

« By not using Ajax, the Forum will generate plain URLs in the links. The added benefit will be
bookmarkability and better SEO as the links will be permalinks.

 Using Ajax, the links will be Javascript based and generate Ajax calls. This makes your browsing
faster because the whole page is not reloaded.

Manage categories

Only administrators can do categories-related management tasks. To manage forums better, the
administrators usually build a good forum structure using categories. So, a category is a set of
forums containing all discussions about the same subject. See the following diagram to learn
about one typical Forum structure.
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Forum portlet

Forum Category 1

Forum 1 Forum 2

_Tupic 1 |

(post 1)(post 2 )(post # )

Forum Category #

1
Forum # || Forum #

Add a new category

Only when you are assigned as an administrator, you can do this function. Normally, one
category is created as public and it allows everyone to access without any restrictions. Meanwhile,
one restricted category only allows specific users/groups/memberships to access. Also, you can
assign moderators to your category and specify a set of permissions for members in the category.

1. Click
¢ © Add Category

on the Forum Administration bar. The Category form will be displayed.
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Category

Category Permissions
Title Manager zone

Order |,

Restricted Audience

Description |For Forum Administrators and Moderators
anly

Save Cancel

2. Enter the category title into the Title field which is required. (Special characters are accepted).

In the Category tab, optionally you can also:
» Enter the order of category in the numeric format into the Order field.
« Give a brief description for your category into the Description field.

» Make the created category restricted by limiting the number of audiences via one of the following
ways:

The first way

Enter names of users/groups/memberships that can access this category into the Restricted
Audience textbox. The different values are separated by commas.

The second way

Use selectors next to the Restricted audience textbox.

i Click
(et}

to select a specific user from the groups list.

ii. Click
3y

e

to select all users with the specific membership in a group.
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iii.
T
to select a group of users.

Optionally, select the Permissions tab to specify the category permissions.

Category

Category Permissions

Moderators |mary

Who can start topics?

Who can post?

Who can only view posts?

« Do the same ways as setting the "Restricted audiences" of a category.

3. Click Save to finish.

Edit a category

1. Select a category to edit from the Forum
then

¢ & Manage Category =

on the Action bar when you are in the categories list.
2. Click Edit from the drop-down menu.
3. Make changes on the category properties.

4. Click Save to save your changes.
Delete a category

1. Select a category to delete from the
homepage, then

Click

homepage,
click

Forum
click
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¢ & Manage Category ~

on the Action bar.
2. Click Delete from the drop-down menu.

3. Click OK in the confirmation message.

Note

When a category is removed, all its forums are also removed.
Manage forums

Add a new forum

When creating a new forum, you can also configure the forum notification settings and specify the
permissions for members in that forum.

Add a new forum to a specific category

1. Go into the category to which you want to add new forum.

2. Click
[+] . Add Forum
on Forum Administration bar or click

¢ & Manage Category =

on the Action bar and select Add Forum.

O® Watch 2 Bookmark [[] RSS (| Search this category ~ | & Manage Cate

Last Posts 1] Edit

T 4t
] ICS source code 's out i, Export For

by Mary Willliams (2 hours ago) ~, Import For
] New SDK released 1€ Delete
by Mary Williams (22 hours ago) ® Watches
] eXo apps for Windows Phone released
by Jack Miller (22 hours ago) -E

& Edit

3. Enter the forum title which is required and description in the corresponding fields in the Forum
form. The forum title must be less than 50 charaters.
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Forum

Add Forum to Category:

Add Forum Moderation COptions Permissions

Title Industry Mews|
Order [
S5tate | gpen

Status | yniocked

Description

Save Cancel

4., Click Save to finish.

The administrators and moderators of a forum may want to get updated of what is new in forums
under their management. This can be done when creating a new forum.

Configure the moderation settings

When creating a forum, you can set moderation-related options as follows:

1. Select the Moderation Options tab in the Forum form.

2. Do actions in the relevant fields.
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Forum

Add Forum to Category: |,

Add Forum Moderation Options

Moderators mary

Auto-fill the moderator's ¥
email

Email addresses to notify
when there is 3 new post

Email addresses to notify
when there is 3 new topic

Moderate Topics [

Save

Details:

Permissions

Cancel

Field Description

Moderators

The username of the moderators.

Auto-fill the moderator's email

Check this option if you want the moderator's
email is auto-filled. The email address will be
taken from in moderator profile.

Email addresses to notify when there is a
new post

Enter the list of email addresses which will get
the natification if any new post is created. This
field will be filled automactically if the Auto-fill
the moderator's email is checked.

Email addresses to notify when there is a
new topic

Moderate Topics

Enter the list of email addresses which will get
the notification if any new topic is created.This
field will be filled automactically if the Auto-fill
the moderator's email is checked .

By default, new topics must be always
approved and visible to everyone. If this option
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Description

is selected, new topics will be pending for
approval before being viewable.

Delete a forum

Only administrators can perform this action. When a forum is removed, all of its topics will then

be deleted.
1. Go into the forum you want to remove.

2.

#° More Actions ~

on the Action bar, then select Delete from the drop-down menu.

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

Manage users

To take this

.'ﬁ. Users

action,

on the Forum Administrator bar. The User Management form will be displayed.

User Management

Username User Title
root Administrator
john Administrator
mary Moderator
james User

demo User

Close

Search:
Forum Fole Banned
administrator false
administrator  false
moderator false
user false
user false

Total pages: 2 «

Now, you can search for specific users to edit their profiles or remove them from Forum.

Click

click

Action
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Promote a user

The administrator can edit profiles of members and promote any user to an administrator or a

moderator.

1

.'ﬁ. Users

on the Action bar. The User Management form will be displayed.

2.

=

Click

Click

corresponding to the user you want to promote. The profile of this user will be displayed right

below the users list.

Profile Settings Ban User Topics Posts
Username mary
: Screen Name Mary Williams
~Reset] User Title [poderator
Forum Administrator [

Moderator of Categories

Moderator of Forums

Signature

Display Signature
Display Avatar

General Discussion

Introduce Yourself
Caffeine Lounge
Industry News

If nothing ever changes, there'd be no
butterflies

Save Cancel

To promote the user, you have to edit the Moderator fields in Profile tab.

Field Description

Screen Name

The name displayed in Forum.

User Title
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Field Description

The title representing the role of user, by
default. However, you can enter anything you
want.

Forum Administrator Grant the Administrator role to a selected user
or not. The Administration role of the default
administrator can not be edited in the User
Management form.

Moderator of Categories The list of categories moderated by the
selected user. Click

+

to select a category.

Moderator of Forums The list of forums moderated by the selected
user. Click

a4

to select a forum.

Modify user's forum settings
You can modify the forum settings that users had set in their User settings.

Go to the Settings tab in the User Management form.
Profile Settings Ban User Topics Posts

Time Zone [ (GMT 0:00) Greenwich Mean Time: Dublin, L[ ]
Short Date Format | mmddhyyy (11/232011) (-]

Long Date Format | gee, mmmm dd, yyyy (Wed, November 23, 21 |E|

Time Format | 12_nour (]
Topics Per Page [ E|
Fosts Per Page | qp E|

Show Forum Jump M

Save Cancel

Close
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Now you can modify the forum settings that the selected user has set in their User settings. See
User settings for the detailed descriptions in the User Settings form.

Ban users

There are other methods to ban users from the Forum application or specific forums and
categories. In case you know the username of the user who violated your forum policies, you can
search and ban this user quickly.

In the User Management form, go to the Ban User tab.
Profile Settings Ban User Topics Posts

Banned [
Duration [ 1 pay (11/24/2011 09:41 AN GMT+D [ ]

Reason

Ban Count |

Bans Log
=
Ban Date
Save Cancel
Close
Details:

Field Description

Banned Ban one user or not.

Duration The interval during which the user will be
banned. This field is only edited when you
ban this user in the 'Banned' field. In the ban
duration, the banned user only can view forums
and topics but he/she can not post replies or
send messages.

Reason The reason for banning this user.
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Field Description

Ban Count The ban times of the user.

Bans Log Other log information.

Ban Date The date when the ban takes effect.
See al so

+ Ban IPs for moderators

* Ban IPs for administrators
Administrative tasks
All of administrative tasks can be reached via the

menu that appears after clicking

3| Administration =

on the Forum Administration bar. You can select a desired action from the following drop-down
menu.

5| Administration = Settings
2] Sort Settings
"] Censor Keywords

Motifications

s

BBCodes

~
L

Pruning

=

Topic Types
Banned IPs

Export

= & @ &

Import

In this section, you are going to learn how to perform all of these administrative tasks and
customizations:

e Set up Sort Settings

» Define censored keywords

» Customize email notification template
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e Customize BBCode

¢ Customize the topic types

* Set up Auto-pruning

e Ban IPs

« Back up Category/Forum
Set up Sort Settings

Click
ufn| Administration ¥

on the Forum Administration bar and click Sort Settings from the drop-down menu. The Sort
Settings form opens. Now, you can set properties for how forums and topics are sorted in Forum.

Sort Settings

Sort Forums by | yame
Direction Ascending

Sort Topics by | yame

K11 Kl Kl

Direction Ascending

Save Close

e Sort Forums by: Sort forums by several criteria: hame, order, lock status, creation date,
modification date, topic count, and post count.

 Direction: Sort forums in the Ascending or Descending order.

« Sort Topics by: Sort topics by name, lock status, creation date, modification date, date of last
post, post count, view count, attachments count.

» Direction: Sort topics in the Ascending or Descending order.
Define censored keywords

Censored keywords are those which are specified as
inappropriate in the Forum application. If any topics or
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posts contain censored keywords, they will be hidden until
being verified by Administrators or Moderators. Click

ufn| Administration ¥
on the Forum Administration bar and click Censor Keywords from the drop-down menu. The
Censor Keyword form will be displayed.

Censor Keyword b 4

Censored Keywords: ||

(comma separated)

Save Close

y:
Enter censored keywords in the Censored Keywords field. Keywords are separated by commas.
Customize an email notification template
If there are new posts in the category or topic that a user has watched, the user will receive the
email notification like this.
Ko Intranet][ldeas and Feedbacks]Should activity streams support emoticon?  tabox |x
Patrice Lamarque to anh nguyen show details Mar 18 (6 da
Hint - check the tutarial about activityProcessor in social refguide customizable contents
Jump to post: click here 'L

Posted by patrice_lamarque on 03/17/2011 at 21:10 GMT+0 in “ldeas and Feedbacks™
Post a reply: click here

This message is an aulomatic nofificalion sent from eXo infranel forums. You received if because you are walching new Posts in the forum "ldeas and Feedbacks”
these notifications click here

This section will describe how to create and edit the email templates that can be used to send
notification emails to users.

Click
| Administration

on the Forum Administration bar, and click Notifications from the drop-down menu to open the
Notifications form.
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Motifications

Mew Posts Motification Moved Notification

Add a prefix to [
notifications

Notification Subject | recatEGoRY][sFORUM] STOPIC

Template
Content Notification =] i) B / U:=E===
(s = i=|lg-:8 # 2
Hi,

you receive this email because you registered for the Farum and Topic
Watching notification.

We would like to inform you that there is a new $ADD_TYPE in the
SOBJECT_WATCH_TYPE $OBJECT_MNAME with the following content;

FPOST_CONTENT

At STIME on SDATE, posted by $POSTER .
Go directly to the post: Click here.
r go to reply to the post: Click here,

Save Close

The Notification form consists of two tabs:

« New Post Notification: allow you to customize the template of the notification email when there
is a new post/topic in categories/forums/topics that users are watching.

» Moved Notification: allow you customize the template of the notification email when a category/
forum/topic/post that is being watching is moved to another location.

Details:

* Notification Subject Template: The template for the notification subject.
» Add a prefix to notifications: Tick the checkbox to add a prefix to the email notification.

e Content Notification: The template content of the notification email of new topics/posts that
can be modified with the built-in Editor.

The followings are variables which can be used in the template:

The common variables for both tabs:
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* $VIEWPOST_LINK: Will be replaced by the public link referring to the new topic/post.

* SVIEWPOST_PRIVATE_LINK: Will be replaced by the private link referring to the new topic/
post.

* $REPLYPOST_LINK: Will be replaced by the private link referring to the topic and a form to
reply will be automatically opened.

The variables used in the New Post Notification tab:

+ $OBJECT_WATCH_TYPE: Will be replaced by the watched object type (category/forum/topic).
+ $OBJECT_NAME: Will be replaced by the name of the watched object (category/forum/topic).
« $ADD_TYPE: Will be replaced by the newly added object type (topic/post).

+ $ADD_NAME: Will be replaced by the newly added object name (topic name/post name).

» $POSTER: Will be replaced by the topic/post owner.

» $POST_CONTENT: Will be replaced by the topic/post contents.

* $TIME: Will be replaced by the time when the topic/post was added.

« $DATE: Will be replaced by the date when the topic/post was added.

+ $CATEGORY: Will be replaced by the category name.

* $FORUM: Will be replaced by the forum name.

» $TOPIC: Will be replaced by the topic name.

The variables used in the Moved Notification tab:

* $OBJECT_PARENT_NAME: Will be replaced by the forum name (if moving topics) or the topic
name (if moving posts).

» $OBJECT_PARENT_TYPE: Will be replaced by the type of the moved parent object, such as
forum (if moving topics) or topic (if moving posts).

+ $OBJECT_NAME: Will be replaced by the name of the moved object (topic name/post name).

* $OBJECT_TYPE: Will be replaced by the type of the moved object (topic/post).

These variables are used to load the content dynamically. Thus, you should
not edit them. In case the template is changed unexpectedly, you can
go back to the default template by clicking

3]

You can use the text editor to format the template as you wish.
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Customize a BBCode

By default, there are some default BBCode tags that are initialized via plugins: "[B]",
"1", "[HIGHLIGHT]", "[IMG]", "[CSS]", "[URL]", "[GOTOQ]", "[QUOTE]", "[LEFT]", "[RIGHT]",
"[CENTER]", "[JUSTIFY]", "[SIZE]", "[COLOR]", "[CSS]", "[EMAIL]", "[CODE]", "[LIST]", "[WIKI],
"[SLIDESHARE]".. You can add, edit or delete the BBCode tags.

Click
ws Administration =

on the Forum Administration bar, and click BBCode from the drop-down menu to open the
BBCode Manager form.

BBCode Manager x
TAG Description ActiveEdit/Delete
URL The [url=option] tag allows link to other websites and files .
[ ption] tag ¥ =

(Dption) and usean optional parameter to 'name’ of thislink.

(-]
E]

JUSTIFY The [justify] tag allows aligntment text to justify.

-

%]

B Set text in bold M =

HIGHLIGHT The [highlight] tag allows you to make highlight of your text. 7] = T

I Set text in italic M =W

U Set text in underline 7| =

RIGHT The [right] tag allows aligntment text to right. %] =

EMAIL The [emailfnptinn] tag allnwsllink tc: an e_rna_il address and ¥ = T
(Dption) use an optional parameter to 'name’ of this link. -

Add BBCode Save Close

1 s ¢
Here, you can do the following actions:

+ Add a new BBCode.

Edit a BBCode.

¢ Delete a BBCode.

Activate/Deactivate a BBCode.
Add a new BBCode

1. In the BBCode Manager form, click Add BBCode to open the Add BBCode form.

510



Administrator

2. Input values into the Add BBCode form.

Add BBCode

Tag

Replacement

Description

Example

Use {option}

Details:

Field Description

Tag

Replacement

GOTO

=
o
Lt

«a href="{option}" ={param}< /3>

Allows goto directly to link instead of open a new window or a new tab.

[ooto=http: /fwww . exoplatform.com] Goto this link, [fgoto] = *

2

B

=

(a3

=

(a3

Prewview

s

k
s

Reset Close

This is the text for BBCode, which goes inside
the square bracket.

The HTML codes that replace the user-entered
BBCode.

Description

The brief description about this BBCode tag.

Example

Use {option}

The sample of the BBCode in use.

Show that the new BBCode tag supports option
or not.

Preview dialog

L ]

Preview the rendered BBCodes.

Click this icon to see descriptions of each field.

3. Optionally, click Preview to preview your created BBCode tag.
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4. Click Save to finish or Reset to clear all input fields.

Edit a BBCode

1. Click
—i|
corresponding to the relevant BBCode tag in the BBCode Manager form.
Edit BECode
Tag gy * 3
Replacement | .5 target="_blank' href="{option}"={param}</a = '
4 (3

Deschption | The [url=option] tag allows link to other websites and files and usean optional parameter to
'name’ of thislink,
4 3
Example [URL =http:/fwewew. exoplatform. com]Clidk goto exoplatform # )
website. [JURL] Prewview
A i3
Use {option} (W
Save Reset Close
2. Make changes to the BBCode tag.
3. Click Preview to preview the BBCode tag after being edited, or click Save to finish your changes.
Delete a BBCode
Simply click

corresponding to the BBCode you want to delete in the BBCode Manager form and then select
OK in the confirmation message to accept your deletion.

Activate/Deactivate a BBCode

Any BBCode can be activated/deactivated.
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BBCode Manager Activate/Deactivate BEBCode X

TAG Description ActiveEdit/Delete
URL The [url=option] tag allows link to other websites and files and o = I
(Option) usean optional parameter to 'name’ of thislink. =
JUSTIFY The [justify] tag allows aligntment text to justify. [+ =
« To activate an existing BBCode tag, tick the relevant checkbox.
« To deactivate an existing BBCode tag, simply deselect the relevant checkbox. The entered
BBCode will be displayed as the plain text.
Set up auto-pruning
The pruning allows you to clean a large amount of obsolete and inactivate topics based on criteria.
1. Click
ufn| Administration ¥
on the Forum Administration bar and click Pruning from the drop-down menu to open the Auto
Prune form.
Auto Prune x

Category Forum

General
Discussion

Mobile
development

Maobile
development

Mobile

B e

Introduce
Yourself

Android
Development

i0s

Mmoo e e e

Close

Activel ast Run Action

General T
Discussion

General £ .
Discussion Industry News [ &)

General Caffeine n el -
Discussion Lounge E

4



Chapter 6. Organize Your Know...

2. Click

| '|
Ll

corresponding to the forum you want to set the prune settings.
Prune Settings

The prune function automatically sets old topics as inactive without
deleting them from forums.

Clear topics that have been inactive for ] days E|
Run prune job every 0 days (-]
= Dry Run

0 topics would be pruned.

Save Close

3. Specify the criteria.

4. Click

= Dry Run

to check how many topics will be pruned.
5. Click Save to accept settings.

After setting the prune successfully, the auto-prune will be run automatically on the forum that has
been set to check for the inactivate topics.

Create atopic type

The topic type is the visual indication for other users to know what is topic about at a glance. When
creating new topic, users can select the topic type that they are going to start. The administrator
can define these topic types.
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Topic

@ Sticky: Android development rules - Read before posting!

David Klein

How i can change my avatar? o>
James Davis

Mew Nebula ROM - fast and furious g

Mary William s

Please help! (Perding)
Jack Miller

News
Jack Miller
Click

i Administration ¥

on the Forum Administration bar and click Topic Types from the drop-down menu to open the

Topic Type Manager form.

Topic Type Manager
Icon Type Name
G Forum Annoucement
Al Poll
o Mews
i.'\'-."‘ Im portant
@ Resolved
@' Request
] Discussion

The Topic Type Manager form lists all topic types and allows you to add new topic types,

or delete the existing ones.

Add a topic type

Add Topic Type

= Vi A1 Vi - -

edit
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1. Open the Topic Type form via one of two following ways:

* The first way

Click Add Topic Type inthe Topic Type Management form.

e The second way

Click
+

next to the Type field in the Option tab of the New Topic or Edit Topic form.

(Note that only administrators can see
4
)

2. Enter the topic name in the Type field, then select an icon for this topic type.
Topic Type x

TYP® Hot news

Icon ; - : i
Available icons | B preview and select an icon

» Misc Icons A 8 j)liln_—l@li—ll_—l-t“)@@ € (3§

bl
g

il

¥ Office Icons
¥ Mavigation Icons
¥ Tool Icons

¥ User Icons

Name of the selected icon: Bomb

Save Cancel

| — 4

3. Click Save to accept adding your new topic type.

You will see the new topic type added.
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Topic Type Manager

Icon Type Hame Action

il Poll = 1
=il News = 1l
e Im portant = M
f_: Resolved =
Q Request _cf ﬁ
= Discussion = W
) Hot news ﬁ m

Add Topic Type Close

» To edit the topic type, click

» To delete the topic type, click

m

Ban IPs

Administrators can ban IP addresses used by users who abuse the forum functions or violate the
forum rules and policies. All banned IPs cannot be used to add posts to all forums in the Forum
application. Any user who uses banned IPs to add post, will be recognized as the banned user.
As a result, the banned user can only view and is prevented from most of basic actions to the
forum, such as adding topics, posting, or rating.

Click
w3 Administration -

on the Forum Administration bar, then click Banned IPs from the drop-down menu. The Banned
IPs form opens.
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Banned IPs b 4
Filter:
P
& & & & [Add]
102.168.1.11 [Posts] [x]
102.168.1.25 [Posts] [X]
102.168.4.77 [Posts] [X]
Close +
view posts
4

e To ban an IP, simply enter the IP address into the IP textboxes and click [Add]. All banned IPs
will be listed in the banned IPs table. You can view all posts which are posted from the specific
banned IP or delete them from the banned IPs list.

» Toview all posts submitted from a specific IPs, click the [Posts] link of the respective IPs. These
posts can be viewed and deleted by the administrator.

» To remove banned IPs from the banned IP list, click the [x] icon of the respective IP.
Besides, you can also filter the banned IPs if there are so many banned IPs.

To filter banned IPs, enter a part of the IPs address into filter text box, all IPs matching with filter
term will be displayed.

Back up a category & forum

The Export function is a best way to back up data in the Forum application. This function allows
you to export categories and forums in the Forum application into the .zip or .xml file. When a
category/forum is exported, all its forum, topics, posts and its properties are also exported. The
exported file can be used to import into the Forum application.

Export a category

1. Click

& Administration =

on the Forum Administration bar.

2. Click Export from the drop-down menu to open the Export Categories form.
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Export Categories

— Select Categories

Categories
M General Discussion
MMobile development
Mexo FC

Wspaces

Details:

File Name 1o cuport

Compress

Export Mode O Export All ® Only Categories

Save Cancel

Field Description

File Name

Export All

Only Categories

Enter the name of the exported file.

Check this option to export all data in Forum,
such as all categories, user profiles, and forum
statistics.

Check this option to export the selected
categories only.

3. Select category and enter the file name into the File Name field.

4. Click Save.

Export a forum

This function is used to export forums and all topics inside the Forum application in the .xml or

.zip format.
The first way

1. Go
#° More Actions ~

on the Action bar.

into a forum and click
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2. Click Export Forum from the drop-down menu to open the Export Forums form.

Export Forums b4

File Name s cyport
Compress [

Save Cancel

3. Input the file name to export.

4. Tick the Compress checkbox to export the file into the .zip file or leave it blank to export into
xml file.

5. Click Save to get and store the exported file in your local device.
The second way
1. Go into a category containing the forum you want to export.

2. Click
: & Manage Category =

on the Action bar, then click Export Forums from the drop-down menu.

Export Forums b 4

Select Forums

Forums
W android Development
Mi0S Development

Mwindows Phone Development

File Name 1o auport
Compress [¥]

Save Cancel

3. Select a forum you want to export by ticking the relevant checkbox.
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4. Select the Compress checkbox to export the file in the .zip format or leave it blank to export
in the .xml format.

5. Click Save to get and store the exported file in your local device.
Import a category

1. Click
w3 Administration -

on the Forum Administrator bar, then click Import from the drop-down menu to open the Import
Category form.

Import Category b 4

File Import | Choose File | No file chosen

Save Cancel
&
2. Browse the file to import.
3. Click Save.
Import a forum
1. Go into one category, then click

: & Manage Category =

on the Action bar.

2. Click Import Forum from the drop-down menu.

3. Browse and upload the selected file in the Import Forum form.
4. Click Save to accept importing.

After being imported successfully, the forum and topic data will be displayed properly in the Forum
homepage.

Regular users

This section describes actions that a regular user can perform in the Forum application of eXo
Platform.
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View details of the Forum application

Once clicking Forum on the Administration bar, you will be directed to the Forum homepage.
Here, you can see all categories of forum, all forums of each category, and the number of posts,
and more another information as below.

Home

@ Add Category @ AddForum  JB Users [ Adminsstration =

seneral iscussion

Forums

: 1| Industry News

. Caffeine Lounge
| Introduce Yoursel G

tobile development

Forums

|| Androwd Development &
i0S Development G+

| Windows Phone Development

Mo FC
Farums
1
| Announcement
|
L Activities
paces
Forums

— eXoEvolution o
=0 This space has no deseriptive summary.

' @Xo evolution o
! This space has no descriptive summary.

Vhat's Going on?

[ Settings

Maximum number of online users was : 3, at Thu,Nov 17,2011, 07:49 AM

Online Usera : John Smath, lJames Davia, Mary Williams

gilly Ferums Statistics

Total Topics: 15, Total Posts: 31, Total Members: 5, Active Members: 4

Walcoma: Jack Miller

Mo recent post

Has recent posts (s Forum is locked

&) Forum is closed

Bookmarks

.| Hasunread posts

Search:

_+ Private Mes:

Last Posts

] Join the Code Fest changllege!
by James Daws (15 hours aga)

TlSanSan is a copycal company?
by Mary Wiliams (16 hours aga)

T Hi thera!
by lohn Smith (15 hours ago)

Last Posts

T How to root Samsung Galaxy S 190007
by John Smith (15 hours ago)

T New SDK released
by Mary Willams (16 hours ago)

Ll eXo apps for Windows Phone released
by Jack Miller {16 hours ago)

Last Posts

TleXo FC members
by Mary Willams (16 hours age)

T New uniform design

by James Dawvis (15 hours ago)
Last Posts

Mot Avadable

¢ Forum rules
by John Smith (17 hours aga)

ey Allread
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Search

Like in Answers, you can do either of two search types (Quick Search or Advanced Search)
anywhere in the Forum application, right on the homepage or inside each specific forum or topic
that makes it easy to find the expected information.

Quick search

With Quick Search, users can directly type a search term in the textbox. All the categories, forums,
topics and posts that have the keyword matching the search term will be quickly displayed in the
Search Result form.

For example:

« The Search function on the main bar to search for items related to categories, forums, topics,
and posts.

Search: |eXo Platform % H

« The Search function inside one specific forum to find topics, and posts in the forum only.

, Search this Forum -

e¥o Knowledge

M Advanced Search

« The Search function inside one specific topic to find posts related to the topic only.

s~ ., Search This Topic = &
eXo Platform Search

M Advanced Search

Do a quick search

1. Enter a search term into the relevant search textbox.

2. Click

or press the Enter key to perform your search, or click the Search button if you want to search
in one forum or topic.
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Depending on your selected object, the results which contain the matching keyword will be
displayed in the Search Result form.

See al so

» View details of the Forum application
* Advanced search
Advanced search

The Advanced Search allows users to make a search with the particular criteria corresponding to
the object you want to find. Using the Advanced Search, you can find forums/topics/posts exactly.

The Advanced Search icon is placed anywhere in the Forum application. To perform the
advanced search, do as follows:

1. Click

at the top right of the Forum homepage when being in the Forum application or in the search
pop-up or in the Search this category/Search this forum/Search this topic/ on the Action bar
of each selected object.

Basing on where you want to search: category, forum or post, the search criteria will be changed
accordingly.

2. Define values of properties corresponding to each object that you want to search.

3. Click the Search button to do search or Cancel to quit. Also, click the Clear Fields button to
reset the inputted values.

The list of the found objects will be displayed in the Search Result form or there will be an alert
message when no objects match with the input properties.

« To find in categories, select Category from the Search in drop-down menu.

Terms Template

Scope ® fFull © Titles

Username 8
CreatEd between 11.|ID2JIIED11 Iﬂ arld 11;24;2011
Moderator 4
Search Clear Fields Cancel
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Details:

Field Description

Terms The keyword related to your desired
categories.

Scope The search scale. With the 'Full' option,
returned results are those matching both title
and content containing the entered keyword.
With the 'Titles' option, only results matching
the object's titles are returned.

Username The name of the category creator. Input the
name manually or click

&
to select users from a specific group.

Created between - and The created date interval for searching. Input
dates manually or click

to open the calendar pop-up.

Moderator The name of the category moderator. Input the
name manually or click

Ty

to select users from a specific group.

e To find in forums, select Forum from the Search in drop-down menu.
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Terms
Search in

Scope

sername

Status
State

Created between
Posts
Topics

Moderator

Details:

Field Description

Template
Forum |E|
® fFull © Titles
[ ]
[ Locked [ Unlocked
M open [l Closed
10/05/2011 and  [11j17/2011
[3 45
[3 10
John o
Search Clear Fields Cancel

Terms The search keyword.

Status The status of the forums.

State The state of the forums.

Posts The interval of forum's posts number you want
to search. Simply click and drag your cursor on
the slidebar to define the post interval.

Topics The interval of forum's topics number you want
to search. Click and drag your cursor on the
slidebar to define the topic interval.

Moderator The name of the forums' moderators.

» To find in topics, select Topic from the Search in drop-down menu.
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Terms
Search in
Type

Scope

Username

Status
State

Created between
Last Post between
Posts

Views

Details:

Field Description

Template
Topic |E|
Al (-]
® Full © Titles
[
[l Locked [ Unlocked
M Open [ Closed
10/05/2011 and  [13/17/2011
10/05/2011 and  [191g/2011
G a0
(4 5
Search Clear Fields Cancel

Created between - and

Terms The search keyword.

Type The type of the topic specified by the topic type
name and its icon. It can be selected from the
existing list.

Status The status of the topics.

State The state of the topics.

The created date interval in which you want to
search for topics.

Last Post between - and

The last post's created date interval in topics in
which you want to search.

Posts

Views

The number of the topic's posts interval in
which you want to search for those topics.
Simply click and drag the cursor on the slidebar
to define the post interval.

The mumber of the views interval of topics in
which you want to search. Simply click and
drag the cursor on the slidebar to define the
views interval.

» To find in posts, select Post from the Search in drop-down menu.
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Terms Template
Search in | pgst (]

Scope ® fFull © Tites

Username i
Created between [1g/s5/2011 and  [11/17/2011
Search Clear Fields Cancel

Details:

Field Description

Term The search keyword.

Scope The search scale to search. With the "Full"
option, returned results are those matching
both title and content. With the "Titles", the
results only match the post titles.

Created between - and The created date interval in which you want to
search for posts.

See al so

« View details of the Forum application
» Quick search

Topics

Start a topic

1. Go into the forum where you want to start a new topic.

2. Click

O
| < Start Topic |
. J
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. Start Topic
pic i forum Android Development 4@ watch £L Bookmark [I] Rrss
Topic - & Rati = Last Posts * Re
op ng
o % Sticky: Android development forum rules - Read before posting? a 1 hour ago
N John Smitl by John Smit
ICS source code ‘s out a Just Now
- Mary Williams by Mary Williams [
- Chainfire 30 OpenGl o 24 minutes ago
- Jack Miller by Jack Miller [
APK manager! a 24 minutes ago
Mary Williams by Mary William

3. Enter the topic title, content. The title must be less than 100 characters (special charaters are
accepted). You may set other optional properties if you want.

» Click the Attach files link to attach files to your message. The max size for the attachment is
20Mb. Click the trash icon next to the attachment to remove it.

» Use BBCodes to format text, or to insert images, videos, and links.
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New Topic
Content Icon Options Permissions
Title | [guide] Use BECode in your post. | =
Message = | s B I U:E|=E E=EE:i= i= =|1g-:@ # (3
BB code is a set oftags based on the HTML language that you may already be familiar with. They allow you to add
formatting to your messages in the same way as HTML does, but have a simpler syntax and will never break the layo
the pages you are viewing. The ability to use BB code is set an a forum-by-forum basis by the administrator, so you
should check the forum rules when you post a new messaage.
[0] Below is a list ofthe BB code tags you can use to farmat your messages[h]:
® ], [il, [u] : Bold ! talic/ Underline
& [color] Color
#® [size] Size
& [font]: Font
® [highlight]: Highlight
® [left], [right], [center], [justify]: Left / Right / Center / Justify
#® [indent]: Indent
#® [email]: Email Linking
& [url], [link]: URL Hyperlinking
# [list]: Bulleted Lists / Advanced Lists
Files Attach files

Preview Submit Cancel

4. Click Preview to see before submitting, or Submit to finish your topic.

Note

If the moderation feature is activated for a forum, it means that new topics must be
reviewed and approved by a moderator before they are published. Once a new message
is posted in a moderated forum, the forum will tell you that the topic must be approved
before being published.

When creating a topic, you can also add extra properties to this topic:

» Select a topic icon.
« Set the topic options.

» Control who can view or post in your topic.
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Select a topic icon

When posting a new topic, you may also assign an icon to the topic for the quick visual identification
as follows:

1. Go to the Icon tab in the New Topic form.

2. Select an icon category and click your desired icon in the right pane. The selected icon is
surrounded with the red border and with its name as below.

MNew Topic
Content Icon Options Permissions
Available icons | ~| & preview and select an icon
» Misc Icons B8 P EESED @O BeedildlhoRdH
» Office Icons o 2 %806 % 0 m»>»E @5 EE@
» Navigation Icons ifNe=g®@ 4 9 =EiaeaBE e fFR OB &G0
» Tool Icons &P EEHNCOOED &P R @Iﬁ

¥ Lser Icons

Mame of the selected icon: YellowStar

Preview Submit Cancel

Set the topic options

Go to the Options tab, you can select status, state, type of the topic, and more.
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New Topic
Content Icon Options Permissions
Type | Untyped - |
State [Open ” |
Status [ Unlacked -

Posts Moderation [
Posts Notification [
Sticky O

Preview Submit Cancel

Details:

Field Description

Type Type of the topic specified by the topic type
name and its icon. You can select it from the
existing types. The administrator can add a
new one by clicking the

4+

icon (Note that only administrators can see
=

icon.

Posts Moderation Check this option if you want posts to be
moderated before being viewed.

Posts Notification Check this option to enable the notification
email when there are new posts in your topic.

Sticky Check this option to stick the topic. A sticky
topic will be located at the top of the topics list.
A sticky topic will not fall down in the list if any
new posts are added.
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Set topic permissions

Go to the Permissions tab, you can set rights to view and post on your topic for another users.
By default, all users can view and reply on a topic.

MNew Topic
Content Icon Options Permissions

(@) Anybody can post in this topic
Restrict who can post in this topic to

s &K
@) Anybody can view in this topic
Restrict who can view in this topic to
- T

Preview Submit Cancel

To set the "post" or "view" right to certain users, enter usernames manually in each textbox or
click one relevant selector next to the textbox.

* Click

L]

to select users.
* Click

Y

b

to select users defined by specific roles.
* Click

&

to select groups.

533



Chapter 6. Organize Your Know...

Edit a topic
Follow this method when you are in your topic.

1. Click

#° More Actions ~

on the Action bar. For regular users, this button is only shown when you are the creator.

2. Click Edit from the drop-down menu to open the Edit Topic form.

Edit Topic
Content Icon Options Permissions
Title Mew features of PLF3,5 -
Reason
Message =) R’ o B UElsEsiciz==Tg-i5 ¢ 3
What are new features?|
Files Attach files

3. Make changes to your desire. Also, leave the reason in the Reason field if needed.

4. Click Submit to finish.
Create a poll

Each topic may have a poll question with pre-defined options for users to select. As a regular
user, you can only add a poll question to your own topic. Meanwhile, administrator and moderator
can add the poll to any topics.

1. Go to the topic you want to add a poll.

2. Click

#° More Actions ~

on the Action bar and select Add Poll from the drop-down menu.
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3. Enter the poll question and options.

Poll Question: |pg yau like the new website design?

<4— Remove options

+ <— Add options

Close Poll After: [ Days After 11/23/2011

Users may change their votes.: ¥

Allow Multiple Choices: [

Submit Poll

Poll
Poll Options: || gue
Like
Don't care
Dislike
Hate
Details:

Reset Fields Cancel

Field Description

Poll Question

Poll Options

Question raised for polling that is required.

Brief content of the poll.

Close Poll After

Period after which the poll is closed.

Users may change their votes

Allow users to change their votes or not.

Allow Multiple Choices

Allow users to vote for multiple options or not.

4, Click Submit Poll
poll to

il

is then displayed in the topics list.

to

complete. After adding a
the topic,

To perform further actions on this poll, simply left-click More Actions on the Poll pane to open
the drop-down menu. Here, you can edit, close/reopen or remove the poll by clicking the relevant

button.
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1 like the new website design?

Votes will be closed on Wed,Nov 20,2011, 07:19 AM GMT+0

e the new website design?

care

1

Viote Now

Rate a topic

The Forum application provides an intuitive rating experience through a five-star scale. Your
choice of five stars means the highest rating for the topic.

1. Go to the topic you want to vote.

2. Click
Rate

on the Action bar.

The Rate This Topic form will appear.

Rate This Topic x

Cancel |Ml

3. Rate the topic by clicking the star. The number of selected stars will be changed from grey
into yellow.

Note

Each user can only vote for a topic once. The function is disabled in closed topics and
with banned users.

Tag/Untag a topic

This function is for all logged-in users. Tags are keywords which are used as labels to describe
or categorize the topic contents. One topic may have several tag hames. Using tags allows you
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to categorize topics based on the actual content. Even, it can be a better way to find a specific
topic than a full-text search.

Tag a topic

1. Click
& Tag

on the Action bar.

An input text box will pop up.

okmark [0 RSS | Rate & Tag

news|

Add Tag

2. Enter a tag name or multiple tags separated by a space or select existing tags in the suggestion
list that appears when typing.

3. Press Enter or click Add Tag.

Tags assigned to the topic appears as follows.

% Post Reply Tag: &' Newsx @ eXox @' Platform»

9w Watch FJ Bookmark [ RSS
@ Mary Williams [£] Mew Content Management features in eXo Platform 3.5
Moderator

We've added more than 100 new features in this new release but I will focus on just a fe

Mew Features for a Better User Experience
Inline editing

Last year, in eXo Platform 2.0, we released a new way to edit and publish content in the
improvement in term of product reliability.

eXo Platform 2.5 will offer an improved in-line editing experience. With this new feature,
bypassing the redirection to the Content Editor (which is useful for more complex edits) n

Join Date: 5 days ago Featured Products
"o O I ble instant f Published % wi
. : ce powers enable instant freeze cap Publi
Last pOSF' 2 minutes ago addition, you can create ice formations without a Wi
Last Login: 1 hour ago water | pouble—click to edit Ubes, skating rinks or fol
even 3 fiol
m
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Untag a topic

The first way

» Simply click

®

next to that tag.
The second way
This way allows you to untag one or multiple topics.
1. Click the tag name to be directed to the tags management page.
2. Ticking your desired topic checkboxes from the topics list.

3. Click
2 Manage Tag

on the Action bar, then select Untag from the drop-down menu.

Tag:Platform L}b Manage Tag

Tonir
g Untag _
) meweoontent Management features in eXo Platform 3.5
e Mary Williams

Post

To post a reply, select the topic you want to reply to. You can reply to any topic as long as it
is not closed and restricted. While you are viewing the topic, you can reply to it via either of the
following ways:

* Type a message in the Quick Reply box at the bottom of the topic.
* Click the Post Reply button which is on the top or bottom of the topic.

» Post a private reply, or reply with other post quoted.
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# Post Reply
m watch £ Bookmark [ RSS | Rate & Tag
& Mary williams ["] Mew Content Management features in eXo Platform 3.5
Maderator . . : .
we've added more than 100 new features in this new release but I will foous on pust a few of these in this post.
Hew Features for a Better User Experience
] Inline editing
Last year, n éXo Platform 3.0, we released a new way to edit and publish content in the context of a website. This was a major step forward in term of us
b improvement in term of product reliability.

¢ eXo Platform 3.5 will offer an improved in-line editing experience. With this new feature, you can edit a specific ndividual content item then submat it. That's
bypassing the redirection to the Conkent Edstor (which is useful for more complex edits) means faster content updates:

Join Date: 5 days ago Featured Products

Posts: 6
ek Boink= 15 et e . Toe pawers enabile instant freers cap Published & (ICRED W
‘ g additon, you can creste ice formations without 2 (NI W1

Last Login: 1 howr aga WS | neuble-click 1o edip WbES, skating rinks o fai
Ve Drouam o e S, tan
m

BN - o e il anis b s Fan = ...

4 Attachments:

fxi| Benefit table.jpg
Size: 406.5 kKb

Reph

% Wiew 4 Download

Last Edited by m

T Pr
# rostreply | o= Advanced reply ‘
Quick Reply Private re

Mesaage:

Quick reply box

Preview post —» Preview | | QuickReply | o QuUick reply

Post a quick reply

You can post a reply quickly with plain texts without taking into account its format.

1. Scroll down to the bottom of the topic to see the Quick Reply box.
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Message:

Preview Quick Reply

2. Enter you message here. You can use BBCodes in your reply to insert images, videos, or links.
3. Optionally, click Preview to view your reply before submitting it.

4. Click Quick Reply to send you message.

After posting your post, it will be highlighted so you can notice it easily.

See al so

 Edit your post
Post an advanced reply
You can post a reply with the full editor as follows:

1. Go to the topic you want to post a reply.

2. Click

4. Post Reply

on the top or bottom of the topic.

3. Enter your message in the textbox. Use BBCodes to format texts, or insert images, videos,
and links.
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MNew Post
Content Icons and Smileys
Title Re: Mew Content Management features in eXo Platform 3.5 *
Message NH=] =Y B/ UiSE=SiiSiZ=#E G0
Attach File Attach files

Preview Submit Cancel

Optionally, you can:

* Attach files to the topic by clicking the Attach files link. The max size for the attachment is 10
Mb by default.

« Select an icon or smiley for the post in the Icons and Smileys tab.

4. Optionally, click Preview to view your reply before submitting it.

5. Click Submit to finish.

If your post is the last one, its information will be shown at the Last Posts column of the forum.

The

e

icon in the topic title allows you to jump to the last read post in that topic.
See al so

 Edit your post

Post a private reply

You can send a private reply in a topic, which only allows the responded user to view the message
content.
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1. Go into the topic you want to post the reply.

2. Click
i Private

under the post to open the Private Post form.

3. Enter your message and send your messages as described in the Post an advanced reply .

Note

Private posts will not be checked for approval when it is posted in a topic that has the
'Posts moderation' enabled. Private posts are displayed with the label 'private!'.

Reply with a quote

You can include a quote from the previous message in your reply to a specific post. This may
substantially increase the readability of the discussion topics when it is used correctly.

1. Click
¢ Quote

under the post you want to quote.

This will bring up the "Quote" form, with the previous message already quoted in the textbox.

Quote
Content Icons and Smileys
_ . Quote

Title Re: Mew Content Management features in eXo Platform 3.5 *

Message =D B o B I U:iEE EE iz iz = |1g-:0 # 2
[QUOTE=mar]
exo Platform 3.5 will offer an improved in-line editing experience. With this new feature, you can edit a specific individ
content item then submit it. That's all. For simple edits, bypassing the redirection to the Content Editor {which is usef
more complex edits) means faster content updates:
[imglhttp:ipaillereau.comiblogiwp-content’'uploads/201110/blog1.pnalfimal
[IQUOTE] +

Quoted content
Attach File Attach files

Preview Submit Cancel
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2. Enter your message. Edit the quotation if necessary.

i. In the Content tab, the quoted content is  wrapped between
BBCodes tags [QUOTE][/QUOTE] which is  automatically generated. Add
your message content before or after this quoted content. You
can create a quoted content manually by clicking

ME]|

from the WYSIWYG editor toolbar:

I
!|+|
m

% B o

This will generate the quotation BBCodes tag for your message. After getting the quotation tag,
enter your quotation between [QUOTE] and [/QUOTE].

ii. In the Icons and Smileys tab, select an icon for your reply here.

3. Click Submit to finish.

Edit a post
After submitting your post, and you want to change it, you can do as follows:

1. Click
& Edit
under the post you want to edit.

2. Make changes on the post, then click Submit to accept your changes. When you edit a post,
you also have the opportunity to upload an attachment, or delete an existing one.

Delete a post

1. Click
2| Delate

under your post that want to delete.

2. Click OK in the confirmation message.

Use BBCodes

BBCodes (Bulletin Board Codes) are special tags in bulletin boards to help users enrich their posts
with formatting and inclusions. They are useful to provide guarded formatting capabilities to the
forum users without the risk of breaking the html markup of the page. BBCode itself is similar in
style to HTML: tags are enclosed in square braces "[" and "]" rather than "<" and ">" and it offers
greater control over what and how something is displayed.
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Depending on the BBCode template customized by administrators only, you may find it very easy
to add BBCodes to your posts through a toolbar above the message area on the posting form.
You can either type the BBCode tags manually or use the toolbar in the posting form. To easily
get the BBCode tags without typing them, simply click on the respective icon which is shown in
the toolbar above the message area.

BEBCode
L/

©

LI
R
[11
aEEn
[11
T
]
4
LT
i

v B I U:EE=EE:

Click

L ]

on the tool bar to get the full list of build-in BBCode explanations and examples.
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Help BB Code

BB Code
BE code is a set of tags based on the HTML language that you may already be familiar with. They allow you to add formatting to your messages
in the same way as HTML does, but have a simpler syntax and will never break the layout of the pages you are viewing. The ability to use BB
code is set on a forum-by-forum basis by the administrataor, so you should chedk the forum rules when you post a new message.

Below is a list of the BB code tags you can use to format your messages.,

BE Code List
[bl, [, il Bold / Italic / Underline
[color] Color
[zize] Size
font Font
ighlight Highlight
[left], [right], [center], [fustify] Left / Right / Center / Justify
[indent] Indent
[email] Email Linking
[url], [link] LRL Hyperlinking
ist] Bulleted Lists / Advanced Lists
[imal Images
[html] HTML Code
Twiki] Wiki Markup
Lote Quote

1 N N S SYShNh}hNhh S, N —
[

Public user profile

Every forum member has a publicly viewable profile. This includes information provided by the
member, either during the registration process or later via the User settings.

Whenever you see a member's name in a topic, you can view his public profile quickly by clicking
his username and select View Public Profile in the drop-down menu.
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2 Mary Williams ] Re: New Content Management features in eXo Platform 3.5

Moder

. . sharing, John @)
&% view Public Profile
¢ Send Private Message
J ] All Posts by Mary Williams

+ [ All Topics by Mary Williams

Lin s

Join Date: 5 days ago

The View User Profile form will be displayed.

View User Profile

Profile of - Mary Williams =

Lsername: mary
First Name: Mary
Last Name: Williams
Birthday:
Gender: female
Email: mary.wiliams@acme.exoplatform.com

Job Title:
Moderator e
Join Date: 5 days ago
SRl Home Phone: +84 9384783452
Posts: 7

Work Phone: +84 97368735658
Website: /portalfintranet/profile/mary

Last Post: 3 minutes ago
Last Login: 3 minutes ago

Close

Private messages

This function is for all logged-in users to send messages to other users privately. These messages
will not be moderated and only viewable to the receiver.

Send a private message

1. Click the user name of the member you want to send message, then select Send Private
Message in the drop-down menu.
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© Mary Williams IE Re: New Content Mana:

P i ks for sharing, John &
View Public Profile

¢ Send Private Message
7] All Posts by Mary Williams
] All Topics by Mary Williams

Tnin Nate: 5 dave ann

The Private Messages form will appear.

Private Messages

Send to maky
"5 8%
Title | =
Message (@ | B | B I U:E|E E =
s EE|TR-i #

2. Enter the username of the receivers and type your message title and contents.

3. Click Save to send the message.
Receive a private message

When you have received a private message, there will be a notification on your User bar.

547



Chapter 6. Organize Your Know...

¢ Private Messages(1) s Pending:(D)

Click Private Messages to open the Private Messages form.

Private Messages

Inbox Sent Messages Compose New Message
Message From Received on
Why is my topic locked? james 1 minute ago Fai
Details:
Tab Description
Inbox All received messages which can be viewed
and deleted.
Sent Messages All sent messages which can be forwarded and
deleted.
Compose New Message Where to compose new messages.
Bookmarks

In the Forum application, the Bookmark function is to collect links to a category, forum or topic
you have visited, so that you can return to that category, forum or topic directly. Bookmarks can
be created and managed by yourself.

Add a bookmark

This function is for all logged-in users to save links to categories, forums or topics into the Forum
Bookmark.

1. Go into the object (category, forum or topic) you want to bookmark.

2. Click
il Bookmark

on the Action bar or right-click the object title and select Bookmark in the drop-down menu. The
bookmarked link will be added to your bookmarks list.
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View bookmarks

To view bookmarks, click

Bookmarks

on the Action bar. This will bring up the My Bookmarks form, with the list of your bookmarked
links. To view the bookmark, click a desired bookmark title from the list.

My Bookmarks x
Link Name
Industry News
Caffeine Lounge
Cancel
o

Delete a bookmark

Simply click

i

corresponding to the link that you want to delete.

The selected bookmarks will be removed from the bookmarks list.

Subscribe to RSS feeds

This function is for all users to subscribe to a specific category, forum, topic. If there are any
changes, the feed of the subscribed category, forum or topic will be updated. To get the RSS
feed, click on the Action bar;

% Watch FZ Bookmark | [ RSS | #* More Actions ~ ., Search this Forum ~

= & Rating - Last Posts - Replies -~

5 hours ago
by Mary Williams >

Or right-click the item you want to subscribe to.
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General Discus~i~=

%l Bookmark
@ Watch
Ll &« B rss »
L]

(2] Caffeine Lounge g

The detailed information of the category/forum/topic is displayed on another tab. Depending on
which browser you are using, this page may look different. In this example, the browser is Firefox
8.0.

bscribe with Live Bookmark =]
Name: |
Folder: [n_ﬁ Bookmarks Toolbar - I|E|

| Subscribe | | Cancel |

The following illustration demonstrates the RSS feed subscription using the Firefox Live
Bookmark:
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[ o [ Conentas

£a e localhost: 8080/ portal /intranet/forum?initial URI=/portal /intranet/forum

|7 General Discussion| ) Stepcase Lifehack |50 Lifehacker LJ sharedcopy

Which features of eXo Platform that need changes?

Please helppp!

Mew Content Management features in eXo Platform 3.5
Re: New Content Management features in eXo Platform...
Re: New Content Management features in eXo Platform...
Jain the Code Fest changllege!

Re: Join the Code Fest changllege!

Re: Join the Code Fest changllege!

Re: loin the Code Fest changllege!

Re: loin the Code Fest changllege!

Re: loin the Code Fest changllege!

Sansan is a copycat company?

Hi there!

Re: Hi there!

» Category feeds contain all posts from all topics in all forums in a category. The category feeds
shows the title (title of the category), description (category description), link (permalink to the
category), pubdate (creation date of the category).

« Forum feeds contain all posts in all topics in a forum. The forum feeds show title (hame of the
forum), description (description of the forum), link (permalink of the forum), pubdate (creation
date of the forum).

» Topic feeds contain all posts in a topic. The topic feeds show title (title of the topic), description
(the content of the topic's initial post), link (permalink to the topic), pubdate (the creation date
of the topic).

Watch

This function is for all logged-in users to keep track of changes in categories, forums or topics via
notification emails. Whenever there are new changes, such new categories, new topics or new
posts, you will receive a notification from the Forum application.

To watch a desired object, go into the object (category,
forum or topic), and click
s Watch

on the Action bar; Or right-click the object title and select Watch from the drop-down menu:
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]
[] Industry News >
9 .
[/ Caffeine L¢—~~
kel Bookmark
|

L=t Introduce ¥ b
] rss

The watched objects are also listed in the My Subscriptions tab in the User Settings form. When
being unwatched, they also have been existed in this list.

You will receive the notification message of the successful watching. You will receive the email
notifications about new posts/replies of the forum that you are watching as well. In the notification
email, you will be provided links that help you go directly to the topic or go to reply to the post.
After clicking this link, the new posts in your watched topic will be highlighted.

Note

Once a category/forum or a topic has already been watched, the Unwatch option will
appear in the right-click menu or on the *Action* bar, so you can unsubscribe from the
object.

Permanent links

This function is for all users to view and copy the link to a specific forum/topic and share it with
others.

1. Go to Forum/Topic which you want to share link.

2. Click Permalink label at the right corner.

Search: % H = Permalink

{ Private Messages(1) &5 Pending:(0)

Note

The page link you want to share is displayed in the address bar of the web browser. You
can copy and share it to others.

User settings

You yourself may configure your settings, such as personal profile, forum settings, and
subscriptions.
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Click
Settings

on the User bar to go to the Settings form. Once you opened the Settings form, you can control
your personal settings, options and preferences via the following actions:

Edit your profile.

» Change your avatar.

Change the watch settings.
e Change forum settings.

 Edit your subscriptions.
Edit a profile

By selecting the Profile tab, you can see your personal information and other preferences.
Settings

Profile Forum Settings My Subscriptions

Username : |ma.-~,- |

Screen Mame |I'~"Iar1,r Williams |
User Title ;

Moderataor |

Signature :

Display Signature : [
Avatar ;

(

L

Update | Reset
Display Avatar : ¥
Watch topics I start : [
Watch topics I post in : [

Save Cancel
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Here, you can:
 Edit your screen name and title displayed in forums in the Screen Name and User Title fields.

« Edit your signature which will be displayed at the bottom of your post. Enter your signature
in the Signature textbox. Tick/Untick the Display Signature checkbox to enable/disable your
signature.

» Change your avatar by clicking the Update link. Tick/Untick the Display Avatar checkbox to
show/hide your avatar.

» Follow your created topics by selecting the Watch topics | start checkbox. You will receive
email natifications when there are any new posts added to your topics.

» Follow topics which you have posted by ticking the Watch topics | post in checkbox. You will
receive email notifications when there are any new posts added to your created topic.

Change forum settings

Go to the Forum Settings tab in the Settings form. You can change preferences, such as time
zone, date and time formats and other display options.

Settings
Profile Forum Settings My Subscriptions

Time Zone | (GNT 0:00) Greenwich Mean Time: Dublin, L[]
Short Date Format mmiddhnyyy (11/2302011) |Z|

Long Date Format | cee, mmmm dd, yyyy (Wed, November 23, 21 |Z|

Time Format [42_hour [~]
Topics Per Page [ E|
Posts Per Page |4 |Z|

Show Forum Jump M

Save Cancel
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Check/Uncheck the Show Forum Jump if you want to show/hide the Forum quick navigation
at the bottom of the Forum page.

Edit a subscription

Go to the My Subscriptions tab in the Settings form, where you can update or delete existing
subscriptions.

Settings
Profile Forum Settings My Subscriptions
Title B
Industry News [l O
|:J Your personal feed URL is @ http: {flocalhost:8080/rest ks fforum/rss fuser fmar
Your watches are sent to : mary. williams @gmail. com|
Save Cancel

e In the RSS column, you can subscribe or unsubscribe your subscriptions by selecting/
deselecting the respective checkboxes, then click Save. The selected objects (categories,
forums, topics) will be updated to the Your personal feed URL is field. You can use this link
to view the content of your subscriptions.

* Inthe

column, you can edit or delete your subscription email. Select an email, then click the trash icon
to delete. Enter a new email address into the Your watches are sent to field. Click Update to
add your entered email addresses in the

column.

» Click
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o

to remove your watched category, topic, post. After being removed, you will no longer receive
any email notifications of the removed object.

Next, click Save to accept your changes.
Moderator

Moderators in Forum are responsible for managing contents of posts and replies before and after
they are posted to the category where they are assigned as moderators.

Moderate forums
Moderators can manage all the forums inside their assigned category. If you are a moderator of

any category, you can do the following actions:

* Edit a forum

Lock/Unlock a forum

Close/Open a forum

* Move a forum
Edit a forum

1. Go to the relevant forum.

2. Click
L/‘J-L" More Actions ~

on the Action bar, then click Edit from the drop-down menu.

3. Edit the forum properties.
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Forum

Add Forum to Category:

Add Forum Moderation COptions Permissions

Title Industry Mews| )
Order [
S5tate | gpen El
Status | yniocked ]
Description

Save Cancel

4. Click Save to save all the changes.
Lock/Unlock a forum

Locking a forum will prevent all members from creating new topics and posting replies in this forum.
All topics in a locked forum will be locked also, but their contents are still viewable. Moderators
can only lock/unlock the forum that they manage.

1. Go to the forum.

2. Click

#° More Actions =

on the Action bar, then click Lock/Unlock from the drop-down menu.
Close/Open a forum

Closed forums are invisible to regular users. To administrators and moderators, the contents in
a closed forum are still viewable, but creating topics and comments is disabled. Moderators can
only close the forum that they are assigned to manage.

1. Go into the forum you want to close or open.
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2. Click
4% More Actions ~

on the Action bar, then select Close or Open from the drop-down menu.
Move a forum

You can move a forum into another category as follows:

1. Go into the forum you want to move.

2. Click
A% More Actions =
on the Action bar, then select Move from the drop-down menu.

A list of existing categories will appear. Select a destination category to which your selected forum
will be moved.

Move Forum b 4

Select Destination Category

Mobile Developement
exo FC

spaces

[ il = = i =

Cancel

Moderate topics

The followings are actions that a moderator can execute on topics:

» Approve a topic
 Edit a topic

» Move a topic

» Delete a topic

» Close/Open a topic

* Lock/Unlock a topic
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« Stick/Unstick a topic
* Merge topics

» Split a topic
Approve atopic

Moderators can approve pending topics in forums that enable the ‘Moderate Topic' option. All new
topics added to these forums will be pending for approval. It means that nobody can view these
topics except administrators and moderators of the forums. Pending topics are only viewable when
they are approved.

Search: | O, M | 2 Permalink

¢ Private Messages #; Pending:(1)

The administrator and moderator will know the total number of pending topics at the right corner
of their Forum Administration bar and User bar:

View Topic

[EJ James Davis ] How i can change my avatar?

User Posted: Fri, September 30, 2011, 00:28 AM

Hi guys, | want to change my avatar, please help!

Join Date: 09/26/2011, 03:53
PM

Posts: 1

Last Post: 09/30/2011, 09:28
AM

Last Login: 09/30/2011, 09:20
AM

Approve Delete This Topic Close

Moderator can view the list of topics to be moderated. See View all pending moderation tasks
for more details.

Approve topics
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The first way

1. Select topics by checking their relevant checkboxes,
then click

i . Moderation «

on the Action bar if you are in a list of topics.

Or if you are in a topic, simply click
#° More Actions ~

on the Action bar.

2. Click Approve from the drop-down menu.

The second way

1. Click
& Moderation =

on the Action bar and click Approve from the drop-down menu. The Waiting for Approval form
opens.

2. Select checkboxes corresponding to the posts you want to approve. You can preview the post
when hovering your cursor over the post title.

Waiting for Approval
Type Name Created Date
How i can change my avatar? 09/30/2011 02:28 &AM

Hi guys, I want to change my aw.

5 ]
Please helpin atar, please help! | 09/30/2011 09:19 AM

Close

3. Click Approve to accept your approval. Approved posts are shown normally for regular users
to view and take some actions.

Edit a topic
1. Select a topic to edit by ticking its respective checkbox.

2. Click

] . Moderation =

on the Action bar.
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3. Click Edit from the drop-down menu that appears.

RSS #* More Actions = . Search this Forum ~ € Moderation =

4 Rating ~  Last Posts = Replii 4 ]
0 2 hours ago 0 #| Open @
by John Smith [ & Close
2 hours ago A ock
0 > o O
by Mary Williams [ Unlock
2 hours ago ® Stick
0 by Jack Miller [3 o g
% Unstick
21 hours ago
s by John Smith = 4 % Move [
1 hour ago ©.  Delete
0 > 0 L]
- Merge
by Mary Williams T g
X Censor

4. Edit the topic as you wish. Leave the reason for the editing in the Reason field if needed.

Close/Open a topic

Only administrators and moderators can perform these actions. Closed topics will be invisible to
regular users. Moderator can only close or open topics in the category that he manages.

1. When you are in a topics list, select a topic
by checking its corresponding check-box, then click

12 | Moderation ~

on the Action bar.

When you are in a topic, click
#° More Actions ~

on the Action bar.

2. Click Close or Open from the drop-down menu that appears.

A gibiehiche

automatically.

Move a topic

Only administrators and moderators can perform this action. This function is used to move topics
from a forum to another one. Moderator can only move topics between forums that he manages.
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1. Select a topic by checking its corresponding check-
box, then click

o] . Moderation =

on the Action bar when you are in a topics list.

Or, if you are in a topic, click
I_ja-"f‘ More Actions ~

on the Action bar.
2. Click Move from the drop-down menu.

3. Click to select a destination forum to move.

Move Topics b4

Select Destination Forum:

General Discussion

3]

7|
b
1 | Mobile Developement

m

05 development
Windows Phone development

eXo FC

=
st

Cancel

Note

The moderator of a forum will be checked for permission. The moderator cannot move

topics to:

Closed/locked forums that he does not manage.

Forums to which he does not have the right to add topics.
Forums which are in categories that he is restricted.

Therefore, only the forums which the moderator can move topics are shown in the list of
destination forums.
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Delete a topic

Delete a specific topic

1. Select topics by checking their corresponding checkboxes,
then click

12 | Moderation ~

on the Action bar when you are in a topics list.

Or, if you are already in a topic, click
L/‘J-L" More Actions =

on the Action bar.

2. Click Delete from the drop-down menu, then click OK in the confirmation message.

Delete topics of a specific user

1. Click the username of the poster or simply hover mouse over the poster's avatar.

2. Click All Topics By [User name].

2 Mary Williams 7] APK manager

Modera™
[E¥ view Public Profile

¢ Send Private Message
] All Posts by Mary Williams
] All Topics by Mary Williams

Join Date: 5 days ago
Posts: 7
Last Post: 31 minutes ago

L [

All topic posted by the selected user will be displayed.
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Topics by User

Total pages: 2 « < 1 2 =

Topic -~  Rating Last Posts Repliess Views Delete

L~ [E] New SDK released ElathDUFS o 2 e
=] [ sanSan is a copycat company? zzahgﬂnurﬁ 0 - &

M| New Content Management features rnir'|3|_12tes 2 < 5
— in eXo Platform 3.5

ago

=] E] ICS source code 's out 1 hour ago 0 1 @
L~ [E] eXoFC members 2laf:_:llilIDLlrS 0 - e

Total pages: 2 « <« 1 2 =

Close

3. Click
=]

LF

corresponding to the desired topic, then click OK in the confirmation message.

Lock/Unlock atopic

This function is for administrators and moderators only to lock inappropriate topics. All posts in a
clocked topic are still viewable, but posting reply will be disabled.

1. Select a topic by checking its corresponding checkbox,
then click

12 | Moderation ~

on the Action bar when you are in a topics list.

Or, click
L}-L" More Actions ~

on the Action bar when you are in a topic.

2. Click Lock or Unlock from the drop-down menu that appears.
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Stick/Unstick a topic

This function is for administrators and moderators only to stick topics which will be located at the
top of the topics list. The topics will not fall down the list if any new posts are added.

1. Select a topic by ticking its corresponding checkbox,
then click

o] . Moderation =

on the Action bar when you are in a topics list.

Or, click
A% More Actions =

on the Action bar when you are already in a topic.
2. Click Stick or Unstick from the drop-down menu that appears.

You can see the sticked topic in the top of the topics list.

Teopic in forum Android Development “® Watch [ Bookm
Topic

@ Sticky: Android development forum rules - Read before posting! &
=R John Smith

q @ ICsS source code's out L
- Mary Williams

= Chainfire 2D OpenGL &
2 & a0k Miller

_ - APK manager! &
b B Mary Williams

How to root Samsuna Galax«w S 90007 E:}

When creating a new topic, you can also make this topic sticked by ticking the Sticky checkbox
in the Options tab.

Merge topics
When there are two or more related topics, you may want to merge these topics into one as follows.
1. Go to the topics list.

2. Select more than two topics to be merged by checking their checkboxes.

565



Chapter 6. Organize Your Know...

3. Click

. Moderation =

on the forum Action bar.

4. Click Merge from the drop-down menu that appears. The Merge Topics form opens.

Merge Topics 4

Destination TOPIC | Nayw Nebula ROM - fast and furious El

New Topic Title |0 Nebula ROM - fast and furious

Save Cancel

5. Select a destination topic which will be the main entry of the merged topic from the list of the
existing topics. Give one name for the new topic in the New Topic Title field if you want.

6. Click Save to accept. After being merged, selected topics will be joined into one topic. All posts
of the other topics are displayed as posts below the main entry.

Split a topic
A topic with more than two posts can be split into separate topics.
1. Go into the topic you want to split.

2. Click

&7 More Actions ~

on the Action bar and select Split from the drop-down menu. The Split Topic form opens.

Split Topic
Split from : New Nebula ROM - fast and furious
Mew Topic:
Post Name Created Date Created by Action
5 Re: New Nebula ROM - fast and furious EEIIBDIEW Ll demo
Save Cancel

3. Enter the name for the new topic in the New Topic field.
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4. Select posts by checking their respective checkboxes.
5. Click Save to complete.

The new topic will be displayed in the topics list with the new name. The last selected post will
become the main entry of the new topic.

Moderate posts

As a moderator, you have some specific rights on a post. To moderate a post, you need to select
that post first by checking its relevant checkbox.

Next, click

] . Moderation =

onthe Action bar and select a desired action from the drop-down menu. All the moderation actions
will be reached via this menu.

i, Search This Topic* @  Moderation =
Poste Move -
@ Censor
B Hide
B show
€] Delete

The followings are actions that a moderator can perform on a post:

* Approve posts
* Move posts

e Delete posts
» Hide posts

e Show posts

* Uncensor posts
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Approve a post

All posts in a topic that requires post moderation will not be viewable before approval. This function
is to approve posts which are pending for approval.

] Re: Which features of eXo Platform that need changes? |

Any ideas to improve the Platform features and performance?

You can select to approve a single post or multiple posts at the same time. The moderator can
view the list of tasks to be moderated. See View all pending moderation tasks for more details.

The first way
1. Select the posts to approve.

2. Click

12 . Maoderation =

on the Action bar and select Approve from the drop-down menu.
The second way

1. Click

= . Moderation -

on the Action bar and click Approve in the drop-down menu. The Waiting for Approval form
opens.

2. Select checkboxes corresponding to the posts you want to approve. You will see the preview
of the post when mouse over the post title.

3. Click Approve to accept your approval.

Approved posts are shown normally for regular users to view and take some actions.
Delete a post

The first way

1. Click

o] . Moderation =

on the Action bar and click Show in the drop-down menu.
2. Click OK in the confirmation message.

The second way
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1. Click
2] Delete

under the post you want to delete.

2. Click OK in the confirmation message.

Move a post
You can move posts to a topic of your choice.

1. Select the post that you would like to move.

2. Click

] . Moderation =

on the Action bar and select Move from the drop-down menu.
3. Select a destination topic in the topics list that appears.

The moderator will be checked for moving permission. He can only move post inside the forum
that he manages. Therefore, at the destination topics list, only the topics which the Moderator who
have the move permission, are listed for moving.

Hide a post

When a post is hidden, only administrators and moderators can view and mange it.

To hide a post, select

o] . Moderation =

on the Action bar and click Hide from the drop-down menu.

3 John Smith 7] Re: Platform 3.5 (Post Hidden!)

User I like it 1)

'x""’"‘

-

Join Date: 16 minutes ago
Posts: 5

Last Post: Just Now
Last Login: 2 minutes ago

After being hidden, the hidden post is marked by 'Post Hidden!" label and regular users cannot
view it.
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Show a post
You can show a single or multiple hidden posts at the same time:

The first way

» Select the post to be unhidden and click

2| Moderation -

on the Action bar, then click Show in the drop-down menu.

The second way

 Follow this method to show multiple posts.

1. Click

i | Moderation =

on the Action bar and click Show from the drop-down menu.
2. Select hidden posts by selecting its checkboxes.

3. Click Show.
Uncensor a post

The administrators and moderators can censor all topics, posts containing censored keywords.
These censored keywords are specified by Administrator. All topics and posts containing these
keywords will labeled with 'Pending and Censored' (for post).

The first way

* Follow this method to uncensor a specific post/topic.
1. Select hidden posts/topics by selecting its checkboxes.
2. Click the Moderation on the Action bar and select Show from the drop-down menu.

The second way

 Follow this method to uncensor posts/topics in the list of existing hidden posts/topics.

1. Click Moderation on the Action bar and select Show from the drop-down menu. A list of hidden
posts appears.
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2. Select hidden posts by selecting the respective checkboxes.

3. Click Show.

View all pending moderation tasks

Administrators and moderators can manage all pending tasks in Forum easily. The total number

of pending topic/posts that need to be moderated are shown right on the User bar/Forum
Administration bar.

View Topic

E] James Davis 7] How i can change my avatar?
User Posted: Fri, September 30, 2011, 00:28 AM

Hi guys, | want to change my avatar, please help!

Join Date: 09/26/2011, 03:53
PM

Posts: 1

Last Post: 09/30/2011, 00:28
AM

Last Login: 09/30/2011, 09:20
AM

Approve Delete This Topic Close

To open the list of pending tasks, click Pending on the User bar.

The pending topics and posts are shown in the Waiting for Approval form.

Waiting for Approval b4
Type Hame Created Date
How i can change my avatar? 09/30,/2011 09:28 AM
: I
Please helpll Hi guys, I want to change my avatar, please help! ] 00/30/2011 00:10 AM
Close

571



Chapter 6. Organize Your Know...

This form lists all the pending topics, posts and the created dates. From here, you can approve
or delete topics/posts.

Approve a pending topic/post

1. Click the topic/post title in the list.

Search: % H = Permalink

¢ Private Messages &4 Pending:(2)

2. Click the Approve button to accept approving topic/post.

Delete a pending topic/post

To delete pending topics/posts, simply click the Delete This Topic/Delete This Post button. The
pending topic/post will be removed completely from the pending list and its forum.

Ban IPs

This function allows banning IPs that may be used by users who abuse the forum functions or
violate the forum rules and policies.

This function is similar to the Ban IPs tool used by administrators. However, the Ban IPs tool used
by administrators can ban IP from the whole forum, while moderator can only ban IP in a specific
forum only.

Ban IP on a specific forum

1. Go to the forum you want to ban IP.

2. Click

&7 More Actions ~

on the Action bar and select Banned IPs from the drop-down menu. The Banned IPs form opens.
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Build an Answers & FAQs system

Banned IPs b 4
Filter:
P
" " " " [Add]
102.168.1.11 [Posts] [x]
102.168.1.25 [Posts] [X]
102.168.4.77 [Posts] [X]
Close *
view posts
4

3. Do the same actions as the Ban IPs section of Administrators.
Build an Answers & FAQs system

Administrator

The administrators have the global role and take care of the entire management tasks.
Set up Answers portlet

Note

In case the Answers portlet has not been activated yet, you need to add it to a page by
dragging and dropping it from Page Editor/Edit Inline Composer --> Applications -->
Collaboration --> Answers to the main pane. This can be done when

or or . You can also configure
the Answers portlet as in the
section.

When adding a portlet to a page, you have to configure this portlet to make it work in your desired
way.

Configure the Answers portlet

1. Open the page edit mode via one of the following ways:

e The first way
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i. Click
--> Portal --> Page on the Administration bar.
John Smith & »
Users ¥
N fiki
Documents FAQ Applications ﬂ
Search: Content » H
Pages Portal »
Sitas Administration »
Group Sites IDE ;;,
ii. Click

Ed

that corresponds to the page contaning the Answers portlet in the Page Management page.

e Site Name Type
age Id Title

ortal: sintranet: :spaces Spaces

ortal: sintranet: invitationSpace Imntation Space
ortal: sintranet;;pendengSpace Pending Space
artal: sintranet:: publicspace Public Spaces
ortal: intranet: forum Farum

artal; sintrandet: ;mal Manl

artal: sintranet: .calendar Calendar

artal: sintranet: contact Cantact

artal: sintranet: : documents docurnents
artal: sintranet: : detad Detail

artal: -acme: overview Owerview

ortal: s acme: :news News

artal: -acme: :products Products
T~ y— P B P

e The second way

portal = <

Access Permission
[*:/platform/fusers]
[*:/platform/users]
[=:/platform/usars]
[*:/platform/fusers]
[*:/platform//users)
[*:/platform/fusers)
[*:/platform//usars)
[*:/platform/users)
[*:/platform users)
[Ewveryone)

[Everyone)

[Ewveryone)

[Everyone]
([ S T——— |

Add New Page

Edit Permission
manager:/platform/admanistrators
manager:/platform/admenistrators
manager:/platform/admanistrators
manager:/platform/admenistrators
= :/platform/adminstrators

= /platform/adminestrators

= [platform/administrators

= /platform/ adminstrators

* :/platform/administrators

= /platform/adminstrators

editor: /platform/web-contributors
editor: /platform/web-contributars

editor: /platform/web-contributors

s s del i e T sl mmedeig e

i. Select a portal that contains a page with the Answers portlet, then open the page.

ii. Hover your cursor over Edit --> Page, then click Layout.
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Dashboard Edit
Site - Content Ty
Page ' I& Layout
Site Y i SEO
es Spaces
+ Add Page
ationSpace Invitation Space
Now, you should be in the page edit mode.
%@ AnswersPortletg? € — ~ Page Editor
[ ANSWErs Pormet 8 — —
ontainers
Applications
Admin
ECM Admin
ECM Admin
Administration
Adoption
Collaboration
3. Hover your cursor over the Answers portlet, then
click

on the quick toolbar that appears.

4. Make changes in the Answer Portlet form.
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Edit Mode Window Settings Select Icon Decoration Themes Access Permission
Display Mode Email Notifications Discussion Category Scoping
Display: | 4

Order by: | created Date

Azcending

Enable Votes and Comments
Anonymous users may submit questions
Enable Automatic RS5

Display Avatars

NEHAEE

Allow users to post questions in the root category

Close

In this form, you can:

¢ Change the display mode
¢ Customize email notification template

* Enable the "Discuss in Forum" feature
Change the display mode

In the Display Mode tab, you can set all the default display properties of the Answers application,
including:

» Display: Display all entries in the Answers application.

« 'All": all entries, including approved and unapproved entries/questions, are displayed in a list
when users view.

» 'Approved': Only approved entries are displayed in the list when users view.
« Order by: The order to display all questions in the Answers application.
» Created Date: Entries in the list are displayed to the entries's created date order.

» Alphabet/Index: Entries in the list are displayed to the alphabet order.
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The type of sorting entries in the list may be: Ascending or Descending.

* Enable Votes and Comments: Enable votes and comments to be available in Answers. If
this checkbox is selected, users can comment and vote in Answers. If not, these functions are
disabled.

« Anonymous users may submit questions: Enable anonymous users to submit questions in
Answers or not. If this checkbox is selected, anonymous users are entitled to submit questions.
If not, they cannot submit questions.

« Enable Automatic RSS: Enable the RSS feeds function to be available in Answers or not. If
this option is selected, users can get RSS information in Answers. If not, the RSS function is
disabled.

« Display Avatars: Enable avatars to be viewed in Answers or not. If this checkbox is selected,
the avatar of eXo members are shown in Answers. If not, they are hidden.

« Allow users to post questions in the root category: Enable users to post questions in the
root category or not.

See al so

View details of Answers

¢ Customize the email notification template

Enable the "Discuss in Forum" feature

Define the default category for discussions

Customize email notification template

When there are new questions or answers in the category or topic that a user has watched, the
use will receive the email notification. In the Email Notifications tab, change the content of the
email notification manually or edit the template for each email notification.
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Edit Mode Window Settings Select Icon Decoration Themes Access Permission
Display Mode Email Motifications Discussion Category Scoping
MNew Question Edit/Answer Move Question

Email Template =

A new question has been posted &categoryName_

&questionContent_

Click here for more details.

Close

* New Question tab: The content of the email naotification.
« Edit/Answer tab: The content of the email notification that has been answered or edited.

* Move Question tab: The content of the email notification that notifies about the question that
has been moved to another category.

The followings are variables that you can use in your template:

&categoryName_: will be replaced by the watched category.

&questionContent_: will be replaced by the content of the new questions.
&questionResponse_: will be replaced by the content of the new questions' reply.
$questionLink_: will be replaced by the link to new questions in the Answers portlet.

These variables are used to load the content dynamically. Thus, you should
not edit them. In case the template is changed unexpectedly, you can
go back to the default template by clicking

L]

You can use the text editor to format the template as you wish.

See al so

* View details of Answers

« Change the display mode
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* Enable the "Discuss in Forum" feature

» Define the default category for discussions
Enable the "Discuss in Forum" feature

In the Discussion tab, enable/disable the Discuss in Forum function in Answers and set the
default forum for this function by selecting/deselecting the checkbox.

Edit Mode Window Settings Select Icon Decoration Themes Access Permission

Display Mode Email Motifications Discussion Category Scoping

Discuss in Forum

Select a forum General Discussion,/Industry Mews &

Save

Close

See al so

View details of Answers

Change the display mode

« Customize the email notification template

Define the default category for discussions
Define the default category for discussions

1. Click
4+

next to the Select the forum field to open the Select a forum form in the Discussion tab.
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Select a forum x

Select a destination forum for discussions.:

25 | General Discussion
Industry News
Caffeine Lounge

Introduce Yourself

*

Mobile development
eXo FC

spaces

[*
g

=

Close

2. Click a specific category/forum title to select it.
3. Click Save to accept saving changes in the Discussion tab.

Select the category scoping

In the Category Scoping tab, show/hide categories in Answers. The hidden category is not
displayed in Answers.
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Edit Mode Window Settings Select Icon Decoration Themes Access Permission
Display Mode Email Motifications Discussion Category Scoping

¢ | DexoEvolution
¢ | Mexo evolution

¢ | Mservices

. | Mproducts
| Msolutions
¢ | MTraining course
| Mother questions

Save

Close

To hide/show any category, simply deselect/select its checkbox and click Save.

See al so

View details of Answers

Change the display mode

Customize email notification template

Enable the "Discuss in Forum" feature
Set up FAQ portlet

The FAQ portlet can be added to a page for users to view questions and answers quickly and
easily.
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l eXo evolution & Home Agenda Answers DisCUSSIons Documents FAQ

o ‘What is eXo Platform?
o Where to download Platform userguide?

2 How to add the Answer porlet to my site?
Sarvices [ Producs |
Solutions

Training course
n How can | register a traming course?

Other questions | riztform |

5z How to add the Answer portlet to my site?
where can I find the Platform user guide
test

What is eXo Platform?

¥ Exoshmg_udr;n 3.5 i= the first and only dowd-ready, integrated user experence platform for building and deploying transactonal websites, managng web and soaal content and cr
= s

@¥o Platferm lets companies leverage their existing Java infrastructure, while accommodating changing user behawior driven by consumer web technologies such as social netwos
and forums.

where to download Platform userguide?

Can you give me the link to download Platform user guide?

The Edit Mode of the FAQ portlet allows you to set the properties to display questions and answers
in the View mode.

Configure the FAQ portlet

1. Click

L

--> Portal --> Pages.

The Page Manager page will be displayed.

582



Administrator

i Site Name Type | portal =l 4
age Id Title Access Permission Edit Permission L
ortal: sintranet: i spaces Spaces [*:/platform/users] manager:/platform/admanistrators 3
ortal: sintranet: [invitationSpace Irvitation Space [*:/platform/users] manager:/platform/admanistrators E
ortal: sintranet: ;pendingSpace Pending Space [*:/platform/users] manager:/platform/admanistrators £
ortal: sintranet: :publicSpace Public Spaces [=:/platform/users) manager:/platform/admnistrators 2
ortal: :intranet: forum Farum [=:/platform/users) = /platform/adminestrators .
ortal: sintranet: :mail Mail [=:/platform/jusers] = :/platform/administrators s
ortal: :intranet: .cabendar Cabendar [=:/platform/usars] = /platform/adminstrators s
ortal: sintranet: :contact Contact [:/platform/users) = /platform/adminstrators 2
ortal: sintranet: :decuments documents [=:/platform/users) = /platform/administrators 2
ortal: sintranet: : detad Detail [Everyone] = /platform/adminstrators 5
ortal: - acme: :overview Overview [Everyone] editor:/platform/w eb-contributors 2
ortal: :acme: :news News [Everyone] editor:/platform/web-contributors 2
srtal: s acme: :produts Products [Everyone] editor: /platform/w eb-contributors e
sl et TEE SRR Rt reln B L T L = iy el b o e s nb moedeibg doee
Add New Page
2. Click
=
that corresponds to the FAQ page in the page list. Now, you should be in the page edit mode.
3. Hover your cursor over the FAQ portlet and
click
in the quick edit toolbar that appears.
i@ FAQPortlet @ ———— . -
! Page Editor X [>
|1 T FAQPOrTet 3 E
: Edit Portlet Applications Containers I

ECM Admin
ECM Admin

i. In the Display Category tab, you can control what categories will be displayed.
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Edit Mode Window Settings Select Icon Decoration Themes Access Permission

Display Category Edit Template Preference

Select Category:
M - | eXoEvolution

M - | eXo evolution

Save

Close

ii. In the Edit Template tab, you can use CSS to customize the FAQ template.

Edit Mode Window Settings Select Icon Decoration Themes Access Permission

Display Category Edit Template Preference

Content Template:

<%
import org.exoplatform. fag.service, CategoryInfo;
import org.exoplatform. fag.service, Utils;
impart org.exoplatform.web. application. JavascriptManager;

def rcontext = _che.getReguestContext();
JavascriptManager jsmanager = rcontext.getlavascriptManager();
jsmanager.addlavascript{"eXo. fag.UlAnswersPortet. createlink (UIFAQPortlet', ™ Hiicomponent.useAjax +);") ;
B
<div dass="FAQViewerContainer” id="%uicompaonent.id ™
<0G
CategoryInfo catelnfo = uicomponent. getCategoryInfo();
if{catelnfo 1= null) {
List subCategoryInfos = catelnfo.getSubCateInfos();
List questionCates = catelnfo.getQuestionInfos();

Gtrinn nath = FrateTnfn nertRathil:

Close

This is an example of the FAQ template after applying the new style.
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‘ eXo evolution Home Agenda Answers DiSCUSSHONS Documents FAQ

What is eXo Platform?

eXo Platform 3.5 is the first and only cloud-ready, integrated user experience platform for buldding and deploying transachional websites, managing web and socal content and o
dashboards.

e¥o Platform lets compandes leverage their exisbing Java mfrastructure, while accommadating changing user behawvior driven by consumer web technologies such as social netwol
and foruma.

iii. In the Preference tab, you can enable or disable the bookmarkable URLs in FAQ.

Edit Mode Window Settings Select Icon Decoration Themes Access Permission

Display Category Edit Template Preference

Use Ajax: [

Save

Close

By not using Ajax, the FAQ will generate plain URLs in the links. The added benefit will be
bookmarkability and better SEO as the links will be permalinks. Using Ajax, the links will be

585



Chapter 6. Organize Your Know...

JavaScript-based and generate Ajax calls. This should make browsing faster because the whole
page is not reloaded.

See al so

* View details of Answers

« Set up the Answers portlet

Moderator

Moderators in Answers manage the content of questions and answers before and after they are
posted to a moderated category. The Moderator can read new contents (editing or removing if
necessary), approve or activate answers, and more. The moderator has the category-specific role.

Manage categories

Moderators can only manage categories that he moderates.

In this section, you will learn how to manage categories. With a category, you can group all
questions of a specific subject into one place.

To perform an action on a category, you can select one of these approaches:
The first way
1. Right-click a category from the categories list.

2. Select an appropriate action from the drop-down menu.

Categories o
‘i:rﬂﬂ
f+ Product 4
i, Export e
[+ Service:s & Import
B Solutior : & Add l,
b Training &7 sSubmit Question
£ i
I Otherg * Edit )
1S Delete
S5 Move =
& wWatch
[2 RSS
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The second way

If you are already in a category that you moderate, you can
perform all actions on this category by clicking

Category -

on the Action bar, then select an action from the drop-down menu.

L v eXo evolution

I+ | Bl RSS Category =~ | &% Submit Question | &2 Manage Qu
Z Edit

[

?
¢ © Add Category Platform?
=rare AT t@  Delete
i, Export . L.
'gister a training course?
“,  Import

0l

]

See al so

» View details of Answers
« Add a new category
 Edit category properties
« Delete a category

* Move a category

« Export/Import a category
Add new categories

Notice that only administrators can initialize Answers by creating first categories and assigning
to moderators for each category. Moderator can only add new sub-categories in a category that
he moderates.

Add a new category

1. Click Category on the Action bar, and select Add Category from the drop-down menu. The
Add Category form will be displayed.
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Add Category

Category =
Order |4

Restricked Audience

Description

Moderate New Questions
View Question Authors [

Moderate Answers [

Moderator |ighn =
d 4 § &
Save Cancel

Details:

Field Description

Asterisk (*) This mark next to each field means that it is
required to enter values in the field.

Category The name of the category

Order The order of the category which must be in the
numeric format.

Restricted Audience Select specific users/groups to be restricted
from the category.

Moderate New Questions Check this option if you want moderate
all newly posted questions before they are
viewable.

View Question Authors Check this option if you want information of the
question poster to be shown.

Moderate Answers Check this option to moderate all answers
before they are viewable.
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Description

Moderator The moderator of the category.

2. Do the same as the Step 2 of adding a new category in the Forum application.
3. Click Save to complete.

See al so

View details of Answers
« Edit category properties
* Delete a category

* Move a category

Export/Import a category

Edit category properties

1. Follow one of the approaches described in Manage categories.

2. Select
o

3. Edit the properties.

4. Click Save to save all changes.

See al so

View details of Answers
« Add a new category
» Delete a category

* Move a category

Export/Import a category
Delete categories

1. Follow one of the approaches described in the Manage categories section.

2. Select
1@ Delete

from the drop-down menu and click OK in the confirmation message.

589



Chapter 6. Organize Your Know...

See al so

View details of Answers
« Add a new category
 Edit category properties

* Move a category

Export/Import a category

Move categories

1. Follow one of the approaches described in Manage categories to open the drop-down menu.

2.
£= Move

3. Select the destination category from the list.

Move Category To

Double-click Destination Category

i |
g eXoEvolution

g exo evolution
g Services

i Products

g Training course

g Other questions

Cancel

See al so

* View details of Answers
* Add a new category
 Edit category properties

» Delete a category

Select
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e Export/Import a category
Export/Import categories

Both functions can be executed on all categories and questions in the Answers home or a specific
category in Answers.

Export categories and questions

1. Click
o, Export

to open the Export form.

2. Input the file name to export.

3. Click Save to accept exporting all categories and questions.

The exported file is in the .zip format and it can be used to import to Answers or keep it as backup.

Import categories and questions

1. Click
%, Import

to open the Import form.

2. Locate the file to import, then upload the selected file.

3. Click Save to finish.

After being imported, all categories and questions will be displayed in the Answers homepage.

See al so

View details of Answers
« Add a new category

« Edit category properties
« Delete a category

* Move a category
Moderate questions

In this section, the following topics are covered:

« View all questions
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< Edit a question

Approve/Disapprove a question

Activate/Deactivate a question
» Delete a question

» Move a question

View all questions

Each guestion may be displayed in different ways, depending
on the preset properties when creating or editing these
questions. To view all posted questions, click

é'_? Manage Questions
on the Action bar to open the Manage Questions form. Here, you can have the overview of all
the posted questions in the category you manage.

See al so

* View details of Answers

« Edit a question

« Approve/Disapprove a question
« Activate/Deactivate a question
¢ Delete a question

« Move a question
Edit a question

1 Select
@ Manage Questions

on the Action bar to view all the open questions.

2. Click

&

=

next to the question that you want to edit and scroll down to see the Edit Question form.
3. Make changes to your question.
4. Click Save to save all changes.

See al so
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* View details of Answers

» View all questions

Approve/Disapprove a question

Activate/Deactivate a question

» Delete a question

* Move a question
Approve/Disapprove a question

In a category that requires question to be moderated, any new questions will be in the unapproved
status and need to be approved before being published.

There are two options for answers: All and Approved.

« All: all approved and unapproved questions are displayed and visible for all users.

* Approved: only the approved questions are displayed and visible while the unapproved
guestions are not displayed and invisible.

If you select Approved, the Moderate Question function will determine the unapproved questions
to be displayed or not.

Approve/disapprove a question

The first way

1. Right-click the question title and select Edit from the drop-down menu. The Edit form will be
displayed.

Move Category To

Double-click Destination Category

exXoEvolution

P

eXo evolution

Cancel

2. Select/Deselect the Approved checkbox.

The second way
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1. Right-click the question title and select Answer Question from the drop-down menu. The
Answer form is displayed.

2. Select/Deselect the Approved checkbox.
The third way

1 Click
é‘j’ Manage Questions

on the Action bar. The Manage Questions form appears.

2. Click

v

or

X

to approve or disapprove the respective question.

See al so

View details of Answers
» View all questions

« Edit a question

Activate/Deactivate a question

Delete a question

» Move a question
Activate/Deactivate a question

When a question is activated, it will be displayed and visible to all users. If not, it will be hidden
and invisible.

The first way

1. Edit a question to open the Edit Question form.
2. Select/Deselect the Activated checkbox.

The second way

1. Go to the Answer form.

2. Select/Deselect the Activated checkbox.

The third way
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1. Click
&7 Manage Questions

on the Action bar.

2. Click

v

or

X

to activate or deactivate the respective questions.

See al so

* View details of Answers

» View all questions

« Edit a question

» Approve/Disapprove a question
» Delete a question

« Move a question
Delete a question

There are several ways to delete questions:

The first way

» Right-click your desired question and then select Delete from the drop-down menu.

The second way

* Click
@ Manage Questions
on the Action bar, and then click

(-]

L

corresponding to the question you want to delete.

The third way

* Click your desired question and click the delete icon. There will be an alert message, click OK
to confirm.
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See al so

* View details of Answers

¢ View all questions

 Edit a question

» Approve/Disapprove a question

« Activate/Deactivate a question

* Move a question

Move a question

1. Open the Move Question form by following one of two ways:

The first way

* Right-click your desired question and then select Move to from the drop-down menu.

The second way

» Select your desired question and click

il

2. Select the category to which you want to move your selected question.

Move Question

Double-click a destination category.:

f

eXoEvolution

ECE| S

exXo evolution

Services
Solutions

Training course

[ Bl == il == i B = =0

Other questions

Cancel
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Note

Only the Administrator can move questions to any areas in Answers.

The Moderator will be checked for permission when moving questions. The Moderator
can only move questions to the category where he is also the moderator.

A natification will be only sent to the creator of the question that has been moved.

See al so

» View details of Answers

¢ View all questions

« Edit a question

e Approve/Disapprove a question
 Activate/Deactivate a question

» Delete a question

Moderate an answer

In this section, the following topics are covered:

Approve/Disapprove an answer

Activate/Deactivate an answer
¢ Delete an answer
« Promote a comment to answer

On the top right of an answer, you will see icons that represent actions you can do on that answer.
Approve/Disapprove an answer

Click
<

3

on the top right of the answer content to approve/disapprove that answer.
Note

The approved answer is visible to regular users, while the unapproved question is
invisible.

See al so

597



Chapter 6. Organize Your Know...

* View details of Answers

Activate/Deactivate an answer

¢ Delete an answer

« Promote a comment to answer
Activate/Deactivate an answer
Click

ﬁ

/

on the top right of the answer content to activate/deactivate that answer.
Note

The deactivated answer is hidden to the regular users while the activated question is
shown.

See al so

View details of Answers

Approve/Disapprove an answer
* Delete an answer

* Promote a comment to answer
Delete an answer

To delete an answer, click the trash icon on the top right of the answer content, then click OK in
the confirmation message.

See al so

View details of Answers

Approve/Disapprove an answer

Activate/Deactivate an answer

« Promote a comment to answer

Promote a comment to answer

This function enables users to log in and give comments on specific questions.

If the comment is considered as the best answer for the question, it can be promoted to the answer.
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Leave a comment

1. Follow one of the following two ways:

The first way

 Click the question you want to leave comments and select

Comment

The second way

* Right-click a specific question and select

_) Comment

from drop-down menu.
2. Enter your comment in the text-input field.
3. Click Save to finish.

To promote a comment as an answetr, click

on the top right of the comments panel.

Note

Comments can be written in different languages. If a question is posted in multiple
languages, it can also have comments in multiple languages.

See al so

View details of Answers

Approve/Disapprove an answer

Activate/Deactivate an answer

* Delete an answer
Regular user

View details of Answers

After accessing Answers, the left pane is hidden by
default. To toogle the left panel, click

599



Chapter 6. Organize Your Know...

<]
on the Action bar.To view details of a category, simply left-click it to open its details in the right
pane.

Click % to show the left panel

eXo avolution ’}L eXo evolution Search:

1§;§ntlms #) b RSS &7 Submit Question = & Settings | (= Print
Categones 5 3 What is eXo Platform? «—— Click the question title to view itz contents
Jack Miller
: e A ey
Products 3 3  How can | register a training course?
Mary Williams
Services Sooee Arreers
Solubions .
4 2  Where to download Platform userguide
Training coursa John Smith

Other questions l *
Rating MNumber of answers

Here, you can view all activated questions of this category, some basic information of questions,
such as authors, scores, number of answers.

To view details of a question, simply click it to open its details, including its content, answers and
comments, uploaded files, preview the attached image, or download the attached files.

See al so

e Search

e Print
Submit a question

The Answers application allows you to raise your questions on any issues and helps you find
the best answer.

1. Right-click the category/sub-category where you want to
submit your question and then select

&7 Submit Question
from the drop-down menu;
Or go into the category that you want to submit
questions, then click
&7 Submit Question

on the Action bar.
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Question :

Details :

Language :
Author @
Email :

Attach Files :

Regular user

The Submit Question form appears as below.

(]
-}
by
=
I
(|
i
|
[l
i
1+
]

o
1|

#

English (Default) (-]
john
john.smith@acme. exoplatform.com

Attach a file
Save Cancel

2. Type your question into the Question field.

In this form, you can also:

i. Give details to your question into the Details field.

ii. Select your desired language in the Language drop-down list.

iii. Enter your email in the valid format, such as: username@abc.com, into the Email form.

iv. Attach different-typed files to your question by clicking the Attach a file link. The max size for
the attachment is 20Mb. To remove the attached files, click the corresponding Remove link next
to the file attachments.

3. Click Save to complete submitting your question.

A message will appear informing that your question has been added successfully. If the
moderation option was ticked when your selected category was created by the owner, there will
be a message informing that your question needs to be approved before being displayed in that
category.
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See al so

* View details of Answers

« Edit a question

e Answer a question

e Comment on a question

* Send a question to others

 Discuss a question in forum

« Rate a question

Edit a question

Regular users can only edit their own questions.

1. Open the Edit Question form by following one of these ways:

The first way

 Right-click the question that you want to edit and then select Edit from drop-down menu.

The second way

* Click a question, then select

&

=

as below.

How can I register a training course?

How can I register a training course for Platform 2.5?7 Which course is right for me?

Thu,Mov 24,2011
Answer Comment

2. Make changes to your question. You can add more or remove the language options, attach
files, approve or disapprove the question and its answers.
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3. Click Save to save all the changes.

See al so

* View details of Answers

Submit a question

e Comment on a question

e Send a question to others

» Discuss a question in Forum

» Rate a question
Answer a question
A question may have multiple answers and each can be moderated separately.

1. Open the Answer form by following one of these approaches:

The first way
* Right-click the question you want to answer and select Answer Question.

Ly v eXo evolution

-9 b RS5 &%F Submit Question Settings | =] Print

3 How to add the Answer nortlet to mv site?
Jack Miller —)  Comment

v
2 Where can | find the P = Send

—+COTE ANSWETS

Mary Williams

0l
i

The second way

» Open a question, then click Answer.
2. Enter your answer into the Answer field.

3. Select/Deselect the Approved and Activated checkboxes if you want to approve this answer
(optional). If this answer is in the category that requires moderation, the Approved checkbox will
be selected by default.
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The Activated option enables your answer to be shown or hidden. By default, an answer is always
shown.

4. Click

wf

to link the question to reference entries (optional).
5. Click Save to submit your answer.

See al so

* View details of Answers
e Submit a question
« Edit an answer

« Vote for an answer
Edit an answer

Regular users can only edit their answers.

1. Click

&

on the top right of the answer that you want to edit.
2. Make changes to your selected answer.
3. Click Save to save all the changes.

See al so

* View details of Answers
« Answer a question

« Vote for an answer

Comment on a question

You can leave comments on a question when you are not sure about the answer, or want to give
your ideas. Then, the moderator can promote your comment to answer if necessary.

1. Follow one of these following ways:

The first way
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 Click the question you want to leave comments, then select the Comment button.

The second way

» Right-click a specific question and select Comment from the drop-down menu.
2. Type your answer in the text-input field.

3. Click Save to finish.

Note

Comments can be written in different languages. If a question is posted in multiple
languages, it can also have comments in multiple languages.

See al so

View details of Answers

e Submit a question

¢ Answer a question

» Send a question to others

» Discuss a question in Forum

« Rate a question

Send a question to others

When you find a question interesting, you can share it with others easily. Regular users cannot
send pending questions.

1. Follow one of these following ways:

The first way

 Right-click the question that you want to send and select Send from the drop-down menu.

The second way

 Click your desired question and select

[=H
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2. Enter the receiver's email address into the To field.

Send Question by Email

From: | james Davis
Email: james, davis @acme, exoplatform.com
To:
Language: English El
Subject: Where can i download the eXo Platform manual?
Message: =_| E BIHE%EEE
fFEEE=E=|Tya-i@ # @

#| Add CC | Add BCC |

You may be interested in this question::

Question: Where can i download the eXo Platform manual?
Details:

that's is..

Click here for mare details.

Send Cancel

3. Select the display language for the question content. English is set by default.

4. Click Send.

Note

Add CC/Add BCC allows you to send this message to multiple receivers. Use Add CC
if you want all receivers to refer to this message. Use Add BCC if you want all receivers

to get this message but cannot see email addresses of other receivers.

If the submitted question has been existing in another language, you can select your
desired language from the Language drop-down list. If you change the language, the

guestion's subject and the message content will be changed accordingly.
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The users with email addresses in the To, CC and BBC fields will receive this message.
The receivers can click the here link in the content of the message to view the question
in details in the Answers application.

See al so

* View details of Answers

e Submit a question

¢ Answer a question

* Comment on a question

« Discuss a question in forum

« Rate a question
Discuss a question in forum

This feature is not enabled by default. Only Administrators can activate this feature.

When you want further discussion on a question rather than getting quick replies from Answers,
you can make that question posted in Forum as a new topic. The topic created in Forum will
have the same title and content as your question in Answers. All the comments will become posts
in that topic. Once there is a new reply in that Forum topic, your question in Answers will be
updated correspondingly.

Discuss or view the question discussion

The first way

» Open the question and click
e

on the top right of the question pane.

Discuss in Forum

The second way

» Right-click a specific question and select Discuss in Forum.
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2 Where can | find the Platform vear Aanida

Mary Williams =) Comment
v Answer Question

3  How to add the Answer p = send
. Jack Miller &

ANSWETS

>

A
ANSWETS

i
m

¥y
f

The topic posted in Forum needs to be approved by the administrators or moderators before you
can view it. To go to that topic, right-click the question title and select Discuss in Forum from
the drop-down menu again.

Topic in forum eXo evolution
Topic

. @ Sticky: Forum rules G
esl A John Smith

| How to add the Answer porlet to my site?
L John Smith

See al so

View details of Answers

* Submit a question

» Answer a question

« Comment on a question

¢ Send a question to others

« Rate a question

Rate a question

If you want to evaluate the quality of the question, you can use the intuitive rating feature provided
by Answers to the five-star scale with the ascending level from the left to the right.

1. Open the question which you want to rate.
2. Click the star on the top left of the question content.

72006 =

| | oo

After being rated, the vote statistics will be updated.
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S 7K =

4.0

3. Click OK on the confirmation message.
Note

Each user can only rate a question once. Rating is not available to anonymous users.

See al so

* View details of Answers

e Submit a question

« Answer a question

« Comment on a question

« Send a question to others

« Discuss a question in forum

Vote for an answer

You can vote for an answer that you find interesting and useful.

Answers

exo offers certification and training programs that will help you get the most out of your open source inves
gain hands-on experience with eXo Platform, while learning the key concepts related the successful archite
and administration of eXo-based solutions. eXo hosts training sessions in several professional training cer
instructors to customer locations.

john e¥o provides 2 courses on different subjects and attender: eXo Training and Certification Program
exXo Fundamentals (2 days), eXo Developer (2 days), eXo Architect (2 days)

For detailed information, refer to this page http://exoplatform.com/company/en/services/development-trair

Thu,Mov 24,2011
1

If you think the answer is good, click the thumb-up icon. If you think the answer is not good, click
the thumb-down icon.

Note

You cannot vote for an option twice but changing your voting is possible.

See al so
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¢ View details of Answers
« Answer a question

» Edit an answer
Watch/Unwatch a category

The Watch feature allows you to keep track of all changes in specific categories. You will get all
the updates via mail notifications if you enable the Watch function on a category.

To watch a category, right-click a category in the categories list and
select Watch from the drop-down menu. For the administrator/moderator,

the watched category will be marked with
o
Categories

i

[+ Services @

f+ Solutions =

f+ Training course @

f+ Other questions

If you do not want to receive any email notifications about the watched categories, right-click your
desired category in the Categories pane, then select Unwatch from the drop-down menu.

See al so
* View details of Answers

Subscribe to RSS feeds

You can get the latest questions in a category by getting the corresponding feed links, then use
your favorite RSS client to read.

Get the RSS link of a category

1. Click the category you want to get the RSS feed.

2. Click the RSS button on the Action bar.

9 Gl rss Category ~ &7 Submit Quest
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The RSS information page will appear on another tab. Depending on the browser you are using,
this page may be displayed differently. Use the RSS link provided in this new page to put in the
RSS reader of your choice.

See al so

* View details of Answers

Edit user settings

When going to user settings, you can change how Answers will display the entries[611], manage
your subscriptions [612] and change your avatar [612] here.

Change your user settings

Click

settings

on the Action bar. The Settings form will appear.

Settings x
Order by: |Crested Date -
| Ascending - |
Sort question by [
popularity
Watches @

Avatar: ﬂ
(

Update | Reset

Save Cancel

Now you can:

Change the display settings

You can select to display entries by created date/alphabetical order and sorted by ascending/
descending type or by popularity.
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Manage watches

1.
o

to open the User Watch Manager form.

User Watch Manager

Category

categories = eXo evolution > Products
categories > eXo evolution = Services
categories » eXo evolution > Solutions
categories = eXo evolution > Training course

Watch by Email:

] james.davis@acme.exoplatform.com

Cancel

2. Click the category title if you
view details or

L

to unwatch the corresponding category.

Change your avatar

1. Click the Update link to open the Upload File form.
2. Locate and upload your desired file.
3. Click Save to save the changes.

See al so

* View details of Answers

View public user profile

Click

Unwatch

@ @ @ @

would like to
click

The function is for all users, even when you are not logged in (guest). To view a specific user's

profile, click his username. The profile of that user will be displayed.
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User Profile

Profile of: James Davis

Username:
First Name:
Last Mame:
Birthday:
Gender:

"
4
James Davis
loin Date: Thu,Nov 17,2011

Last Login: Wed,Nov 23,2011, wWork Phone:
06:01 PM Website:
Close

Email:

Job Title:
Location:
Home Phone:

james
James
Davis

james.davis@acme.exoplatform.com

Jportalfintranet/profile/james

This form shows the selected user's profile, including the join date and the last login time.

See al so

* View details of Answers

Search

With the Search function, you can find your desired item, such as categories, questions, answers,
or comments easily. In the Answers application, you can do your searches to specific search
conditions easily through two types: Quick search and Advanced search.

Quick search

You can do quick searches easily by entering specific keywords into the Search area. All items
containing the text matching your search term will be returned in the Search Results form.

1. Enter a keyword into the Search field at the right corner of the breadcrumb.

Search: Platform

or press the Enter key to perform your search.

. #

Click

The Search Results window will open with all matching categories and questions.
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Search Results

Matching Entries and Categories

MName

Where to download Platform userguide

Flatform
Where can I find the Platform user guide

What is eXo Platform?

Details:

Created
on

11/24/2011
11/24/2011
11/23/2011

11/24/2011

Close

Item Description

i, The question has been answered.
i The question has not been answered.
B The category containing your entered
keywords.
Click this icon to go into a question or a
category.
See al so

* View details of Answers

* Advanced search

Advanced search

The Advanced search allows you to do a search with multiple criteria corresponding to the object
that is expected to be found. Using the advanced search, you can find questions/categories more

exactly.

1.

on the Search area.

Click
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2. Define some search criteria in the Advanced Search form. The criteria may vary, depending
on where you want to search.

« Search in both categories and entries/questions by unselecting the categories or entries from
the "Search in" drop-down menu. This form is set by default.

Advanced Search

Term | patform

Search in E|
Created between

And

Search Close

« Search in categories by selecting Category from the drop-down menu. You will do a search with
some specific criteria to find expected categories. Search results will only include categories.

Advanced Search

Term | platform
Search in | categories |Z|

Name prodycts

Is Moderate |ves [~]
Moderator

Created between 09/02/2011

And [11124/2011

Search Close

» Search in entries/questions to find your expected questions, answers or comments by selecting
Entries from the drop-down menu.
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Advanced Search

Term pjatform

Search in [Entries (]

Author

Author's Email

Language English E|

Question |ink download

Answer

Comment

Created between |pqin2/2011

And [11p24/2011

Search Close

3. Click the Search button to launch the search. All items matching your criteria will be listed in
the search results pane below the Search form.

See al so

* View details of Answers

e Quick search

Print

Print all questions with their answers of a category and its sub-categories
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1. Select one parent category from the Categories list on the left pane.

2. Click the Print button on the action bar under the selected category.

%+ eXo evolution » Products

-+ b RSS | &% Submit Question Settings | (== Print

3. Click the Print button to accept printing or Close to quit the Print Preview form without printing.

Print details of a question

1. Click your desired question.

2. Click
(=] Print

on the top right of the question pane. You wil see the question and its details as below:

Where can i download the eXo Platform manual?

\
“ that's is...

Fri, September 30, 2011

. The eXo Platform manual is included with the Platform package so vou don't have to download it

Mon, October 03, 2011

this link may be useful:

http:/f community_exoplatform org/portal ‘public/ classic/documentation-public

Maon, October 03, 2011

Prirt Close
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3. Select the Print to start printing.

See al so

* View details of Answers
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Chapter 7.

Build Social Network

Social is an application of eXo Platform, which gives rich experiences to users via many options
that are similar to social networks, such as Facebook and LinkedIn. With Social, you can establish
more meaningful connections and improve your communication and collaboration. Social allows
you to add details, including experiences, skills and team information, to profiles of yourself and
another contacts. Besides, 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.

This chapter presents the following topics:

» Manage your profile through step-by-step instructions. In this section, you can build your profile
with full personal information, such as contact information, work experience, current position,
and more.

« Manage spaces which shows you how to create/edit/join/leave/delete a space, or to view its
details, or to search for spaces and to accept/deny invitations.

« Build networks which includes actions related to searching for contacts and sending connection
requests.

» Follow activities in your organization which allows you to update status, share links, delete
activities/comments, comment on activities, or like/unlike activities/comments.

In this chapter, most Social-related actions are demonstrated through the Intranet site which is
a default social portal built in eXo Platform.

’ﬁ My Sites Dashboard Edit

dacme

default

After entering Intranet, you will be directed to the Intranet homepage as below.
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- My Sites My Spaces Dashboard Edit

Jot

vitations

ople @ | Space @

E‘ lack Miller

Find More

jenda

ents (0) Tasks (D)

atured Poll

forums

Manage your profile

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.

All Updates Network Updates Space Updates My Stabus
John Smith
g ‘Waorkmng with UI Team
http: fexoplatform.org
Source : http://exoplatform.org
@ about B minutes ago * Comment | Like
Show all *
Mary Williams
‘ Mary Williams is now connected with John Smith,
* - about 21 minutes ago * Comment | Like
John Smith
rH You are now connected with John Smith.
o about 21 minutes ago = Comment | Like
John Smith
g You mvited James Dawis bo connect.
m - about 24 rinutes ago * Comment | Like | Revoka

John Smith

ic;._ Write something. ..

My Profile

My Metwork

My Account]

The Account Profile form is displayed with information you have set previously.

) Logout

Activity Streams

Find People

Change Language
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Manage your profile

Account Profiles Change Password
Username: john &
First Name: 15hn "
Last Name:  gmith &
Email: john. smith @acme. exoplatform. com 4

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 two
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.
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John Smith

k] Write something. ..
First way Second way

[Activity Streamd

My Network Find People
My Account Change Language
() Logout

The My Profile page is displayed as below.

John Smith

Team Leade@

Basic information

<

ser name: john

Ea-ng-e .u.-..'atarl First nama: Jahn

ctivity Stream Last name: Smith

Email: exojohnsmith@exoplatform.com
My Profile + ! P

My network Contact

Gender: male

Phone: Work: 0831567982
Work: 045672044

IMs: Skypa: JohnSmith_aXo
Urls: no contact link entered

ExXperience

Current

Mov 12, 2010 Team Leader at JBRAS Corporation
November 12, 2010 Unbl now

Lead two teams: Social and CT

Leadershap, Javascngt, Managemaent

Past

Jum 1, 2009 Technical Leader at ACME Corporation
Jume 1, 2009 to November 11, 2010
Manage Social Team and resolve technical issues. Developmant, Management, Leadership

From here, you can:

» Modify your contact information, including basic information, contact details, and experiences.

» Upload your profile avatar.
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Edit your information

¢ Update your current position.

View profiles of another eXo Platform users

1. Hover your cursor over your display name at the top right corner of the page, then select either
of the following pages from the drop-down menu:

» Find People; or
e My Network --> All People; or
* Activity Streams --> All Updates

2. Click the appropriate username to be directed to his/her profile.

Note
Regardless of being an administrator, you do not have right to edit profiles of another
people.

See al so

* Manage accounts

* Build networks

Follow activities in your organization

* Manage spaces

Use the Dashboard workspace

Edit your information

Your own information is visible to all people using the network. You can change information in
each pane or all panes 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 inputted information.
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ntact

Gender: male -

Phone: \work - 083567982 Remove |
Work = 045672044 [Remove]i[2ad]
IMS: Skype ~ JohnSmith_exo 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

Basic information 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: JohnKelvin@gmail.com.
Note that spaces between characters are not

accepted.
Contact

Contact Description

Gender The gender of user. Select your gender from
the select box, either male or female.

Phone The phone number at work, home or at other
sites which must be between 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

Experience Description

Organization Where you have worked. This field is limited
from 3 to 90 characters.
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Upload your profile avatar

Experience 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 which must be in
the MM/DD/YYYY format.

End Date The end date of your work which must be in the
MM/DD/YYYY format.
Still in this position Indicate that the user is still being at the

described position.

See al so

» Upload your profile avatar.

» Update your current position.

Upload your profile avatar

You easily upload a photo to your profile or to your spaces where you own or manage.

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

Avatar Upload x

Please upload a picture with a size below 2 MBE.

MName:

LIy d:
Jpload: Browse_

Confirm Cancel

2. Click Browse... to open the File Upload form, then select your desired image, and click the
Open button to upload your selected image. The uploaded photo must be smaller than 2 MBs.

3. Click Confirm to open the Avatar Preview form to see some related information, such as file
name, file type and image size.
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Avatar Preview o

File name: John] JohnSmith - System Administrator jpg
File type: image/jpeqg
Image size: 5.0 KB

A

Save Abort

4. Click Save to accept your changes.

Note

Your image will be automatically resized to a specified value.
Update your current position

1. Click the Edit link.

John Smith

Team Leader

The form to update the current information will appear.

John Smith

Technical Leadeﬂ 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 is only used for providing more details, not
for searching. Meanwhile, the information entered in the Skills Used field will be retrieved
when you do the Search function.

Manage spaces

The concept "team work" becomes very familiar in business environments. By establishing one
specific team or group, you and your collaborators can work together on important projects. Based
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Create a space

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.

™ My Sites My Spaces Dashboard Edit

The Space page appears as below.

Find Space =

ilter By Alphabet

A B i D E F c H | ] K L M ] Q P Q R S T u v W X Y Z
m My Spaces Received Invitations Pending Reguests
paces Found: 4 matching "All" filver
T elo FC § on eXo Platform §
r Members: | Members: 1
For activities related 1o eXe FCs club Far members of PLF teas
Edit | Leawe | Delete Edit | Leawe | Delete
Doc Team 3 +=2 eXo Developear Teams 1
i Members: 1 Mambars: 1
For members of DOC Team For discuss isswes and ideas related to Company's products improves ent

Delere Edit | Leave | Dabene

Edir

The Space navigation includes the following tabs:

All Spaces: all spaces which have been created with the Visibility value as Visible.
« My Spaces: spaces where you have the role as a member or a manager.

« Received Invitations: spaces where you are invited to become members by space managers.

Pending Requests: spaces where you have requested to become their members.

Note

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

Create a space

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:
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1. Click
+ Add New Space

at the right corner of 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.

Add New Space ®x
Settings Visibility Invite users from group

Name |xqFC :

Priority | intermediate El

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

Descriplion | The space for all members in eXo Foothall Club,

| Create |
3. Select an access level in the Visibility tab.
Add New Space b 4
Settings Visibility Invite users from group

Visibility @ wisible © Hidden
Registration ) ppen @ 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.
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« Hidden: The space is not visible in the public spaces list.

Registration: By default, the Registration value is set as Validation. There will be an explanation
text (within two round brackets) corresponding to each your selection.

» 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.

Add New Space ®x

Settings Visibility Invite users from group

Select a target group for this space

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

If vou 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.
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Select a target group for this space

& platform
Croup to invite users The child group to invite users
fat v Splatform/administrators

Ela.ﬂ; Platform
:.ﬁ. Administrators

You will see your selected group as below.
Add New Space b 4

Settings Visibility Invite users from group

Selected group: fplatform/administrators
Select a target group for this space

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

If wou 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.

After you have selected one existing group, all users in that group will be invited to join your newly
created space.

* The second instance: You have not been a manager of any group yet. It means that the space
you are creating is the first one, and you cannot select a target group.
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Add New Space b 4

Settings Visibility Invite users from group

Select a target group for this space

Cnce yvou 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
1o invite its users in a space.

Create

Note

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.

5. Click Create to finish adding your new space.

Note

When more than two space characters are input between words, 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 omitted.

Edit a space

This function allows you to change the information of a space, manage members and applications
if you are the creator or have the Manage permission on it.

To access the Space Settings, follow 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 eXo Platform 3

Members: 1

For members of PLF team.

| Leave | Delets
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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

eXo Platform@D

Change space information

This function allows you to edit the basic information of a space as follows:

1. Select the Settings tab in the Space Settings page.

E PLF DOC Team Home Agenda Dhiscussions

Access & Edit
BES I ~
Members IIJ
Apphcabions
Mawigations
Mame: pLF pOC Team -

Desoription:  ror peapke wha are respensble for PUE

documentations.

Priorty:  Intermediate -

Sawve

2. Change information in the Description and Priority fields, and the space avatar.
« To change the space avatar, click
7

, or directly click the current space avatar to open the Avatar Upload form. For more details,
see the Upload your profile avatar section.

Note

You cannot change the space name.
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3. Click Save to accept your changes.

Change visibility

1. Select Access & Edit 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.
Manage members

Select Members in the left pane of the Space Settings page to open the Manage members form.
Here, you can do many actions on members as stated below.

Invite new members

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

el

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

1. Click

to open the Select Users form.
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Select Users

Search: Usemame

0 Username First Name Last Name Email
|:| Larry Larry Tran Larry@gmail.com
] demo lack Miller jack.miller®@acme.exoplatform.com
] james lames Davis james davis@acme exoplatform.com
] john John Smith john.smith®@acme.exoplatform.com
] mary Mary William s mary william s@acme.exoplatform.com
] root Root Root root@localhost

Add Close

» To search for your desired member 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.

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

3. Click

s

to invite your selected users.

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

Note

You can invite multiple users which will be separated by commas in the Select Users field.
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Revoke your invitations

If your invited users have
you can revoke your

The users will be removed from the Invited list.

Promote/Demote a member

not accepted
invitations

« To promote a member to the manager position, click

B

your requests,
by clicking

in the Manager column. The user will be automatically promoted as a manager in the current

space.

* To demote a member, click

e

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.

Remove a member

Click

corresponding to the member you want to delete in the Members list.

Manage space applications

To manage space applications, click the Applications tab to go the Applications page.
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I PLF DOC Team &= Home Agenda Discussions Documents
ettings

) Dehete ap
woress & Edit | Members
dembers Members Portlst

\pplications —

\avigations

ee——a| Space Setting
Space Setting Portlet

Wiki Portl=t

Add Application Add new applicabon Total pages: 2

Add a new space application
1. Click Add Application to open the Application List.
Application List x

| Controller

' Dashboard ¥

ECM

Add this application

= Content Browser

Content Browser

@

mmmmms3 | Fast Content Creator

Fast Content Creator

| Form Generator Portlet

| Forms

| Gadgets

| Integration

| Mawigation

| Newsletter
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2. Select the application you want to add by clicking &
If there is no available application, ask your system administrator to gain the access right.
Delete applications

To remove an application, click

(g

corresponding to the application name.

Note

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

Edit space navigation

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.

PLF DOC Team &

[spaces/plf_doc_team

Settings
Access & Edit ﬁ’
Members =i} PLF DOC Tea
: + Add new MNode
Applications i =) Discussion
# Edit Node's Page
# Edit this Node
i = Document
['] Copy Node
i+ |= Agenda i
[ Clone Node
i = Members
4 Cut Node
o2 Space Setl
] Delete Node
B woveup
4] Mowve Down

You can take the following actions:

» Right-click a node name (space name) and takes actions in the context menu, such as adding/
editing a node, editing a node's page, copying/cloning a node.
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 Right-click any white area to display

4+ Add new Node

, then select this button. The Ul Page Node form appears that 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.

Join or Leave a space
Join a space

Click My Spaces on the Administration bar, then click the All Spaces tab to display all spaces
which Visibility is set to "Visible". There are two cases to join a space:

» The first instance: For spaces without validation required, click Join corresponding to your
desired space. You will automatically become their members.

» The second instance: For spaces with validation required, after clicking 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.

eXo FC

# Members: 1

For activities related to eXo FC's club

Leave a space

» To leave the space which has been validated, simply click Leave.
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Doc Team &

lr Members: 2
For members of DOC Team.

Leave

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.

View details of a space

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, left-click the name of your
desired space.

Left-chck this Iink to see
eXo FC = - eXo Platform
details of this space X'D -
Members: 1 Members: 2
For activities related to eXo FC's club For members of PLF team.
Ediit | Leave | Delete Edit | Leave | Delete
Doc Team § . eXo Developer Teams §
Members: 1 = Members: 1

For members of DOC Team For discuss issues and ideas related to Company's pr

Ediit Leave Delete Edit | Leave | Delete
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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 colleagues to take part in your space.

Besides, as a space manager or creator, you can:

Edit the space settings, including description, priority level, and avatar.

» Change the visibility of your space

« Invite new members to join your space

Accept/Deny requests for joining a space

Promote/Demote roles of space members

 Remove members from your space

Delete a space

Only the space managers can delete their
clicking

All information and navigations related to that space are also deleted.

Search for spaces

spaces

by

The Search function in the Spaces application helps you easily find spaces from one of the tabs

in the Space navigation.
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Accept/Deny invitations

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

P

Search by alphabets

Simply click a specific letter which is covered in the space name.
The found spaces will be listed in the Spaces Found pane.
Accept/Deny invitations

This function allows you to accept and/or deny invitations that you received from others. Spaces
which are being waited for acceptance will be listed in the Received Invitations tab.

All Spaces | My Spaces | | Pending Requests

Spaces Found: 4 matching "All" filter

eXo Platform &

Members: 2
For members of PLF team.
Accept Deny

' ?

Members: 1
For members of Maobile Team

Accept Deny

» Click Accept to accept joining the space.

 Click Deny to refuse joining the space.

Build networks

To build your network, you first need to hover your cursor over the display name on the
Administration bar and select My Network from the drop-down menu.
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John Smith

ic._._ Write something...

My Profile Activity Streams
Find People

My Account Change Language
() Logout

The Network page appears and allows you to do the following actions:

» Search for your contact

« Send connection requests

-
£ o
-

Change Avatar

ctivity Stream
My Profile

Find Contact: o More option

People directory

Bl -~ 8 cp E F 6 H I J KLMNOTPU QR STUVWXY

All People |m | Received Invitations | Pending Requests

People Found: 3 matching "All" filter.
a Mary Williams e Gabriel Pascal v
. =
Delete “ Delete
This page consists of the following tabs:

« All People: list users who have registered in your system.

* Network: list users who have established connections with you. You can remove these
connections by clicking Delete.

* Received Invitations: list users who have sent you connection request. You can click Accept
to accept being as his/her contact or Deny to refuse.

642

Z

D



Search for your contact

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

Search for your contact

This function allows you to find your desired contact quickly.

1. Select the relevant tab in which you want to do your search.

« To search across all users in eXo Platform, select the All People tab. Alternatively, you can
hover your cursor over your display name and select Find People from the drop-down menu.

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

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

Find Contact: j @ More option
Jack Miller

People directory James Davis

» To do advanced lookups for your entered name, click More option. This option allows you to
filter your contacts by positions, skills and gender.

» To stop doing advanced lookups, click Hide option.

2. Hit the Enter key, or click
0

to find your contact. The results will be listed in the People Found pane.

Send connection requests

You easily send a request following one of two ways:

1. Hover your cursor over your display name on the Administration bar, and select My Network
--> All People, or simply select Find People from the drop-down menu.

All users will be listed in the People Found pane.
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John Smith
;g__._ Write something. ..
My Profile Activity Streams
[My Network] |Find People|
My Account Change Language

() Logout

2. Invite your desired contact via one of two ways.

sople directory

uAECDEFGHIlKLHNGPQRSTUUWITE

eople Found: 4 matching "All" filter.

@ Gabriel Pascal lack VIIHF'@- Q lames Davis

n pascal@exoplatform.com jack.miller@acme.exoplatform.com James.davis@ac
Irivite I.'Iull'f'l Acceplt Inwite

mary. williams@acme. exoplatform.com

[invits | First way

The first way

 Click Invite to send your connection request.

The second way

« Click the contact name to go to his/her profile, then click Invite to connect at the right corner
of the contact profile page.

Mary Williams

% Basic information
"
I User name: Mary
First name: Mary
ctivity Stream Last name: Williams

m Email: mary. williamsdacme. exaplatform.com

My nebwork

Contact
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Send connection requests

The

icon is then displayed next to the contact name. This means that your connection request is in the
pending status until the invited contact confirms it.

Note

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

Revoke a connection request

In the People Found pane, simply select Cancel, or click the contact name to go to the relevant
profile and select Revoke at the right corner of the contact's profile page.

Accept/Deny a connection request

You can find all the connection requests in the Received Invitations tab. You can click Accept
to accept the request, or Deny to reject the connection request.

Disconnect from your contacts

In the Network or All People tab, you can remove the connections between you and the users
who are as your contacts anymore via one of two following ways.

People directory

My A B C D E|F |G H| I ||)J K L M N O P OQ RS T U Vv W X Y | Z

All People | | Received Invitations | Pending Requests

The second way
People Found: 2 matching "All" filter.

ﬁ James Davis +
ThE first way

Mandy Rose +

Delete

The first way

 Click Delete to remove your established connections.

The second way

» Click the contact name to go to the profile page, then click the Disconnect link at the right
corner of the contact profile page.
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Mary Williams

Basic information

User name: Mary
First name: Mary
Last name: Willlams
Email: mary.wilhams@acme.exoplatform.com

Contac

Follow activities in your organization

All activities of users are displayed in user's or Space's Activity Streams.

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

John Smith
!-* Write something...
X
My Profile Activity Streams
My Network Find People
My Account Change Language
) Logout

In Activity Streams, you can follow various activities, including:

« All updates related to users who have registered in your system in the All Updates tab.

» All updates of users who have establised their connections with you in the Network Updates
tab.

» All updates of spaces where you are a member or a manager in the Space Updates tab.

« Allyour own activities in the My Status tab, such as your profile updates, link updates or another
activities pushed by yourself.

You can see activities of any registered people by clicking their usernames. However, for people
to whom you have not connected, you only can view their activities but cannot post any activities,
comments or likes on their spaces.

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

Change Avatar

ity Stream +
My Profile
My network

Update status

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.

Update status

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 hame on the right corner of the page.

John Smith
~
"N
My Profile Activity Streams
My Network Find People
My Account Change Language

() Logout

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

The second way
1. Go into the Activity page.

2. Enter your current status in the Status Update box.

Warkireg with T Team|

Add; & Link B File +=— Share document

Status Update box
Add mk

All Updates Network Updates Space Updates My Status

Mary Williams
. Mary Wilkams is now connacted with John Smith,
# -3 t it ] Comment | Like
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2. Click Share to accept sharing your status.

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

Share links

1. Click
& Link

2. Enter the link into the Attach field and press the Attach button. If the link address is correct, it
will be attached, then shown with the overall content of the link.

dd: &2 Edit content

F'd
@) Live Chat |exotond |

http://exoplatform org/com pany/en/home

« 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.

* You can edit the link content by double-clicking the content you want to edit.

3. Click Share to share the entered link with your connections, or the X icon to remove your
entered link.

Delete activities/comments

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

1. Select All Updates or My Status to view all your own activities.
Cletayapifintg?:t
The confirmation message will be displayed.

3. Click OK to accept your deletion.

Comment on activities

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:
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Like/Unlike activities/comments

1. Click Network Updates to see all activities of your established contacts.
2. Select one profile containing the activity you want to comment.

3. Click Comment in the bottom line of the profile. The Comment form will appear below.

Mandy Rose

Mandy Rose profile has updated his basic profile infa
»: hout

Ex Your new avatar is so great!

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

Like/Unlike activities/comments

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

Like activities/comments

1. Select the profile containing the activity/comment you want to like.
2. Click Like beside the activity/comment.

After you have selected Like, the text "You like this' will be displayed below and Like will be turned
into Unlike.

Mandy Rose
Mandy Rose profile has updated his basic profile info

" i - Comment

Unlike activities/comments

You only can Unlike activities/comments that you selected Like. Do the same way as steps when
selecting Like.

649



650



	User Guide
	Table of Contents
	Chapter 1. eXo Platform
	Contribute to documentation
	Introduction
	
	About eXo Platform
	System requirements
	Browser compatibility


	Chapter 2. Tutorials
	
	Glossary
	Portal
	Portlet
	Navigation
	Gadget
	Modes
	Permission
	Repository
	Workspace
	Drive
	Node
	Version
	WebDAV
	Podcast
	File Plan
	Symlink

	eXo Platform 3.5 interface
	Manage accounts
	Register new account
	Sign in & Sign out
	Sign in a portal
	Sign out a portal

	Change account settings
	Retrieve account and password

	Manage language
	Change the display language permanently
	Change the display language for another user


	Chapter 3. Manage Your Organization
	
	About Administration bar
	
	User actions in the Administration bar


	Manage users and groups
	
	Add a user
	Manage users
	Search for users
	Edit user information
	Delete a user

	Manage groups
	Add a new group
	Edit a group
	Delete a group
	Add a user to a group
	Edit a user membership in a group

	Manage memberships
	Add a new membership type
	Edit a membership type
	Delete a membership type



	Manage permissions
	
	Set permissions on a portal
	Access permission
	Edit permission

	Set permissions on a page
	Access permission
	Edit permission

	Set access permission on a category
	Set access permission on a portlet


	Manage portals/websites
	
	Create a new portal
	Switch between portals
	Edit a portal
	Edit layout
	Edit navigation
	Edit configurations

	Delete a portal


	Manage navigation nodes
	
	Add a new node
	Edit a node
	Copy/Paste a node
	Clone a node
	Cut a node
	Delete a node
	Change nodes order


	Manage pages
	
	Add a new page using Page Creation Wizard
	Select a navigation node and create the page
	Select a page layout template
	Arrange the page layout

	Add a new page using Page Management
	Edit a page
	Delete a page

	Manage page navigation
	Portal's page navigation
	User's page navigation
	Group's page navigation
	Edit a group's page navigation
	Create a new page navigation
	Change priority of page's navigation
	Delete a group's navigation



	Manage applications
	Inside a portal
	Manage portlets and gadgets
	Import portlets and gadgets
	View/Edit detailed information of a portlet/gadget
	Edit a specific portlet
	Add a gadget
	Add a new gadget from Dashboard
	Edit a gadget

	Dashboard portlet
	Use the Dashboard workspace
	Change gadget preferences
	Add more external gadgets from Dashboard


	Use Gadgets in your dashboards
	Engagement gadgets
	Latest Forum Posts
	Top Voted Topics
	Forum Statistics
	Friend Suggestions

	Audit gadgets
	User Login History

	Collab gadgets
	eXo Calendar Gadget

	Management and Monitoring Gadgets
	Memory Charts
	Cache Levels
	Applications Statistics
	All Template Statistics
	10 Slowest Templates
	Services Management
	eXo Scripting Console


	Inside Desktop
	Add an application
	Open an application
	Quit an application
	Change the Desktop title and background



	Chapter 4. Organize Your Content
	
	Structure content
	
	Access Sites Explorer
	Drives
	Private drive
	Public drive
	Drive of a specific group
	Hide/Show the sidebar in a drive

	Views
	Admin view
	Cover Flow view
	Icons view
	Thumbnails view
	Slide Show view
	Timeline view

	Functions on action tabs
	Add a category
	Add a document
	Add a folder
	Add translations to a document
	Add a Symlink
	Comment
	Edit a document
	Export nodes
	Import nodes
	Manage actions
	Add an action
	View actions
	Edit an action
	Delete an action

	Manage auditing
	Manage categories
	Assign a category to a node
	Delete a category

	Show/Hide a content
	Manage publication
	Manage relations
	Add a relation
	Delete a relation
	View relations

	Manage versions
	Add versions to a node
	Add/Remove labels for versions
	View versions
	Restore a version
	Delete a version

	Multi-Languages
	Overload thumbnails
	Request approval
	Approve a content
	Publish a content
	Show drives
	Show JCR Structure
	Tag documents
	Upload files into folders
	View metadata
	View node types
	View permissions
	View properties
	View relations
	Vote for a document
	Watch documents

	Actions on folders and documents
	Add to favorites
	Copy/Paste & Cut/Paste
	Edit documents
	Delete folders and documents
	Drag and drop folders and documents
	Lock/Unlock folders and documents
	Rename folders and documents
	Add a Symlink
	View WebDAV
	View information
	View document
	Copy a URL to the clipboard
	Manage tags

	Content Administration
	Categories and Tags
	Manage tags
	
	Edit a tag style
	Delete a tag style
	Tag Permission Manager

	Manage categories
	Add a category tree
	Edit a category tree

	Content Presentation
	Manage a template
	Manage metadata
	Manage views
	Views tab
	ECM Templates tab

	Manage drives
	Add a new drive
	Edit a drive
	Delete a drive


	Content Types
	Namespace registry
	Manage node types
	View node types

	Advanced Configuration
	Manage queries
	Manage Scripts
	Create an action type
	Manage locks



	Manage content
	Contribute content
	Edit mode
	InContext Editing
	Add a content
	Edit a content
	Manage content
	Preferences

	Inline Editing
	CKEditor
	Publication process

	Content inside categories
	Create a content

	Manage content in Sites Explorer
	Create a new web content
	Edit a webcontent
	Delete a webcontent
	Publish a webcontent
	Preferences
	Search in Sites Explorer
	Quick search
	Advanced search
	Search by Name
	Search with constraints
	Methods to add the required constraints

	Search by creating a new query
	Search by existing queries

	Search with saved queries


	Manage content with WebDAV
	What is WebDAV?
	Why use WebDAV?
	How to use WebDAV in eXo Platform?
	Actions
	Add new content to a specific site
	Delete a web content


	Fast content creator
	Configuration of fast content creator
	Create a new document by fast content creator
	View a document

	Contents by query
	Form Builder
	Category navigation
	SEO management
	Print content

	Manage newsletters
	
	Newsletter viewer
	Newsletter Manager
	Manage categories in Newsletter
	Add a new category
	Edit a category
	Delete a category
	Manage users

	Subscriptions
	Open a newsletter
	Edit a newsletter
	Delete a newsletter
	Convert as template
	Newsletters



	Manage workflows
	Holiday process
	Create a holiday process
	Manage a holiday process

	Pay raise process
	Create a pay raise process
	Manage a pay raise process

	Upload a process
	View process detail


	Chapter 5. Collaborate With Your Colleagues
	
	Manage your calendar
	Calendar views
	Manage a calendar group
	Add a new calendar group
	Edit a calendar group
	Delete a calendar group

	Create a calendar
	Create a personal calendar
	Create a group calendar
	Create a remote calendar

	Edit a calendar
	Set the calendar color
	Delete a calendar

	Export/Import a calendar
	Share a personal calendar
	Schedule an event
	View details of an event
	Create a new event
	Quick add an event
	Add a detailed event
	Create a recurring event
	Create a reminder for upcoming events
	Add participants to an event
	View the availability time of participants


	Edit an event
	Drag and drop an event
	Export/Import an event
	Delete an event

	Schedule a task
	View task details
	Create a new task
	Quick add a task
	Add a detailed task
	Assign a task delegation
	Create a reminder


	Edit task details
	Drag and drop a task
	Export/Import a task
	Delete a task

	Search for events/tasks
	Quick search
	Advanced Search

	More actions
	Generate RSS
	Edit Calendar settings
	Manage categories
	Add a new category
	Edit/Delete a category


	Add Upcoming Events gadget to your page

	Manage your contacts
	View contacts
	Create a new contact
	Edit contact details
	Tag a contact
	Edit a tag
	Delete a tag

	Send a mail to a contact
	Copy/Paste a contact
	Move a contact
	Delete a contact
	Export contacts
	Import contacts
	Print contacts
	Print an Address Book
	Share contacts
	Search for contacts
	Quick search
	Advanced search

	Manage Address Books
	Create an address book
	Edit an address book
	Remove an address book
	Export an address book
	Import an address book
	Share a personal address book
	Grant permissions on a public address book


	Email your contacts
	Create a Mail account
	Edit your account details
	Delete your account
	More about Incoming & Outgoing mail server settings

	Get mails
	Mail views
	List view
	Thread view
	Conversation view

	Read an email
	Download an attached file
	Download and save attachments to server

	View all headers of a message
	Mark/Unmark a message as read
	Star/Unstar a message
	Move a message to other folders
	Report a message as spam
	Delete a message

	Compose a new message
	Attach a file to a message
	Attach a server file

	Save a message as draft
	Set a priority level
	Change the message signature
	Change message preferences

	Reply to a message
	Forward a message
	Print a message
	Export a message
	Import a message
	Categorize messages by folders/tags/filters
	Folder
	Create a new folder
	Manage Personal Folders
	Create a sub-folder
	Rename a folder
	Remove a folder
	Mark a folder as read


	Tag
	Create a tag
	Assign a tag to a message
	Edit a tag
	Remove a tag
	Empty a tag
	Change the tag color

	Filter
	Create a filter
	Edit a filter
	Delete a filter


	Search for messages
	Quick search
	Advanced search

	Add an event
	Manage Address Book in Mail
	Add a new address book
	Add a new contact
	Edit contact details
	Delete a contact

	Change Mail settings

	Chat with your contacts
	Add contacts to your friend list
	Remove a contact

	Chat with a contact
	Send messages
	Set your status
	Send a file
	Export the Chat history
	Show chat history at a specific time

	Create a chat room
	Add people to a room
	Join a chat room
	Leave a chat room
	Configure a chat room



	Chapter 6. Organize Your Knowledge
	
	About user roles
	How to access knowledge applications
	Build a wiki
	Overview
	The page hierarchy in Wiki
	Wiki Spaces

	Work with Wiki pages
	Create a page
	Edit a page
	Move a page to another location
	Delete a page
	View page information
	Add a related page
	View a page history

	Watch a page

	Work with attachments
	View all attachments of a page
	Add an attachment to a page
	Delete an attachment
	Download an attachment
	Link to an inserted image

	Use the WYSIWYG Editor
	Syntax Help
	Work with Macros
	Work with page versions
	View versions of a page
	Compare page versions
	Restore a page version to the current version

	Work with Spaces
	Search
	Quick Search
	Advanced Search

	Wiki Administration
	Set up space settings
	Manage Permissions
	Space Permissions
	Add space permissions
	Delete space permissions

	Page Permissions
	Manage a page template
	Search for a template
	Create a new template
	Edit a template
	Delete a template

	Set up the wiki syntax



	Build a forum
	Administrator
	Set up the Forum portlet
	Specify the category scoping
	Enable/Disable Forum components
	Enable/Disable a bookmarkable Forum URL

	Manage categories
	Add a new category
	Edit a category
	Delete a category

	Manage forums
	Add a new forum
	Configure the moderation settings

	Delete a forum

	Manage users
	Promote a user
	Modify user's forum settings
	Ban users

	Administrative tasks
	Set up Sort Settings
	Define censored keywords
	Customize an email notification template
	Customize a BBCode
	Add a new BBCode
	Edit a BBCode
	Delete a BBCode
	Activate/Deactivate a BBCode

	Set up auto-pruning
	Create a topic type
	Ban IPs
	Back up a category & forum
	Export a category
	Export a forum
	Import a category
	Import a forum



	Regular users
	View details of the Forum application
	Search
	Quick search
	Advanced search


	Topics
	Start a topic
	Select a topic icon
	Set the topic options
	Set topic permissions

	Edit a topic
	Create a poll
	Rate a topic
	Tag/Untag a topic

	Post
	Post a quick reply
	Post an advanced reply
	Post a private reply
	Reply with a quote
	Edit a post
	Delete a post

	Use BBCodes
	Public user profile
	Private messages
	Send a private message
	Receive a private message

	Bookmarks
	Add a bookmark
	View bookmarks
	Delete a bookmark

	Subscribe to RSS feeds
	Watch
	Permanent links
	User settings
	Edit a profile
	Change forum settings
	Edit a subscription


	Moderator
	Moderate forums
	Edit a forum
	Lock/Unlock a forum
	Close/Open a forum
	Move a forum

	Moderate topics
	Approve a topic
	Edit a topic
	Close/Open a topic
	Move a topic
	Delete a topic
	Lock/Unlock a topic
	Stick/Unstick a topic
	Merge topics
	Split a topic

	Moderate posts
	Approve a post
	Delete a post
	Move a post
	Hide a post
	Show a post
	Uncensor a post

	View all pending moderation tasks
	Ban IPs


	Build an Answers & FAQs system
	Administrator
	Set up Answers portlet
	Change the display mode
	Customize email notification template
	Enable the "Discuss in Forum" feature
	Define the default category for discussions

	Set up FAQ portlet

	Moderator
	Manage categories
	Add new categories
	Edit category properties
	Delete categories
	Move categories
	Export/Import categories

	Moderate questions
	View all questions
	Edit a question
	Approve/Disapprove a question
	Activate/Deactivate a question
	Delete a question
	Move a question

	Moderate an answer
	Approve/Disapprove an answer
	Activate/Deactivate an answer
	Delete an answer
	Promote a comment to answer


	Regular user
	View details of Answers
	Submit a question
	Edit a question

	Answer a question
	Edit an answer

	Comment on a question
	Send a question to others
	Discuss a question in forum
	Rate a question
	Vote for an answer
	Watch/Unwatch a category
	Subscribe to RSS feeds
	Edit user settings
	View public user profile
	Search
	Quick search
	Advanced search

	Print



	Chapter 7. Build Social Network
	
	Manage your profile
	Edit your information
	Upload your profile avatar
	Update your current position

	Manage spaces
	Create a space
	Edit a space
	Change space information
	Change visibility
	Manage members
	Invite new members
	Revoke your invitations
	Promote/Demote a member
	Remove a member

	Manage space applications
	Add a new space application
	Delete applications

	Edit space navigation

	Join or Leave a space
	View details of a space
	Delete a space
	Search for spaces
	Accept/Deny invitations

	Build networks
	Search for your contact
	Send connection requests
	Revoke a connection request
	Accept/Deny a connection request
	Disconnect from your contacts


	Follow activities in your organization
	Update status
	Share links
	Delete activities/comments
	Comment on activities
	Like/Unlike activities/comments



