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Chapter 1.

eXo Platform

1.1. 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

1.2. Introduction

The intended readers of this document are users using eXo Platform. This user guide explains all
the basic and advanced features of eXo Platform by providing a series of in-depth examples and
clear explanations which help users easily benefit from the eXo Platform capabilities and features.

This documentation is divided into the following chapters:

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

e Get Started 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.

e Manage Your Organization shows you how to manage users, groups and memberships in
eXo Platform.

e« Manage Your Portals is a collection of a portal-based actions, allowing you to manage
permissions, sites/portals, navigation nodes, pages and applications.

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

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

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

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

1.2.1. 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.

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

Collaboration
Development

Mobile Apps

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.

» 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.
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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 how 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.

1.2.2. 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, 8, and 9
* Firefox 3.5, 3.6, and 4

Unfortunately, we have not been able to make this product compatible will ALL browsers.
Therefore, we strongly recommend that you use the browsers listed above. In case of any
guestions, please contact your administrator.
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Get Started

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.

2.1. Glossary

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

Portal

Portal is a web-based environment for aggregating and personalizing information via specific
applications 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.

Portlet

Portlet is an applicative component pluggable to 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




Chapter 2. Get Started

displayed 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 hode tree (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 the following
navigation types:

« My Sites: This menu lets you access the different sites hosted by the portal. The navigation
of the current portal is displayed as a sub-menu. 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 Spaces Dashboard Desktop Edit

intranet
My

dCmia

£ default Add: & Link N File

* My Groups: This menu contains the navigations that are bound to groups that you belong
to. Out of the box, this menu does not appear, but a portal administrator can assign you to a
functional group that will grant you access to pages restricted to this group.

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

» 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.

« My Spaces: This menu lets you access spaces that you created or spaces that you are a
member. The navigation of a space is displayed as a sub-menu which lets you access that
space applications.

(o] My Sites Dashboard Desktop Edit

DOC Team
My Profile
eXo Platform

John Smitl e - . .
£ .5 FindSpaces Add: & Link B File
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« 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.

limages/DashboardPortlet.png|align="center" width="100mm" fo:scalefit="1" html:scalefit="0"

« Desktop: The desktop gives you access to applications of the portal in a free-form windowed
layout.

(2 | My Sites My Spaces Dashboard Edit

My Profile

« Edit: This navigation type appears when you logged in as an administrator or a web-contributor.
In spaces, it also appears when you are a space manager. This navigation contains links to add
new pages to a portal, to edit a page or to change the portal's layout and navigation.

(4 | My Sites My Spaces Dashboard Desktop @

Content
My Profile
Page
John Smith
: i : Site
B e et Add: & Link B File [

b

e User Menu: The main menu (located under your display name) to change your account
information, the portal language or to sign out, and more.

John Smith
n Write something...
=X\
My Profile Activity Streams
My Network Find People
My Account Change Language
 Logout
Gadget

Gadget is a mini web application running on a platform that a user can integrate and customize
in the website. You can add these gadgets to your dashboards by yourself.

Modes

eXo Platform offers two access modes by default:
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e 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.

Drive
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Drive may be defined as a shortcut to a specific location 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 humber 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.

WebDAV

WebDAYV stands for Web-based Distributed Authoring and Versioning. In eXo Platform, it is used
as a mean to access the content repository directly from the Sites Explorer.

Postcast

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.

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.
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 Describe the retention periods for records.
» Delineate who is responsible for managing the various types of records.

Symlink

Symlink stands for Symbolic Link and is a special file containing a reference to a document or a
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

2.2. eXo Platform 3.5 interface

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

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

exo

Welcome to

eXo Platform 3.5

Rich Social and
Collaboration Features

What's New in
eXo Platform 3.5

Advanced Content
Management

LogIn to the ACME website:

eXo Platform 3.5

The Cloud-Ready Portal and User Experience Platform

Getting Started
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camant, capturs and organize documants and Untructurad contant, and Stare svaryENing in the
BulRt-in Jarva Cantent Repositary.

¥  Socal Networks & Collabaration: transform your portai-nased app ima s wibram aniine

‘community by adding farum, chat, calendars, wikis and mare; support %or OpenSocial allaws
users to craste and connect rich user profiias, PUblich Bcthity straams, and colisborate in
dedicated spaces.

Devalopmant Plathorm: 3 fil-tstursd Sevalopmant nyiranmant fr Sullding and Intagrating

‘appICATIONS, GAOQSTS ANC MasnuDs

¥  OCoud-Ready: musti-tanancy at the TM level optimizas razource utiization and raduces the

85T of Samiying ITEFANSTS N WATEIEAS WITTIN & SUSTAMAT'S AMVATE CIUS SMVINNMATE.

Phana, I7ag, and Androld ap0s lat you take your Intranat with you. ACcass: your

ESMDOATY, BCTNTTY STREAM), GOCUMIENT TEPOSTANY, ANd Mare. Lean mare

What Can You Do with eXo Platform 3.5 ?

Developer Guide

Stap-ty-step tutarisis to help you bulld your project.
Administrator Guide

How to install and manage &Xo Piatform.

User Guide

S —
More Resources

- h -
X
Commurity

Prepare Your
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http://mycompany.com:8080/portal/default.

Manage accounts

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

et e e s

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

Explore the ACME website and social intranet:

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

Note

There is also direct links to login as regular users or superusers in the sample
portals.

2.3. Manage accounts

2.3.1. 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.

Sign in | start a new session Create an account

The Create a New Account form appears as below:
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Chapter 2. Get Started

Create a New Account
Fill this form ko register your

i user account. Then click here to
Username: john @ login

Password: sessss - “\

Confirm Password:  ssssss -

Click to check if your usermname
= avallable

First Name: jstn
Last Name: smigy -

Email Address: johrsmithBacme, exaplatform, com -

6y5c7
~

GyscA| =

Text Validation:

Subsaoribe Reset

Details:

Table 2.1.

Field Description

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

Username The name used to log in. Only lowercase
(a - 2), digit (0 - 9), underscore (), dash
(-) and dot (.) characters are allowed with
its length from 3 to 30 characters. The first
and last characters of the username must be
lowercase or digit ones.

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

Last Name 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

There are two parts in the emalil
address, called local part and domain (e.qg,
local_part@domain):

12



Sign in & Sign out

Field Description

e Local part: Only lowercase (a - z), digit
(0 - 9), underscore (), dash (-) and dot
(.) characters are allowed, and the first
and last characters of this part must be
lowercase or digit ones.

* Domain: Only lowercase (a - z), digit (O
- 9), dash (-) and dot (.) characters are
allowed, and the first and last characters of
this part must be lowercase or digit ones.
Note that the dot (.) character is required.

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.

2.3.2. 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 one of 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)

13



Chapter 2. Get Started

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

A  Jack Miller
5‘- An authenticated visitor who will see the admin bar with a personal preferences menu.
F S|

James Davis
s { An author with authoring rights on the webstte contents and 3 backoffice access.

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

@, J 3John 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.
5ign in

Username |2 John

PEISSWOI’CI el WNEEEEEERER

[0 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.

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 hame at the top right corner of the site, then select
Logout from the drop-down menu.

14



Change account settings

I [

My Account Change Language

2.3.3. Change account settings

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 o -+
Change Language
() Logout

The Account Profiles form appears.

Account Profiles Change Password

Username: john *
First Name: 1ghn =
Last Name: spith =

Email:  john.smith@acme. exoplatform. com =

Save Reset

Change your profile information

1. Select the Account Profiles tab.
2. Change your First Name, Last Name, Email. Your Username cannot be changed.

3. Click Save to submit your changes.

Note

The email address changed must be in the valid format. See details about the
Email Address format [12].

Change your password

1. Select the Change Password tab to go to the following form.
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Chapter 2. Get Started

Account Profiles Change Password
Current Password: eee =
New Password: sssses =
Confirm New Password: sessss =
Save Reset

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 [13]

2.3.4. 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.

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 guickly, 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.
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Manage language

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.

2.4. 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.

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.

2.4.1. 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
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Chapter 2. Get Started

N My Sites My Spaces
default
My
intranet |
I
acme .
{-_ Hfile

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
" page

nk  Site I& Layout

& Navigation

Your selected site will be displayed in the Edit mode.

3. Click @ stesconfis jn the Edit Inline Composer form. The Site Settings form appears:

Portal Settings Properties Permission Settings
Partal Name: intranet =
Label:
Description:
Locale:  English [«]=

chin: [ —

4. Change the display language of your site by selecting another language from the Locale field
in the Portal Settings tab.

5. Click Save, then click M to save all changes.

The second way
1. Hover your cursor over **, then select Portal --> Sites.

John Smith ik

) Users }
Who is ©
~ Applications
Your col Content »
Pages Portal »
Sites Administration »
Group Sites IDE

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

acme & Edit Layout Edit Navigation @ Edit Portal's Config &

default i@ Edit Layout ) Edit Navigation L Edit Portal's Config

intranet §8 Edit Layout Edit Navigation L Edit Portal's Config & Delete
dd rortal

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 {cF

My Account Change Language

() Logout
L

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

Interface Language Settings

+ English English

French Frangais

Apply Cancel

2. Select your desired 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.
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2.4.2. 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.

User Management | Group Management  Membership Management

Search: User Hame [=

User Name Last Name First Name Email Action
anh nguyen anh adfsdf@gmail.com Z
demo Miller Jack jack.miller @acme.exoplatform.com = m
james Davis James james.davis@acme.exoplatform.com =
john Smith John john.smith@acme.exoplatform.com =
mary Williams Mary mary. wiliams®acme.exoplatform.com =
root Sandler Adam root@localhost.com =

2. 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.

4 & &

User Management Group Management Membership Management

Account Info User Profile User Membership

Given Name: Jack
Family Name:  jack
Nick Name:  smith
Birthday: 21/2/1983
Gender: Male hd
Employer:  acve
Department: pLF Team

Job Title:  peveloper

Language: -

English
French

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

This chapter covers the following topics:

» Add auser
* Manage users
* Manage groups

* Manage memberships

To perform these actions, you first need to hover your cursor over @ at the top right of the site,
then select User.

John Smith & A

Add Users Users !
Applications

Group and Roles
wuar v Content »

Portal »
Other (( n )

Administration »

IDE
Bookmai...

3.1.1. Add a user

1. Click Add Users from the drop-down menu.

John Smith & A4

| add Users Users !
Applications

Group and Roles
1 uruan wwn Content )

Partal »
Other (I o )

Administration »

IDE
Bookmai...

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

2. Fillall fields in the Account Settings tab which must be completed. For more details on these

Account Settings

User Name:
Password:
Confirm Password:
First Name:

Last Name:

Email Addrass:

fields, see here. [12]

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.

3.1.2. Manage users

By clicking Groups And Roles, you will see the Organization form which allows you to manage

users, groups and memberships.

As an administrator, you can easily find, edit information of users, and even remove them from the

User Profile

john
P
asesaen
John
Smith

john.smith@acme. exoplatform.com

Save Reset

John Smith

Add Users

Users

Group and Roles

Applications

Content
Portal

w o x

¥

Administration »

IDE

system via the User Management tab. By default, all registered users will be shown in this tab.

8

User Management

i 2

ingup Management  Membership Management

Isurdn

=

User Nama
anh

demo
james

john

mary

root

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.

Last Name

nguyen

Miller

Davis

Smith

Williams

Sandler

Email

adfsdf@igmai.com

pack. meller @ aome . exoplatform.com
james.davis$aome. exoplathorm.com
pohnsmith@acme. exoplatform.com
mary. williams§acme. exoplatform.com

roct@localhost.com

Action

E EH = E
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Manage users

3.1.2.1. 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.

Search: | james Iser Name (=]

Last Mame
User Name
Search term First Name
Email
demo TTTITE=T
james Davis

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

3. Click “, or hit the Enter key to perform your search.
3.1.2.2. 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.

& & &2

User Group Managemenl

Account Info User Profile User Membership

User Name: james
First Name:  James
Last Name! pavis

Email Address:  james.davis @acme exaplatform.com
Change Password: @@
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.

For more details on these fields, see here. [12]

23



Chapter 3. Manage Your Organi...

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 w,

6. Click Save to accept your changes.

3.1.2.3. 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.

3.1.3. 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.

i - p 2

User Management | Group Management | Membership Management

Group Info

User Name First Name Last Name Membership Type Email Action

5 il Employees ;

2 i Management

mary Mary Williams member mary.wiliams@acme. exop
john John Smith manager john._smith@acme exoplat!
demao Jack Miller member jack.miller dacme.exoplath

james lames Davis member james.davis@acme.exoplz

B B E e

root Adam Sandler = reot@localhost.com

Add Member

Usemame

Membershid | mamser EH©

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.

3.1.3.1. Add a new group

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

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

B Organization > Management

Groups + =
t.
:.Bi Employees
EI:.E;; Management
@ Executive Board

E Ty
& & Human Resources

Click *'in the left pane.

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

Add Group
Group Name |ayq plaform A
Label
Description |For eXoers
Save Cancel
Details:
Table 3.1.
Field Description
Group Name Name of the group that is required and
unigue 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 0 to 255 characters.

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

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.

3.1.3.2. Edit a group

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

2. Click 4 in the left pane to show the Edit Current Group form of the selected group.

Edit Current Group
Group Name management

Label [Management

Description |the jorganization/management group

Save Cancel

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

4. Click Save to accept your changes.

3.1.3.3. Delete a group

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

2. Click W' in the row of the membership type you want to delete.

i & ;2

User Management  Group Management  Membership Management

i Organization > Management

Groups + & Group Info
t User Name First Name Last Name Membership Type Email Action
®- s Employees ) )
& i Management

Add Member
# - 4 Executive Board

- 4 Human Resources Username

Membership | memper ﬂ o

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.

3.1.3.4. 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);

Maembershap Management
Groups +Fm Group Info
: User Name First Name Last Name Membership Type Email Action
w-- s Employees
= Management
Add Member
& 4 Executve Board

Membership | memper L@

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

i. Click “* to search by your entered characters.

After you have clicked 4, there will be a list of all existing users whose Usernames include
the entered characters. For example, if you enter ‘o', you will get the following result.

Select User »
Search: jame| Username |z| Q
[0 username First Name Last Name Email
[ james James Davis james.davis@acme
Add Close

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  damo
Membership [momoer 1@

Save
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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.

3.1.3.5. Edit a user membership in a group

1 click & corresponding to a specific user with a membership in the Action column in the
right pane.

Edit Membership x

Username john

Membership [manager [-]

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.

3.1.4. Manage memberships

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

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.
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4 & 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 ‘i |
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 o
manager 10:11:23 2011-11-17 10:11:23 2011-11-17 manal =difor membership type o j’
redactor 10:11:23 2011-11-17 10:11:23 2011-11-17 redactor membership type = |

pages. «| %1 2

Add/Edit Membership

Membershap Name member

Descriphion | mesber membershp type

3.1.4.1. Add a new membership type

1. 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.

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

3.1.4.2. Edit a membership type

1 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.

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

3. Click Save to accept your changes.

3.1.4.3. Delete a membership type

1 Click in the Action column.

2. Click OK in the confirmation message to accept your deletion.
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Chapter 4.

Manage Your Portals

This chapter covers the following topics:

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

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

e« 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.

4.1. Manage permissions

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 [8] section.

4.1.1.1. 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 ¥ in the Administration bar, then click Portal --> Sites.
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Chapter 4. Manage Your Portals

John Smith ok

Users 3

Applications

Content »
Pages Portal 3
Sites Administration »
Group Sites IDE

= ot

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

L 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.

4.1.1.1.1. Access permission

Note

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

After entering into the Permission Settings [31] 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
Add Permission
Save Cancel

 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.

Permission Selector o
4
Browse and select a group Select a Membership
1. F member i
4 Development » author
: ' o b editor |
&b Organization + manages £
4 platform » redactor
"'@Sandbox » validator
&b Spaces W i

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.
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4.1.1.1.2. 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 [31] tab, you first need to select the Edit Permission
Settings sub-tab to set the edit permissions on a portal and do the followings:

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.

4.1.1.2. Set permissions on a page

To set permissions on a page, you first need to go to the Permission Settings [53] 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 ¥ 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 = in the Action

column. You will be taken to the Page Editor window.

3. Select the Permission Settings tab.
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4.1.1.2.1. 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.

4.1.1.2.2. 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.

4.1.1.3. 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 ¥ in the Administration bar, then select Applications from the drop-
down menu to open the Manage Applications page.
47 Manage Applications == portlets |3 7] Gadgets
W Add Category Actions # Import Applications
Categories l. Admin » ECM Admin o
7 dmin (@ Display Name: ECM Admin
- ] Lo Name: local._ecmadmin ECMAdmInPortlet
e 7 Description: ECM Admin
* Adoption — -
b collaboration Default Permission Settings
» Collaboratior Jateit pubke £
 Contents access)
p Controller <+— Category list
2.

Select one category from the list of available categories in the left pane, then click <.
3. Select the Permission Settings tab.

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

1. Gotothe Manage Applications page.
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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 * ECM Admn
~ Admir o 4 - _ )
v \ Display Name: ECM Admin

- I} b Name: local._ecrmadmin ECMAdminPortlet

) Description: ECM Admin
» Administration P Aty
b Adoption

Default Permission Settings
* Collaboration
+ Controller . .

Group Id Membership Type Action
* Development
» ECM
i rdd Permission
* Faq
* Form Generator Portlet
e These access permissions are set by default when this companent is used.
orms

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

4.2. Manage sites

4.2.1.1. 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 I8 Edit Layout (#) Edit Navigation & Edit Portal's Config @ Delete
default @ Edit Layout #) Edit Navigation &, Edit Portal's Config
intranet i 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.

Properties Permission Settings Portal Templates

Portal Name: -
Label:
Description:
Locale: English - =
Skin:  Defauk -
Save Cancel
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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.

Select the default display language for the portal from the Locale field.

Click the Properties tab to set the properties of a portal.

Portal Settings Properties Permission Settings Portal Templates

Keep session alive: On Demand -
LShow info bar by default ¥

Details:

Table 4.1.

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.

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
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Field Description

"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.

6. 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.
7. Click the Portal Templates tab to select the template for your portal.

8. Click Save to accept creating your new portal.

4.2.1.2. 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
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4.2.1.3. 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 % to open the drop-down menu.

2. Select Portal --> Sites to show the list of active portals.

acme I8 Edit Layout (#) Edit Navigation & Edit Portal's Config @ Delete

default | Edit Layout (#) Edit Navigation it Edit Portal's Config

intranet #@m 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.
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 Edit the portal's configurations by clicking Edit Portal's Config.

» Delete the portal by clicking Delete.
4.2.1.3.1. Edit layout

To edit your selected portal's layout, your first need to follow one of ways above[39] 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.

= Edit Inline Composer B

Signin Searchbox
Applications Containers
Admin
(N M admin

Navigation ONr# ECM Admin
A

Administration
Adaption

SocialBookmarking P Ta——
Collaboration
Content
Contents
Controller

Page Description Development
ECM
Switeh View Mode
a
-
For more details on how to edit elements, see the section.

4.2.1.3.2. Edit navigation

To edit your selected's navigation, your first need to follow one of ways above[39] to open
the Edit Navigation form.

acme §m Edit Layout ) Edit Navigation & Edit Portal's Config | @ Delete
default & Edit Layout (#) Edit Navigation £ Edit Portal's Config
intranet i@ Edit Layout (#) Edit Navigation £ Edit Portal's Config | @ Delete

Add New Portal

The Navigation Management form appears.
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Navigation Management x
acme
t.
---_ Qverview
. = News
- Products
---_ Questions?
Search

New Account

page2

Add Node Save

Note

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

4.2.1.3.3. Edit configurations

Configurations of a portal include settings, properties and permissions that can be set by following
one of ways above [39] to open the Edit Configurations window.

Portal Settings Properties Permission Settings

Portal Name: [qpe =
Label:

Description:

Laocale: [Engish =

skin: [ pefaut =

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.
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4.2.1.4. 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. [39]
2. Click Delete corresponding to the portal you want to delete.

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

4.3. 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.

Navigation Management x

acme

& o

<
el
i
1

Bb o= I & &) @

Add New Node
MNe!
Edit Node's Page
Prc
Edit this Node

Copy Mode
Se:
Clone Node
Ne!
Cut Node
pat
Delete Node

Move Up

C

o

Move Down

E

4.3.1.1. Add a new node

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

* If you want to create a new node at the root level of the portal, click %, then right-click the
empty space and select Add New Node.

e Or, simply click the Add Node button.

42



Manage navigation nodes

2.

The Add/Edit Page Node form appears.

Enter values in the Page Node Settings tab.
ADD/EDIT PAGE NODE

Page Node Settings Page Selector Icon

uri:
Node Name:
Extended Label Mode: ¥
Language:
Label:
Visible: ¥
Publication Date & Time:

Details:

Table 4.2.

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.

Extended Label Mode

Only alphabetic, numeric and underscore
characters are allowed with its length from 3
to 30 characters and without ANY SPACES.

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. Its length
must be between 3 and 120 characters,
including SPACES. For example, if you want
to create a French label for your node, first
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.
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Field Description

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.

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: he

Title:
fg- Create Page @ Search and Select Page

Save Back

Details:
Table 4.3.
Field Description
Page Id The identification string of the page which is
created automatically.
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.
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Description

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 [=]
Page Id Title Access Permission Edit Permission Action e
portal::intranet::homep.  Home Page [*:/platform/users] *:/platform/administratc [/
portal:intranet::welcor  Welcome Page [Everyone] =:fplatform/administratc [/}
portal::intranet::Registe  Register [*:/platform/guests] =:/platform/administratc (/]
portal::intranet::people  People Directory [*:/platform/users] manager:/platform/admi [} .
portal::iintranet::activitie  Activities [*:/platform/users] manager:/platform/admi &
portal:intranet::profile  Profila [*:/platform/users] manager:/platform/admi &
portal::intranet::all-peo;  All People [*:/platform/users] manager:/platform/admi &
portal:iintranet: :networ  Network [*:/platform/users] manager:/platform/admi &
portal:tintranet receive  Received Invitations [=:/platform/users] manager: fplatform/admi o ad

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.

iii. Click <« to perform your search. All pages matching your search criteria will be listed.
iv. Click & 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.
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If you do not have the access permission for any page in the list, please contact
your administrator to get appropriate permissions.

4.3.1.2. Edit anode

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

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

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

3. Click Save to complete your changes.

4.3.1.3. Copy/Paste a node

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

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

3. Click Save to accept your changes.

Note

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

4.3.1.4. 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.
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4.3.1.5. 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.

4.3.1.6. 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.

4.3.1.7. Change nodes order

You can easily move the position of nodes up or down in the navigation bar following these steps:

1. Select Move Up or Move Down from the drop-down menu.

2. Click Save to accept your changes.
4.4. Manage pages

4.4.1.1. 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
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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.
Hover your cursor over Edit on the Administration bar.

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

. 1] Selected Page Node:| /Portal Administration |[4— The path of the selected node

a- . .
. Portal Administration Add New Page

Application Manager
Page Manager
Add Users

User and Group Manage

Node Name: =
Extended Label Mode:
Language: English -

Display Name:

Management Visible:

Monitaring Publication Date & Time: [

Group Navigation

Sites Management

Wizard Steps: lz‘ E

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:

Table 4.4.

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
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Field Description

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. [49]

Select a page layout template

e | Page Creation Wizard: Select a Page Layout Template

Mix Page Configs
» Two Columns One Row Layout

» One Row Two Columns Layout

» Two Columns Three Rows Layoul|

}

Layout template list

mixPage. TwoColumnsOneRowlayout h

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.
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2. Click Next or number '3’ of the wizard steps to go to the last step. [50]

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.

i | Page Creation Wizard: Fe
) Applications Containers
Advanced Search Admin

Administration

Adoption

Collaboration

Collaboration

Content

— Adv.

Page Editor ———f Adva

== Category Content
ategory Content

s View Page properties
Switch View Mode

* Page Editor ) i S

Details:

Table 4.5.

Tab Description

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

Containers 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
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Tab Description

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 page 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.

» 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 B in the Page Editor window to save all changes, or x| to close without
saving your changes.

4.4.1.2. Add a new page using Page Management

1 Hover your cursor over % to open the drop-down menu.

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

51



Chapter 4. Manage Your Portals

Title Site Name Type | potal B <

Page TId Title Access Permission Edit Permission Action
portal::intranet::spaces Spaces [*:/platform/users] manager:/platform/administrators o W
portal: :intranet ce Space [=:/platform/users] manager:/platform/administrators = W
portal::intranet::pendingSpace Pending Space [=:/platform/users] manager:/platform/administrators 7 W
portal::intranet::publicSpace Public Spaces [=:/platform/users] manager:/platform/administrators o m
portal::intranet: forum Forum [*:/platform/users] = ol manager, platform/administrators | = W
portal::intranet: :mail Mail [*:/platform/users] = /platform/administrators 7 W
portal:intranet: :calendar Calendar [=:/platform/users] =:/platform/administrators = m
portal::intranet::contact Contact [*:/platform/users] = /platform/administrators # W
portal::intranet:: documents documents [~:/platform/users] =:/platformy/administrators = W
portal: tintranet:: detail Detai [Everyone] = /platform/administrators = m
portal:: acme: :overview Qverview [Everyone] aditor: fplatform/web-contributors = W
portal::acme::news News [Everyone] editor: (platform/web-contributors +
portal::acme::products Products [Everyone] editor: /platform/web-contributors = m
portal:: acme: :searchResult SearchResult [Everyone] aditor; fplatformy/'web-contributors #
portal:: acme: :detail Detai [Everyone] =:/platform/administrators = 1

Add New Page

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

Page Settings Page Layout Permission Settings

Page 1d:
Owner Type: [ portal [-]
Owner 1d: [nyanet
Page Name: =
Page Title:

Show Max Window: [

Save Cancel

Details:

Table 4.6.

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 on the

portal can create this page type.

< If Owner Type is "group", the page is
created for a group. Therefore, only users
who are the manager of that group can
create this page type.
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Field Description

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

« 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.

Define the page layout in the Page Layout template.

Define permissions in the Permission Settings tab. This tab consists of two sub-tabs named
Access Permission Settings and Edit Permission Settings.

e The Access Permission Settings tab shows all users who can access the page:

e If the value of the Owner Type field is "Portal”, the name of the current portal is
automatically selected for the Owner Id field, so that the access permission is assigned
to all users who can access the current portal.

« If the value of the Owner Type field is "Group", the access permission is assigned to
all users who are the members of the group that is selected in the Owner Id field of the
Page Settings tab.

To reassign the access permission for the page, see details in the Access Permission
section.

* The Edit Permission Settings shows all users who have the edit permission on the page.

* If the value of the Owner Type field is "Portal”, the edit permission is assigned to users
who can edit the current portal.
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« If the value of the Owner Type field is "Group", the edit permission is assigned to all
users who are the members of the group that is selected in the Owner Id field of the

Page Settings tab.

To reassign the edit permission for the page, see details in the Edit Permission section.

6. Click Save to accept creating a new page.

4.4.1.3. 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.

Navigation Management ®
acme
£
Owverview
News =+ Add New Node
Products ‘2 Edit Node's Pagel
Newsletters # Edit this Node
Questions? [[] Copy Node
Search _J' Clone Node
----- New Account b CutNode
Delete Node
4] Mowve Up
Add Node Save
|4t Mowve 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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v | Pago Editor
Gadget Pordes Anrouncement Gadget Portet
Applications Containers B
Admin
Gadget Parter User activity Srean Gadges Partet /@ ECM Adwin
Gadget Pardet Footer Gadget Portiet jidsighmxing
Collaboration
Cantents
Cantraller
Gadget Porder Dashbcard

Fag
Form Generator Portlet

Forms

[ View Page Praperies | [ Switch View Made |
"

2. 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. In the 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.

3. Click Save, then select H1 in Page Editor for all changes to take effect, or x ! to abort.

4.4.1.4. Delete a page

1. Hover your cursor over % and select Portal --> Pages to open the Pages Management
page. You will see a list of all existing pages.

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

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

4.4.2. Manage page navigation

Navigation types in eXo Platform are outlined in the Manage navigation nodes.
4.4.2.1. 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.
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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.

4.4.2.2. 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.
No one can create a user page navigation so that no one can delete it. The

navigation will be deleted automatically when its user is deleted.

4.4.2.3. 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 ** 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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Content Management
Description: the /platform/web-contributors group

eXoEvolution
Description: the /spaces/exoevolution group

eXo evolution
Description: the /spaces/exo_evolution group

Development
Description: the /developers group

Administration
Description: the /platform/administrators group

Employees
Description: the /organization/employees group

Executive Board
Description: the forganization/management/executive-board
group

Visitors
Description: the /platform/users group

) Edit Navigation

) Edit Navigation

) Edit Navigation

#) Edit Navigation

#) Edit Navigation

#) Edit Navigation

~) Edit Navigation

) Edit Navigation

4.4.2.3.1. Edit a group's page navigation

& Edit Properties
@ Edit Properties
I& Edit Properties
I& Edit Properties
@ Edit Properties

§&@ Edit Properties
I&@ Eedit Properties

I& Edit Properties

Add Navigation

Delete Navigation

Delete Navigation

Delete Navigation

Delete Navigation

Delete Navigation

Delete Navigation

Delete Navigation

Delete Navigation

Click Edit Navigation corresponding to the group navigation you want to edit. The Navigation

Management form will appear.

Mavigation Management

/platform/web-contributors

=] Content Explorer

_ #{administration.editor}

5----_ Content Administration

Add Mode

Save

x

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.
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4.4.2.3.2. 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.

4.4.2.3.3. 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.

1. Click Edit Properties corresponding to the navigation you want to edit.

The Page Navigation Form will appear.

Page Navigation Form x

Page & MNavigation Explorer
Owner Type: group
Owner Id: | /platform/web-contributors
Priority: [ |Z|

Save Close

2. Select another priority from the list of available priorities.
3. Click Save to accept changes.
4.4.2.3.4. 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.
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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.

4.5. Manage applications

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

4.5.1. Inside a portal

4.5.1.1. Manage portlets and gadgets

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

Administration bar, and select Applications. The Manage Applications page will appear.

& % Manage Applications “*| Portiets = 7| Gadgets

o Add Category “ Import Applications
Categories Admin » ECM Adrmin
s drmin i |
= Admin ! i |
- £ ‘\ Display Name: ECM Admin
@ t A,\/ Name: local._ecmadmin ECMAdminPortiet
, Description: ECM Admin
b Administration A
* Adoption
Default Permission Settings
+ Collaboration
+ Collaboration Make it public (1
Eeveryone can
* Contents access
* Cor oller & i
Contrall Group Id Membership Type Action
* Development
+ ECM
& Add Permission

+ Fag

+ Form Generator Portlet
These ACcess Permissions are set by default when this component is used.
* Forms

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.

4.5.1.1.1. Import portlets and gadgets

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

L Click = movmees 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.

4.5.1.1.2. 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.
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& & Manage Applications “* Portlets 22| Gadoets
14 Add Category & | Import Applications
Categories Administration > Application Registry Click to edit » @

+ Admin =
—ss Display Name: Application Reglstry
~ Administration + 0 Mame: ApplicationRegistryPortlet
o Description: Application Registry
+ Content Administration )
+ Group Navigations i} Default Permission Settings
¥ New User Account m Mal
» Drganization ] .
+ Pages |
Group 1d Membership Type Action
+ Register m
fplatform/administrators - I
+ Services Management m " -
» waorkflow Administration w 4 Add Permission
» adoption Application details
» Collaboration 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

Click =l on the top corner of right pane.

The Edit Application Information form will appear.

Edit Application Information
Application Name: |ApplicationRegistryPortet
Display Name: Application Registry

Description: | application Registry

Save Cancel

2. Make changes on these fields, except Application Name.
4.5.1.1.3. Edit a specific portlet

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

1. 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 page
[50] and/or while editing a page.

Hover your cursor over your desired portlet and click Z atthe upper left corner of that portlet.
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The Edit form will be displayed.

Edit Mode Window Settings Select Icon Decoration Themes Access Permission

Content Selection

Content Path ACME Lago

Display Settings
| Show Title Show Date

Pnnt Settings
Show in Page printviewer

with content-d

Advanced

Show Option Bar J

m

Save Cancel o

Close

Normally, a portlet has four tabs: Window Setti

ngs, Select Icon, Decoration Themes and

Access Permission. However, some portlets may also have Edit Mode and Preferences

tabs. For example, IFrame and Dashboard
administrators can define the interface details.

Make changes on fields in the various tabs.

portlets have the Edit Mode tab where

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

portlet.

Details:

Table 4.7.

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.
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4. Cl

45.1.

Field Description

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.

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.

ick Save And Close to accept your changes.

1.4. 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.

&% Mana

ge Applications | “*| Portlets 27| Gadgets

| Add a Remote Gadget < Create a New Gadget |

10 slowest te

Activity Stream

Agenda

All templates statistics
Apphcations Statistics

Bookmarks

Caches
Calculator

Calendar

Currency Converter

eXo Calen;

mplates Gadget Details 0y =
Gadget name: TenSlowesiTemplates
= Description: null
View URL: http://plf-3.5.0-ga-snapshot. acceptance m.org/rest/icr/rep v/portal
system/production/app:gadgets/app: TenSlowestTemplates/app: data/app resources /templates-

showest.xm|
Edit URL: http://plf-3.5.0-ga-snapshet.acceptance. exoplatform.org/rest/private/jor/repository/portal-
sysk ior SlowestTemplates/app: data/app resources/templates-
showestxm|
Referance:

Categaries: Monitoring

EEEEEEEEE EE

dar Gadget

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

Add a

1. Cl

remote gadget

ick the Add a Remote Gadget link.
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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

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

For example:
%8l Add a Remote Gadget

10 slowest templates
Name:

Activity Stream

SOUFCE: |<7ypl versiona"1.0" encodng = LITF-677 > <Moduie » <MaeEEIRT tite = hel warld example” GescrpbonaThe hell workd gadget. /> <Content type="tml > </ [CATAL Hello, word)

Agenda ]j><4‘cmnr><_mxu.n

= All templates
Applications Statistics

= = N= =

Bookmarks

Caches

Calculator

Calendar

Currency Converter
e¥o Calendar Gadget

eXo Scripting Conscle

EBEESEEEEE

Save Cancel
Favorite Documents

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 © to refresh information.

* You can delete a local gadget using [ corresponding to each gadget in the left gadgets list.
4.5.1.1.5. 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.
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4.5.1.1.6. Edit a gadget

Click = located in the header of the Gadget Details page to display the following window.

Name: TenSowestTemplates

Source: | <2 version="1.0" encodng="UTF 8" 7>
<Moduie>

<MlacieBref bt =10 dowest tempistes”

author =TFr wc DROUET"

‘dynamic-height” />

<L messages="locale jdefault.ym" />
<Locae [ang="h" messoges=Tocale . aml" />

<ModuPrefe>

<t 10 sowest tempiates < ute>
<k type="textjzs” rel=stylesheri” href="htip: vui/18.
<hrik rel="stylesheet” type="text/css” iref="/ex0-gadet resources/skn/exp-gadget/gadget-common.css” />

fiquery.
<script language = javasgiot type
<serpt language = VASTIRE” type

- " src=/socal- J 357> <facrpt>
="textJaNasaIRt” 810 ="exa-0adoRt 1es0urcas 5D Aguery) 1.6. 2 iauery. min. 5> < ferpt >

Save Cancel

4.5.1.2. Dashboard portlet

oss"

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.

4.5.1.2.1. 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]

Google

Search Google Gadgets

Google Gadgets For Your Webpage

Results 1 - 24 of 253550 mare.

Real Age
[Billy’s Real Age]
2899

Top Daily Beauthul Phol

Zombia Rush

Click Dashboard on the Administration bar to access the Dashboard portlet.

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

gadgets.
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Inside a portal

Gadget Directory

¥ Administration

Services Management

+ Adoption

Forum Statistics
Latest Forum Posts
Login History

Top Rated Topics

3. Select a gadget in the Dashboard Workspace window.

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

4.5.1.2.2. Change gadget preferences

»

m

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.

Edit gadget

Activity Stream . =jES
Activity Stream -] -
Filters

Filters can be used to customise the actiity in your stream. Add a

filtar
Display Options

Limit to | 10 items

O Automatically refresh this activty stream

Save | Cancel

Forums Statistics =] B3] ]

Forum Statistics

* Total topics: 23
» Total posts: 45
* Total membaers: &
= Actrve members: 5
= Masaimum number of ond

3, at Thu Nov 17 2011

Road Map

Hudson Build status =5 %)

Change preferences of a gadget

Agenda =] [E](X]

Agenda Show all =

Events (D) | Tasks (0

EX0 Calendar Gadget 7= (2]
Appearance  Quick add  Refresh
« 2011 How »

MTWTFSS

12 3 46568
7B 0 10 11 12 13
14 15 16 17 18 19 20

The following is an example of changing preferences of the RSS Reader gadget.

1. click ¥ to open the edit form of the RSS gadget.
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RSS Reader _ =Jje

Number of items — # of Itemlsogljj 10

l FEED URL: https://feeds.feedburner

| save | | cancel |

Ay Gateln Portal 3.2.0 Beta01 Released!

Ay Looking for an excellent Web Designer/\Web Developer to hire
43 Become the new JBoss Portlet Bridge lead !

Ay Gateln Portal on the road to JBoss AST

Ay Gateln 3.2 M1 reached

ﬁ Hew Blog, New Project Lead and New Release!

Ay Sneak preview of Gateln navigation i18n

4y Does Developing Portlets Make You a Better Developer?

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

ﬁ A New Age of Portlet Bridges - A JUDCon Interview

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

3. Click Save to accept your changes.

4.5.1.2.3. 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.

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.
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Gadget Directory x

fwww.bejeweled. googlecode. com)| |41

+ Administration

m

Services Management

+ Adoption 5

Forum Statistics
Latest Forum Posts
Login History

Top Rated Topics

5 Click *' to add the new gadget to the page.

4.5.2. Use Gadgets in your dashboards

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

« Engagement gadgets

Audit gadgets

Collab gadgets

« Management and Monitoring gadgets
4.5.2.1. 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.

45.2.1.1. 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.
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Lastest Forum Posts Click _EE_ [=]]ES

Total

Forum portlet

Subscription url

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 for..

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

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

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

Latest Forum Posts settings

1. Click <" in the Title bar to open the form to edit the gadget settings.

Details:
Total The number of last posts to be displayed in this
gadget.
Forum portlet The URL pointing to the Forum portlet.
Subscription url The link to the service which you request to get

data from (in this case, the data are last posts).
For example: http://mycompany.com:8080/
portal/rest/ks/forum/getmessage.

2. Input the values for all the fields, then click Save to accept your changes.
4.5.2.1.2. 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.
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Top voted rating topic

Top voted topics

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

intranet)
zyedtriki - 2011/05/24

» Feature Proposal: eXo Ajax library
tugdual_grall - 2014/05/24

» Motifications on new members to validate in spaces
Jjulien_brulland - 2011/02/18

* Drives/Spaces and publication policy and access logics
oualid - 2010/12/28

» iwould like to be able to make a search in the intranet
fdrouet - 2011/03/14

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

Top Voted Topics gadget settings

1. Click ¥ in the Title bar to open the form to edit the gadget settings.

Top voted rating topic

Maximum to
dizplay:

Top voted topics

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

intranet)

Feature Proposal: eXo Ajax library

2. Select the maximum number of topics to be displayed in the Maximum to display drop-down

list, then click Save to accept your changes.

45.2.1.3. 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

Global statistics is the default view.
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Forums Statistics = [3[X

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.

+ Click

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

List view

Forums Statistics = (O [X

Forums Weekly Statistics

» 201110008 - 201110/11 : 16 post(s) created
» 201110/02 - 2011/10/08 : 33 post{s) created
» 2011/09/25 - 201110/02 : 13 post{s) created
» 2011/09M8 - 2011/09/25 : 2 post(s) created
» 2011/09M11 - 2011/0918 : 3 post(s) created

B B EIE ] ]

+ Click

to switch to the Chart view.

Chart view
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Forums Statistics =8 [X

Forums Weekly Statistics =

+ Click

to go back to the List view.

4.5.2.1.4. Friend Suggestions

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

with you.

Friend Suggestion ! =] [3][X

Maybe you know these people ?
Patrice Lamarque 18 mutual friends
Send invitation

7w Trong Tran S mutual friends
-"®  Send invitation

Ali HAMDI 13 mutual friends
Send invitation
Ahmed zaoui 12 mutual friends

m Send invitation
Alain Defrance 7 mutual friends
Send invitation

.g_" Ancuar Chattouna 7 mutual friends
MR Scnd invitation

=5) Hieu Lai Trung s mutual friends
S Send invitation

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

invitation under their usernames.

4.5.2.2. Audit gadgets

4.5.2.2.1. Login History

The Login History gadget records user login history and provides statistics.
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Login History - |0 [X
Login History
Statistics | History
User | Find | Latest |
User Last login Before that More
Nguyen Dai Duc 8 secs ago 3 ming ago =
Tung Tran 5 mins ago 1 hr, 58 mins ago =
Brice Revenant 10 mins ago 1 day, 20 hrs ago =
Nguyen Huu Tug 10 ming ago 2 hrs, 3 mins ago =
Do Thanh Tung 13 ming ago 1 day, 20 hrs ago =
4| [} 3

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

 Click the Statistics and History links to view the global statistics and global history respectively.

+ Click
|4

corresponding to the user to view his login statistics.

Login History - ] [
Login History
Trung Khac Nguyen
Statistics | History
<< Week 41 (Q4 - Oct 2011) ==
L)
n
Tue Wed Th F Sat 5

Average logins / day: 26.67

corresponding to the user to view his login history.
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Login History - |0 [X

Login History

Trung Khac Nguyen
Statistics | History

Today (3)

1 minute ago

Earlier this week
Earlier this month

Earlier

4.5.2.3. Collab gadgets

The Collab gadgets include gadgets designed for collaborative activities.
4.5.2.3.1. 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 »
M T W T F 8 §
26 27 28 29 30 1 2

3 i 8 9

45 6
10 1113 14 15 16

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

311 2 3 4 5
1211072011 »
14:26 buy cinema ticket
141072011

13:00 Local Serminal

There are three tabs in this gadget, including Apprearance, Quick add, and Refresh.

Appearance
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Appearance Quick add Refresh

Select visible calendars
defaultCalendarMame

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, then click add to create your new event.

eXo Calendar Gadget Z[=)[E) %

Appearance |Quick add| Refresh
defaultCalendarName ~ €=—— The calendar name
From 2011 Dec 15 12:00:00
To 2011 Dec 15 12:00:00
Summary Weekly meeting|

close | add |4—— Click

&« 2011 Dec B
M TWTFS S
282930 1 2 3 4
5 6 7 8 9 10 11
2 13[14] 15 16 17 18
19 20 21 22 23 24 25
26 27 28 29 30 31 1

o

141272011 B
14:47 Weekly meeting

eXo Calendar Gadget settings

1. Click ¥ in the Title bar to open the form to edit the gadget settings.
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eXo Calendar Gadget

Click——a{FAD 5%

Appearance  Quick add  Refresh
« 2011 Dec »
M TWTF S 8§
2829301 2 3 4
5 6 7 & 9 10 M
12 12[14]15 16 17 18
19 20 21 22 23 24 25
26 27 28 29 30 31 1

2 3 4 5 6 7 8

Save ||| Cancel

Enter Rest URL

Description

Rest URL

Rest URL from which the gadget will get data.
For example: http://mycompany.com:8080/
rest/

2. Input the Rest URL, then click Save to accept your changes.

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.

4.5.2.4. 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.

4.5.2.4.1. Memory Charts

The Memory Charts gadget provides the chart of memory used during runtime.

Memory

= [3[X

Memory

heap memory

free fused - 591.54 Mo/ 424 58 Mo

non-heap memory
free /used : 154.55 Mo/ 133.45 Mo
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The chart shows:

» The ratio between free and used heap memory.

« The ratio between free and used non-heap memory.
4.5.2.4.2. 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.

Caches #| =) [A][X

Consumption Hit ratio Details

Template Service
MOP Session Manager
ldentities Count Cache
query

Resource Bundle Data
composer

Script Service Impl
Activities Cache
I\dentity Index Cache
drive

Spaces 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

£ |=| (3] [X

Consumption  Hit ratio Details

Template Service
[ |

MOP Session Manager
|

query

Resource Bundle Data
|

composer

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.

Caches Z) (=] [E) (X
Consumption  Hit ratio Details
Template Service 0 % full
¢ max size 300
« Time to live 600
+ Hit / Missed 08 0 /2 9%
MOP Session Manager 2 % full
¢ max size 5000
« Time to live 600
+ Hit / Missed 92 9 /8 %
query 0 % full
¢ max size 300
« Time to live 600
+ Hit / Missed 0% /0%
Resource Bundle Data 61 % full
+ max size 3000
« Time to live 600
+ Hit / Missed 96 % / 4 %
composer 0 % full
+ max size 300
« Time to live 600
+ Hit / Missed 0% /0%
Script Service Impl 1 9% full
+ max size 300
« Time to live 600
+ Hit / Missed 100 % / 0 %
drive 2 9% full
In which:

* Max size: The maximum size of the cache.

« 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.
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4.5.2.4.3. Applications Statistics

The Application Statistics gadget displays how fast applications are. It shows administrators
and developers which applications should be optimized.

Applications Statistics - (3] [

Applications Statistics (30)

ApplicationRegistryPortlet/ACTION_PHASE

min: 220 ms | max: 3 382 ms | exec: 2

ApplicationRegistryPortletyRENDER_PHASE 812 ms
min: 10 ms | max: 3 176 ms | exec: 4
ChatBarPortlett RENDER_FHASE 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 730 ms
min: 0 ms | max: 2 703 ms | exec: 31

DashboardPortlet RENDER_PHASE
min: 59 me | max: 66 990 ms | exec: 62

ForumPortlet/ACTION_PHASE 71 ms
E mPortlet/ RENDER PHASE £99 me

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 ms | max: 2 401 ms | exec: 4

DashboardPortlet/ RENDER_PHASE

min: 214 ms | max: 3 505 ms | exec: 9

PlatformAdminToolbarPortlet RENDER_PHASE 223 ms

min: 11 ms

Each application is provided with these statistics:

« The number of executions (exec).

» The minimum execution time (min).

» The maximum execution time (max).
4.5.2.4.4. All Template Statistics

The All Template Statistics gadget displays how fast templates are. It shows administrators and
developers which templates should be optimized.
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All templates statistics S =1{E3

All templates statistics (85)

= lexoiecmiviewsftemplates/content-listviewer/list'announcement. gtmpl
(nb exec: 3,00 - min: 1,00 ms - max 1 549,00 ms - avg: 648 67 ms)

= app:/groovy/platformMavigation/portletUlUs erPlatfiormToolBarPortlet’UINa
(nb exec: 43,00 - min: 0,00 ms - max: 391,00 ms - avg: 67,77 ms)

» system:/groovyiwebui/core/UlBreadcumbs.gtmpl
(nb exec: 1,00 - min: 236,00 ms - max: 236,00 ms - avg: 236,00 ms)

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

= app:/groovy/platformMavigation/portletUlAdminToolbarPortletUlAdminToao

(nb exec: 54,00 - min: 0,00 ms - max: 1 678,00 ms - avg: 226,09 ms)

= app:ftemplatesforumiwebui/UIForumPortlet. 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).

4.5.2.4.5. 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.

10 slowest templates S (=1]E3

10 slowest templates

* gystemi/groovy/portaliwebuifworkspace/UIPortalApplicationChildren.gtmpl
(nb exec: 59,00 - min: 11,00 ms - max: 163 670,00 ms - avg: 14 406 86

ms)

» systemu/groovy/portaliwebuifworks pace/UlWorkingWorkspace gtmpl

(nb exec: 0,00 - min: 10,00 ms - max: 158 100,00 ms - avg: 13 630,98

ms)

= system:/groovy/portaliwebuifpage/UlSiteBody.gtmpl

(nb exec: 60,00 - min: 10,00 ms - max: 132 808,00 ms - avg: 8 030,27 ms)

= system:/groovy/portaliwebuifportal/UIPortal gtmpl
(nb exec: 60,00 - min® 9,00 ms - max: 132 315,00 ms - avg: 7 921,58 ms)

= system:/groovy/portaliwebui/page/UIPageBody.gtmpl
(nb exec: 60,00 - min: 9,00 ms - max: 131 168,00 ms - avg: 5 746,72 ms)

» system:/groovy/portaliwebuifpage/UIPage.gtmpl
X 00 - min: 9,00 ms - max: 130 864,00 ms - avg: 5 652,62

(nb e: 00

app:/groovyidashboardiwebuifcomponentUlIDashboardPortlet gtmpl
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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).

The maximum execution time (max).

The average execution time (avg).
4.5.2.4.6. Services Management

The Services Management gadget provides an easy access to REST management API.

Services Management £ =] [8] [X
Services | portalstatistic m_ Select a service

Method | getThroughput [=] ®=—The respective method

Name value

Param eters portalld
Properties | PortalList [ |&—— The respective properties

Name Value

Name PortalList

« Select the service from the Services drop-down list. For each selected service, its respective
method(s) and properties are shown.

* Click
Li ]

to get the description of the selected service.

Services Management settings

1. To manage a remote service on another Platform installation, click < in the Title bar.

The form to edit the gadget settings appears.

80



Use Gadgets in your dashboards

Services Management Click —»fZ]=E@ %
Services URL: | |
| Save Cancel |
Services ] @
Enter services URL
Method El
Name vValue
Properties EI
Name Value

2. Enter the link to the service in the Services URL field, then click Save to accept your changes.

4.5.2.4.7. 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 A Font ® color ‘ Script Editor

eXo Scripting Console
Type "help’ for help

+ Click
JZ:iNEont]

to change the font size.
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+ Click

to change the font color.

* Click
2 neip)

to view the Groovy Console Help.

4.5.3. 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 Desktop Edit 1 John Smith % #
Mail - |- |0 X
) sent KnowFree.net Feed Update KnowFreenet Fees Nov 3 .
s e
& Spam L P Mo 2
> Trash Address Baok ~| =3 %
~ Personal Folders ~
] g - - -
& [Gmaill o Contact [ AddressBook | [§ Import [§ Export | &% view W Layout
L = Cine A
0 vsMs Welcome
o= pesn Jasres pocks : L8 =Xo AddressBook E
L w Ufehack & Parsonal
s O Misc [ My Contacts
L& o Socal The Address Book application allows you to import, manage and organize your conts
[0 Cobected Addresses share them with your collaboratars.
Shared eXo Address Bock offers many features to enhance your productivity @ sharing, sean
T o Tags 2 veards and other group actions.
Public Groups

[ developers

|| admiristrators -

Number Meaning

1 The administration bar which allows you to
access and manage tasks quickly.

2 The background of Desktop.
3 The Dockbar which provides easy access to
applications via icons.

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

5 The application.

In the Desktop, you can do the following actions:

» Add an application to the Dockbar

¢ Open an application
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¢ Quit an application

* Change the Desktop title and background

4.5.3.1. Add an application

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

The first way

Hover your cursor over the Dockbar and click the Add Application icon.

The second way

Add Applications

£ b

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 will appear.

Add Application

Categories

» Administration
» Adoption

+ Collaboration
» Collaboration
» Contents

» Controller

» Development
» ECM

» Fag

Applicatior.'l category

Add the application

Select Applications *
I Address Book ®
@ Type: portlet N

Created by: eXo Platform S4S.
Description: Contact Portlet

— Agenda Gadget
Type: gadget
Created by: eXo Platform SAS.

Description: Tasks and Upcoming Event
list.

Close

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

pane.
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3. Click & corresponding to your desired application. Your selected application is then
automatically added to the Dockbar.

4.5.3.2. Open an application

» To open an application, hover your cursor over the Dockbar and click your desired 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, === will
appear right under its icon on the Dockbar to indicate that application is running.

mail -| =3[
5 sent [} KnowFree.net Feed Update KnowFree.net Feer Nov 3 .
LS P2 pddress Book ~ (=[] %
o Tra =
- personal | 9 Contact [§ AddressBook | [4 Import [4 Export 5% view - [@] Layout -
@ [om: A
L = Cit = Welcome to
7 vsM || Address Books 2 =
&8 % Dc || personal b Xo AddressBook
L v Lt [ My Contacts
a eM The Address Book application allows you to impert, manage and organize your contz
cb # s [ Collected Addresses share them with your collaborators.

Shared exo Address Book offers many features to enhance your productivity : sharing, sear
veards and other group actions.

T @ Tags | pyblic Groups
[ developers

I administrators

» To minimize the running application window, click

on the info bar of the application or
[&]

on the Dockbar.

is remained, stating that the application is still running.

» To show the running application window, click
[&]

84



Inside Desktop

or the application icon on the Dockbar.

* To maximize the opened application window, click
]

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

will be changed into
=

. Click
=

if you want 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.

4.5.3.3. Quit an application
The first way

Click * at the right top of the application window.
The second way

Right-click the application icon on the Dockbar and select Quit.

Remove from Dock

E i ﬂ, Y

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 Backaround
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The icon == will disappear after the running application has been closed.

4.5.3.4. Change the Desktop title and background

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

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.

Change the background

1. Select Change Background from the drop-down menu.

All available images for the Desktop background are displayed in the Choose Background Image
form.

Choose Background Image

Get Default

File Name Action

background_0.jpg = §
background_1.jpg = L
background_2.jpa E 4
background_3.jpa = 4
background_4.jpg = 4
background_5.jpg E d
background_6.jpg B 4
background_7.jpg = 4

Upload Close

2. Click + to preview your background.

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:

Delete any background

Click " corresponding to the background you want to delete.

Upload an image from your local device
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1. Click the Upload button at the bottom of the Choose Background Image form. The Upload
Images form will appear.

2. Clicking Browse... to locate the image you want to set as background image and upload it.

Upload Images

Browse_

Save Back

After the image is uploaded, you can click * to add more another image, or @ to delete the
uploaded image.

Upload Images

exo-logo-hi-res-white.png 1—— Remove/Add background

images

Save Back

3. Click Save to accept your upload or Back to go back to the previous step.
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Organize Your Content

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

» 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).

e 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.

5.1. 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.

[llustration 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.

5.1.2. 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.

* Hoveryour cursor over % on the Administration bar, then select Content --> Sites Explorer
from the drop-down menu.
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Click John smith (&)
v Users y
' 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.

W addFolder [, Add content  ¥® Upload Files Show Drives —.E}
(]
@ Click the Show Drives button on the action bar to show/hide a list of drives.
* _GENERAL DRIVES
|-} acme-category {-) collaboration |+ default-category |7 intranet-category | Sites Management [ Trash ‘__Ge-mra_l
Drives
* GROUP DRIVES
[ developers ./ / organization / J [ organization / [ platform / : / platform / users ) [ platform / Group
employees management / administrators web-contributors | Drives
executive-board
* PERSONAL DRIVES
E Personal Private ! Public 4 Personal
Documents Drives

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.

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.
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5.1.3. Drives

5.1.3.1. Private drive

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

= m 2 = ® & ODocumensts = The current node
Private | ¥ Upioad Files T Add Folde Delete & Manage Actions & Manage Relations £} Manage Audit
Hockmarks Name T Date Created  Date Modified Owner Versionable Auditing

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.
* 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:
» 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:

» Set up your browse preferences.
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Cut/Copy/Paste/Delete nodes.
» Lock nodes.
» Rename nodes.

» View document content by the WebDAV function.

Download documents (folders) to your machine.

5.1.3.2. 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 /% Add Folder [ Delete
Name T
Functions

T

Mo initialized folders

— Filter bar

5.1.3.3. Personal Documents drive

This drive consists of the Private and Public folders. The Private folder contains all your personal
data resources that cannot be accessed by other users, inversely the Public one is accessible
for all users.

¥ Upload Files G Add Folder A Manage Actions [, Manage Relations IE View Node Properties Mare *

Hame Date Created Date Modified Owner Versionable Auditing
Private 12/6/11 2:07 PM 12/6/11 2:07 PM _system false false

Public 12/6/11 2:07 PM 12/6/11 2:07 PM __system false false

Initialized folders

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

5.1.3.4. 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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= ® G O

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

----- | Documents

Name

----- | SharedData

T Functions

Folders

5.1.3.5. 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 ll Enable Drag & Drop
Nodes Per Page 10 ~
Advanced Tick
Save 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 [ Add Folder (&3] Delete

| Documents

Mame
‘| SharedData

()€ Ciickto hide the sidebar

All Ttems

* Owned by me

* Favorites
The drive will be displayed like the illustration below.
m 52 = & <& (O /Documents
W Upload Files [B% Add Folder J Delete

Name

®1— Click to show the sidebar

* Click ¥ to show the sidebar.
5.1.4. 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.

eXo Platform supports you some ways to view nodes in a specific folder and show actions of
corresponding tab on the Action bar.
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Note

The number of view types depends on which drive you are browsing. In eXo

Platform, you can manage view types by selecting & --> Content --> Content
Administration --> Content Presentation --> Manage View. See the
section for more details.

5.1.4.1. 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.

@O = = ||||EJ:| - Oy

Sites Management ¥ UploadFiles WG AddFalder £ ManageAdtions . ManageRelations TN View Node Properties Mara ~

® [ acme Modesin
descending oruc'_'ﬂ Name Date Created  Date Modified Owner Versionable Auditing

& W default

& B intranet W ama 12/20/11 1:28 AM12/20/11 1:28 AM  __system falsa falsa
& phata.jgg W default 12/20/11 1:28 AM12/20/11 1:23 AM  __system false false
& shared W inranet 12/20/11 1:28 AM 12/20/11 1:28 AM  _system falze false
w  photo.jpg 12/20/11 8:36 AM12/20/11 8:36 AM  root true false
W shared 12/20/11 1:28 AM12/20/11 1:28 AM __ system false Falsa

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.
5.1.4.2. 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.
= [m]=

Personal Documents T 2dd Folder H]Delete  [5] Overload Thumbnail ¥ Upload Files
. Private B

2 Documents

9 ¢ O Private

B videos

Music
Prctures L r
& Searches
& [ Favorites
Folksonomy
i Bookmarks -

All Ttems

* Owned by me
» Favorites

* Hidden

N

s enes Videos Music Pictures

Filter By Type

* Content

* Norment

To move from one node to another one, you can do one of these ways:
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» 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.

5.1.4.3. Icons view

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

oz aEm s oo O

Sites Managefent W Upload Files & add Folder [x] ©Overload Thumbnail
¢ lconview

- I acme

default — =1 — PG =1
W intranet
| photo.jpg acme default intranet photo.jpg shared
- [ shared

5.1.4.4. 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.

(GO o B-HA ﬂ@' G O

Sites Management T WE add Folder [, Add Content ~ ¥¥ Upload Files [=] Overload Thumbnail 2 Add Symlink
Thumbnail view L
- I acme
- W default . . 1, .
- I intranet ' . ; ’
-
@@ photo.jpg acme default intranet photo.jpg shared
@ I shared

5.1.4.5. 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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If nodes are pictures, they are displayed like the following illustration.

TRE

The Slide Show view automatically shows all picture nodes. Users can control this slide show

by clicking the below buttons.

Table 5.1.

Button Function

Go to the first picture node.

View the previous picture node.
Pause the slide show. After clicking this button,

Ill will become 2. click B to continue viewing
the pictures node.

View the next picture node.

View the last picture node.

5.1.4.6. Timeline view

This view enables users to view all nodes created and uploaded by simply clicking *“ .

Eir:I:: ml £ 00 -

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.
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[Olz =@ ma m-~-<G O/

Sites Management ¥¥ UploadFiles & Add Folder

& @ acme
[ Name
& 55 default

& intranet Today

""E’ photo.jpg = photo.jpg

- shared L my annoucement
i default.css
@ default.js
L Time Travel

4 Earlier This Year

5i

Basic Template
All ITtems

Social Bookmarking

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

5.1.5. 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.

5.1.5.1. 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.
2. Select i%#¢c=cov gn the Action bar to open the Add Category form.
3. Enter a name for the category in the Category Name field.

4. Click Save to accept creating the new category.
5.1.5.2. 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.
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Table 5.2.
File Article  Podcast Sample File Kofax Content Docume
node Plan documentfolder folder

File 9 9 @ @ @ <@ 9 <@
Article @ ) V) @
Podcast| @ 9 9 V V V 9 V
Sample ,@, @, @ @,
node
E‘lfn @ 9 @ <@ 9 <@
Kofax & @ V V @ @ V
:i’lpe"’adec 9 9 9 @ @ <@ 9 <@
cnent @ | © | © @ © ©
Pocument @ © © © © o

" Note

F

'@' 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

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

Click & 449 Content o the Action bar to open a list of content templates.
3. Click your desired template. See more details in Step 3 [186] of the Add a content section.
Each document (except Article) must be added to categories when being created.

Attach files to a document
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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 =
Mame &
SelectFil [ I
elect File [[Browse_ | @— Click to select file
Categories List £
Save Cancel

2. Enter a name into the Name field. If not, the Name field is automatically filled with the file
name.

3. 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.

| Maven_introduction.odp |-«—— The file name Download the file ——| pownload this Fie

4 Page 1 of3apl Q @ [100% 3| 0 @ Save ——|#, Save as PDF Fie

Open source integration
with Maven

http://maven.apache.org/
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Note

eXo Platform enables you to view all types of documents, such as Open Office,
Microsoft Office in the PDF format.

Create a new File document

1. Follow the steps in the Add a new document[99] section to open the corresponding form
to add a File document.

2. Input a name for the file document in the Name field. Some special characters (@ # % & *
O)“":5 1141 cannot be used in the Name field.

3. Click the Mime Type field and select one type. There are three types of File document:

« text/html: when creating a text/html File document, you can input values like source code
(HyperText Markup Language HTML) in the Content field . After being created, it will
generate the content you want, then you can see both the input source code and the
generated content in that document.

 text/plain: after a text/plain File document is created, it will display exactly what you input
in the Content field.

« application/x-groovy+html: it indicates your file as a groovy file.

4. Input a value in the Content field:

e text/html or application/x-groovy+html: if you want to create a File document with a

source code and generated content, click the E == putton in the Editor bar.

 text/plain: if you select text/plain type, the content field will be displayed like the following
illustration.
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Name [
Calegories E
Mime Type | taxt/plain n
Language | eq &
Content
"
Title l ]4_
Description [ (==
Creator [ ]-'-
Source [ ]4_

5. Optionally, fill values in all the rest fields, including Title, Description, Creator and Source.
Click the plus icon to open more fields.
6. Click Save or Save & Close to accept creating a new file document.

After being created successfully, a file document with the text/html type will be displayed like
the illustration below.

v \iew as HTML | » View as Plain text
Hard Work and Success - One Follows the Other

The common sense point here is simple -- and sobering for those who are looking for =
career success shortcuts. Be willing to go the extra mile. Create custom resumes for every
job for which you apply. Once vou get a job, work harder than others. Volunteer for
unpopular jobs -- and then do a great job. Yes, if vou want to become an outstanding
performer, it's important to be a lifelong learner, set and achieve high goals, and get
organized. But it's also important to do something a lot simpler -- and totally in vour
control; be willing to work hard. Hard work will help build your brand and put vou at the  ~

m

} ViewasHIML || ~ View as Flain text

Hard Work and Success - One Follows the Other%20

<p>The common sense point here is simple —— and sobering for those who are
locking for career success shortcouts. Be willing to go the extra mile.
Create custom resumes for every job for which you apply. Once you get a job,
work harder than others. Volunteer for unpopular jobs == and then do a great
dob. Yes, if you want to becomes an outstanding performer, itif39;s important
to be a lifelong learner, aet and achieve high geala, and get organized. Burc
ics#39;3 alao important to do something a lot simpler —— and totally in your
control; be willing to work hard. Hard work will help build your brand and
put you at the top of the promotion list, and bottom of the layoff list.</p>

Create a new article

1. Follow the steps in the Add a new document[99] section to open the corresponding form
to add a new Article document.
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2. Input name and title of the Article in the Name and Title fields. Special characters (@ # % &
*()"': [1{/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.

e -
New Features in Gateln 3.2 That Will Improve the eXo Platform 3.5 Experience %C":i
-

Summary

Cateln is the open source portal fram ework that serves as the backbone of eXo Platform, and the upcoming Garein 3.2 will provide 2Xo Flatform 3.5 with a set
of great portal features. Gateln 3.2 Is a logical evolution of the Gatein 3.1 release; the vision is to improve the project and continue the implemenmaton of
what we started with Gateln 3.0. In this post, | will describe a few of Gatein's numerous 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 file
Friendly URLs are now supported, giving the portal administrator freedom to configure how hitp URLs should appear

| Links - - docbook odt e Related documents

Artachments - e | Jpipaded files

4 Gateln Reference Guide en.pdf]

Avg. Rating: 0.0 Votes: 0 Remove 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[99]
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[99] section to open the corresponding
Podcast form.

103



Chapter 5. Organize Your Content

Name |
Categories
Title
Link
Author
Explicit
Categary
Keyword

Publish Date

No

Language en

Description

Upload File

Mime Type

Length

Details:

Table 5.3.

auda/mp3

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.

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.
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Once being created, a Podcast will be displayed.

Podcast: Proud of you
Title: Proud of you
Link: yvoutube.com
Author:

Explicit: no
Category:

Keywords: Proud, love
Publish Date: November 28 2011
Mime Type: audio/mp3
Length:

Description:

My favorite song :)

Avg. Rating: 0.0 Votes: 0

Create a new Sample node

1. Follow the steps in the Add a new document [99] 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.

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.
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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
[99] section for more details.

Create a new File Plan

1. Follow the instructions in the Add a new document[99] section to open the corresponding
form to add a File Plan document.

Name Record Propertiss Process Properies

Name

Categories B

Language en -

File Plan Note

Details:

* The Name tab

Table 5.4.
Name The name of the file plan.
Categories The categories of your file plan. Select the
categories for your file plan by clicking *'.
Language The language of the File Plan document.
File Plan Note Note for presenting any other information
for users.

e The Record Properties tab
Name Process Properties

Record Category -
Identifier

Disposition -
Authority

Permanent Record Tue
Indicator

Disposition |
Instructions

Contains Records  Tnue
Folder
Default Media Type  Bectronic

Default Marking List None

Default Originating -
Organization
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Table 5.5.

Field Description

Record Category Identifier

The alphanumeric identifier indicates a
unigue record category. This must be a
unique ID. If this field is left blank, it will be
created automatically by the system.

Disposition Authority

Permanent Record Indicator

Disposition Instructions

A reference number to the regulations that
govern the disposition.

A type of record indicators which should
never be deleted.

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

Default Marking List

Default Originating Organization

Vital Record Indicator

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.

Handling and classifying information that
are printed at the bottom of the record, such
as UNCLASSIFIED or NOCONTRACT.

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.

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.

e The Process Properties tab
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Name Record Froperties

Process Cutoffs
Event Trigger

Cutoff Period

Cutoff on Obsolete
Cutoff on Superseded
Process Hold

Hold Period
Discretionary Hold
Process Transfer

Default Transfer
Location

Transfer Block Size
Process Access
Access Location
Access Block Size

Process Destruction

Table 5.6.

Process Properties

Tree

One Minute
Tres

True

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

The duration for the record cutoff

performance.

Cutoff on Obsolete

The record is cutoff when it is obsolete.

Process Hold

Cutoff on Superseded

The record is cutoff when it is removed or
replaced.

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.
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2.

3.

Field Description

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.

Fill in the appropriate fields of the tabs in the form.

Click Save or Save & Close to finish.

Create a new Kofax document

1.

Follow the instructions in the Add a new document[99] section to open the Add Kofax
Document form.

Mame =
Cateqgaories a4
Language en -

Input a name for a Kofax document in the Name field which is required. Special characters
(@#% &*()"“"':;[1{}/") are not allowed in this field.

Select categories for a Kofax document by clicking *.

Click Save or Save & Close to finish.
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After being created, a Kofax document will be displayed.

File View Document View

Kofax Document Name Kofax Document
Downloadable File #1 Garden jpg

Avg. Rating: 0.0 Votes: 0

« 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[99] section to open the Add an event
document form.

2. Enter atitle for the event.

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

-Bi 5 ' ]
eXo-Big Event atia
eXo will attend the “Solstions Intranet et Travad Collaborati™ event on May Sth and 6th in Paris.

£Xo will antend the ~Soltions Intranet et Travad Colaborati™ event on May 5th and 6th in Paris. Come to meet us to talk about Inranets and
Collaborative Soluions eXo is offering. It also wil be a nice opportunity 1o share aboul industry trends and new eXo developments.

5.1.5.3. 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

1 Content Folder
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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.
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. click %5 add Folder on the Action bar. The Add Folder form is displayed:
Add Folder x
Type Cortent Folder ~ 4— Select folder type
Title  Travel (<4— Required

MName h'avel| “

Save Cancel
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5.1

This
addi

Select a folder type.

Input values for both Name and Title fields which are required. Special characters (@ # %
&*()"":;[1{}/") are not allowed in these fields.

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.

.5.4. Add translations to a document

function enables users to add multiple languages for a document. This action is similar to
ng a language.

Select a document to which you want to add the translation. For example, select an Article
in English.
#-| Content

| Bookmarks
b g Article Fr
i Article En

Click ® addTransiation on the Action bar. The Symlink Manager will appear.

Symlink Manager x

Path Node ‘_ Click

Save Cancel

Click #, then browse to the target document that has different language with the first
document. For example, the Article version in French.
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Select Document x
Content Browser Content Search Form Search Result
Filter All E
4~ |Personal Drives »  Personal Documents - Private |«— The path o the node 3
- General Drives it 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 i

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.

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.

@ =m ozt = @ & O [Fivateoridesn |4 The current node
Languages List Admin Action

different language @
List

No Related Document
References List Article En
No Related Document

Summary :

. It is English
All Items Relation

» Owned by me Content :

» Favorites Content is empty
+ Hidden

5.1.5.5. 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.

2. Click ¢ Addsymink on the Action bar. The Symlink Manager pop-up will appear.

Symlink Manager x

Path Node A
Symlink Name *

Save Cancel
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Details:
Table 5.7.
Description
Path Node ‘ The path of a link.
Symlink Name ‘ The name of a link.

Click * to open the Select Target Node form.

4. Select the workspace which contains the node that you want to add a Symlink.

5. 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.

Symlink Manager x

Path Node collaboration:/Usersfi__fjo_ fish__fjohn/Priv i =+
Symlink Name  pLF user quide. txt.Ink =

Save Cancel

6. Click Save to finish adding a Symlink.

m= w2 = ® < OfPrivate/content-folder Je— The current node
Personal Documents Admin Action
Folksonamy B Q Add Translation o Add Symiink 4l Export Node | i Import Node & Manage Actions £} Manage Audit
@& [ Favorites
&[5 Documents Name Date Created  Date Modified Owner

Document Falder @i, PLF user guide.txt +—— The Symlink added to the document  11/28/11 5:40 AM11/28/11 5:40 AM  john
=+, Content Folder

&- (@, PLF user guide bt
® L Content
Bookmarks
Article Fr =

5.1.5.6. Comment

This function is used to comment on a document.

Note

You cannot comment on a File Plan document.

1. Select a document to which you want to add your comment.

2. Click # Commernt on Document on the Action bar.

The Comment form appears.

More

Versionable Auditing

true false
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3. Add your comment to the Comment field.
4. Click Save to commit.

The comments are shown at the bottom of the document.

a2

2 - @l‘:

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 comment posted by at 11:44 AM. Thu, Jul 14, 2011

1 Comment(s) Show comments

To view your comment, click the Show comments link:
Commented by -Emall: john.smith@acme.exoplatform.com - 5:57 AM. Mon, Nov 28, 2611 (4 T

It's interesting :)

You can edit your comment by clicking < or delete it by clicking @.
5.1.5.7. 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. Click W gditpocument g the Action bar.

The second way
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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.

3. Click Save to commit your changes.
5.1.5.8. Export nodes

Nodes can be exported into either .xml or .zip file types.

1. Select a node that you want to export.

2. Click ‘W BxportNode o the Action bar to show the Export Node form.

Export Node x

Path to Export: /Users/j fio fioh /iohn/Private/Documents/plf-user-guide

Format: @ gystem View
) Document View

Zip: [
Export Export Version History Cancel

Details:

Table 5.8.

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.
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This action exports all of the node's version history.

5.1.5.9. 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 & ImpertNode o the Action bar. The Import Node form appears.
Import Node x

Upload File: Browse_

UUID Behaviour: Create New -

Version History: 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.
5.1.5.10. Manage actions

5.1.5.10.1. Add an action

1. Select the node to which you want to add an action.

2. Click /& Man=ge Adons g the Action bar.
The Manage Actions form will appear.

3. Select the Add Action tab.

Manage Actions x
Available Actions Add Action =
Create Action of Type  exo addMetadataiction -

Add/Edit Action

Name

Lifecycle ||ser Action
Content Addiion

m s

Cortent Removal
Property Addtion
Proparty Removal il
Metadata  metadata st Metadata v 1
Is Deep (V]
Node Types + 0
Description
Affected Node Types + O
Save Back

Details:

Table 5.9.

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:
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4,

Field Description

* '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.

e '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.

exo ;autoVersioning

exncreate RS 5FeedAction
exnenableVersioning

exn:get Mail Action
exopopulate ToMenu
exo:zendMail Action

o taonomy Action

o transform Binary To Texd Action
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Details:

Table 5.10.

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.

5.1.5.10.2. View actions

1. Openthe Manage Actions form and select the Available Actions tab.

2. Click @ that corresponds to the action you want to view.

The details will be displayed in the Action Info tab.

120



Functions on action tabs

Manage Actions x
Available Actions Add Action Action Info
Action Name add action
Is Deep true

Node Type Names

Lifecycle node_added

Affected Node Types

Metadata metadata:siteMetadata

Description

Cancel

5.1.5.10.3. Edit an action

1. Openthe Manage Actions form and select the Available Actions tab.

Manage Actions x

Available Actions Add Action

Name Triggered Action Life Cycle Action
User action [exo:addMetadata,  User Action
Cl .
ose Edit

2. Click ¢ that corresponds to the action you want to modify.

3. Edit properties in the Action Form.

Edit action x

Action Form =

Name  add action

Lifecycle | |iser Action -
Content Addition

Cortent Removal 3
Proparty Addition
| Property Removal L

Metadata metadata:siteMetadata -
Is Deep [
Mode Types £ ¢

Description

Affected Node Types + O

Save Back

4. Click Save to accept your changes.

5.1.5.10.4. Delete an action

1. Open the Manage Actions form and select the Available Actions tab.
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Manage Actions x

Available Actions Add Action

Name Triggered Action Life Cycle Action
User action [exo:addMetadata,  User Action @ ¢ |m]
Close

Delete

2. Click @ that corresponds to the action you want to modify.

3. Click OK in the confirmation message to delete the action.

5.1.5.11. Manage auditing

This function logs property changes in nodes.

1. Select a node.

2. Click £ Man=oe Audit on the Action bar. The Activate Auditing message appears.

Activate Auditing x

Auditing has not been activated for this node.

Are wou sure to activate?

Activate Cancel

3. Click Activate to enable auditing on the selected node.

Click £ Manage Audit again to view the audit information of the selected node.

The Auditing Information list appears.

Auditing Information *

Operation Username Date Version

Property added john 09/30/2011 18:2217 No Version

Close

If the node has no audit information, the form will appear as below.

Auditing Information ®

Operation Username Date Version

Close
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5.1.5.12. Manage categories

5.1.5.12.1. 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.

Click “™===* on the Action bar.
The Add Category form appears.

3. Select the Select Category tab to show the available categories.

Add Category x
Referenced Categories Select Category
Category Tree  System -
Root Tree @
Name Add
t. :
H—- 5| cms
Lems = ©
g % | calendar ;
&g | calendar o @

Close

4. 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.
SO HThe selected category

acme-category 3 Add Category :v Add Content ¥ Upload Files ==\ Content Navigation
P Document Title Created Date  Author Last User Status
£ | Natural Elements
p " t Published
B2 IMovemenE [CL Time Travel 11/28/11 1:31 roo ublishe
[, Time Travel 7| | Bk speed 11/28/11 1:31 root Published
[ speed [ Fiight 11/28/11 1:31 root Published
@[, Flight
@[ Ice
L Documents
[ Flight

@ Girn
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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.

5.1.5.12.2. Delete a category

1. Select a categorized node.

2. lick (B

3. Select the Referenced Categories tab.

4. Click @ that corresponds to the category you want to delete.
5.1.5.13. Show/Hide a content

Nodes can be hidden or shown easily.

Hide a node

1. Select the node you want to hide.

2. Click [ Hide/show content on 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 i Hide/show Content gggjn,

5.1.5.14. 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.

2. Click ¥ Manace publicstions o the Action bar.

The Manage Publication form appears.

124



Functions on action tabs

Manage Publication x

Rewvision History

Rewision: 1

Status:

Y
Published

Scheduled

From Ta
Rewvisions Date Author | Status Action
Revision:The best places for Sep 29,2011 1:47:54PM  |john Draftfcurrent revision] @]

honeymoon
Revision| Sep 29,2011 1:40:20PM  |john Published O &

Save Reset Close

The Revision tab displays some basic information and the current state of the selected node.

Click [2] to view the content of the node or click # to restore a version (refer to the Manage
versions section for information about versioning).

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.

5.1.5.15. Manage relations

You can use this function to create relations between nodes.
5.1.5.15.1. Add arelation

1. Select the node you want to add a relation to.

Click & Mana=relxtons| g the Action bar.
The Add Relation form appears.

3. Select the Select Relation tab to see a list of other documents.

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.
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5.1.

5.1

A node cannot have a relation to itself.

5.15.2. Delete a relation

Select a node that has links to related documents.

Click the &. Mansa=Relstions |y tton on the Action bar.

Select the Relation List tab to view relations of the selected node.
Click T corresponding to the relation you want to remove.

Click OK in the confirmation message to accept your deletion.

The related document will be removed from the list.

5.15.3. View relations

Select a node that has links to related documents.

Click the relation button on the Filter bar.

= m i = @& < O |/Documents/pl-user-guide The selected
content
Private Admin Action

@] Proud of you o — -
H W7, Add Content |85 Add Folder
PLF user guide i

[ | note_for_doc.txt
&

Name

note_for_doc.txt
i [} Kofax document exa:actions

[ eXo Big Event

I
m &

. comments

Article Fr

Article En

[E]es—= Relation M

All nodes related to the selected node will be displayed in the left pane.

Languages List

Mo Related Document

Relations List

- PLF user guide.txt

References List

Mo Related Document

<= Relf@ation
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3.

Click the name of the related node to view the document.

5.1.5.16. Manage versions

5.1.5.16.1. Add versions to a node

1.

2.

3.

4.

5.

Select a node to add a version to.

Click ¥ Manase varsions g the Action bar.

The following message will appear.

Activate Versi

Wersioning has not been activated for this node.

on

Are you sure to activate it?

Activate Cancel

Click Activate to enable a version for the node.

Right-click the selected node and select ChecklIn from the drop-down menu.

Sample Node

4| Song

] Proud of you

Wi note_for_doc.ts

PLF user guide

[l Kofax document

All Ttems

eXo Big Event
Article Fr

+ Owned by me

> Favorte:
« Hidden

&

Filter By Type

* Content
* Docume:

» Image

nt

% Add Translation
Name

Wi note for docbt

Copy
Edit
Cut

Delete

I = OV

Lock
[® chedan

#| Rename

Add Symlink
Paste

View Information

B® 0 il

View Document

Download And Allow Edition

K

User actio...

F Copy URL To Clipboard

Click ¥ Mene0versoms a9ain to open the Version Info window.

Version Info

plf-user-guide

@ Version: 1 (Base Version)

Close
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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 ChecklIn and then CheckOut.

5.1.5.16.2. Add/Remove labels for versions

Add a label

1. Select a versioned node.
2. Click B mense=versons o the Action bar.

3. Click “! icon on the Version Info window to show the Add Label field under the version list.

Version Info x

plf-user-guide

& version: 1 (Base Version) Add \abels—p@ i}

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. Click T Mansse versons o the Action bar.

3. click ©! on the Version Info window to show the Remove Label field under the versions list.
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Version Info

' plf-user-guide

|_5| Version: 1 [PLF, User Guide,3.5] (Base Version)

Remove Label

Select Label PLF, User Guide,3.5 -

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.

5.1.5.16.3. View versions

1. Select a versioned node.

2. C|ICk F\.‘J Manage Versions

3. Click @ to see the current versions of the selected node.
Version Info

eXo news
Ly Version: 1 [important] [eXo] [news] [artidle]
[ version: 2
& Version: 3

|ﬂ Version: 4 (Base Version)

eXo news
Languages English
Summary :

Document Management Systems (DMS) Overview

© Content :

ol

Remove labels

L Fl Eﬂ
N'. Eu
b Eu

A @
Q m
Q@
v 8

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 documents to be modified and managed but

typically lack the records retention and disposition functionality for managing records.

Note

Version viewing is not supported on folder nodes.

][>
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If you click @ while the selected node is a folder, a message will appear.

5.1.5.16.4. Restore a version

1. Select a node which has at least two versions stored.

2. Click B, Mansas versions

3. Select the version that you want to restore as the base version.
4. Click = to restore the selected version.

5.1.5.16.5. Delete a version

1. Select a node which has at least two versions.

2. Click . Manage versions

3. 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.

5.1.5.17. 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. CIICk | &y Add/Edit Localised Contents on the ACtIOﬂ bar
The Multi Language form will appear.
Multi Language

Wiew Language Add Language

Language Engiishidefault) -~ 44— Click to see the language list

Wiew Set Default Cancel
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The View Language tab contains a list of all languages. The default language for the
document will be automatically populated.

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 Language x

‘iew Language Add Language

Language  Engish -
Set Default () o= Tick to set the default language

MName
S This area is different
elect Fila Browse. - depending on the
content type
Save Cancel

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.

Click Save to be returned to the View Language tab. Your selected language is now 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

Select a document that you want to view the languages list, then click the Relation button
on the Filter bar:

Personal Documents
FIoLures

- Music

| Folksonomy
| | Favorites

2~ Documents

m

|| Sample Node

2] Song

@] Proud of you
PLF user guide

I:|4-—— F;‘elat'ion

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 (New)

- ar (Mola)

- en (Mola - Hanoi)

Relations List
- Best spots in Hanoi .odt
References List

No 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.

5.1.5.18. 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 (&) Overload Thumbnail o 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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5.1.5.19. 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.

5.1.5.20. 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 .

5.1.5.21. 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.
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By default, the 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 Publish Content button to the tabs on the Action bar
in Sites Explorer.

5.1.5.22. Show drives

This function enables you to show or hide all the drives in Sites Explorer.
To show drives, click & Show/Hide Drives gp the Action bar.

To hide drives, click & Show/Hide Drives ggain,

5.1.5.23. 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 L5} Show/Hide Like JCR Structure QN the ACUOn bar

Hide the JCR Structure

1. Select a document which is showing the JCR structure.

2. C“Ck I show/Hide Like JCR Structure again_

5.1.5.24. 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. Click ® TaoDocument on the Action bar. The Tag Manager will be displayed.
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Tag Manager x

Tag Names User guide {Seperate mutiple tags with the

Tag Scopes Private -

Linked Tags content @‘— Remove tags

eXo
Add Tags Close

Details:
Table 5.11.

Field Description

Tag Names The tag names that users want to add tags
to documents.

Tag Scopes 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).

Linked Tags List all tags of a document after the Add
Tags button has been clicked.

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.

Select a value for the Tag Scopes field.

Click Add Tags to accept, or Close to quit. Only you can see this tag in this document.

Click T to delete tags.

Remove tags from a document

Select a document with tags that you want to delete the tags.

Click ® Tag becument g the Action bar to open the Tag Manager form.

Click T corresponding to the tags you want to delete.

Click OK in the confirmation message to delete the tags.
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5.1.5.25. 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 Files on the Action bar to open the Upload File form.

Upload File X
Mame &
Select Fil [ I
elect File [[Browse_ | @— Click to select file
Categories List +

Save Cancel

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 §
Name
Select File LJ
Categories List = 2
Name %
Select File lmj Open more

Caregories List 5> Upload File forms

Save Cancel

Click Il to close a Upload File form.

To change the uploaded file, click I in the Select File field and select Browse... again to
select another one.

4. 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.
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6.

| Add Categories x
Tawonomy Tree  Sysiem -
1} Hame AcCtion
£ cms 7]
e e
] = ne | caberdsr @
E-%_ | 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.
| Add Categories x
| Calendar m
Taxomomy Tree  System -
Hame Action
iy ©
| Brthcay j
Bl orindey i | preakfast ] 3
&4 | Breakfast :._l | ) ©
i | Cal
'*'E“' £] ureh ©
&- Lunch
= £ | Mesting ]
% 45 Meeting & oter @
E4 | oth |
f‘l = i | personal ]
& : :
¢f (Persena £ professiona ]
% | Professonal a - i

Note

You can add more categories to a file by clicking * again to open the Add
Categories form.

Click m 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.

Complete uploading file by clicking Save.

After being saved, the main information of the uploaded file will be displayed.
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Upload File b 4
~
Information
File Name Node File Size Mime Type Manage

Name Metadata
take-note- take-note- : 1

e ecms.txt ecms.txt SEIEE EULET @

Close CICK

7. 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.

Upload File x

Information List External Metadata

Metadata Name Action

& dc:elementSet

Add metadata Close

* Click ¢ corresponding metadata that you want to edit.

e Click Add metadata to add more metadata to the uploaded file. Then, tick the checkbox,
and click Add.
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.
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5.1.5.26. 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).

2. Click [ viewretsdsts The view Metadata form appears.

View Metadata x
2011-08-08T09:26:38.000407:00 N/A
N/A N/&
Adobe InDesign CS5{7.0.3) Mac OS5 X 10.6.8 Quartz PDFContext
N/& N/A
N/A N/A 3
N/& N/A
N/A N/&

Add/Edit Cancel

3. Click the Add/Edit button at the bottom of the View Metadata form to add metadata.

4. Complete the desired fields in the Add/Edit Properties form. Click * to add further metadata.
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Add/Edit Properties

Title | ok
Creator +
Subject +
Source +

Contributor ek
Resource Type +
Date  11/29/2011 10:50:08
Publisher  exq pLatform £
Description +
Rights +
Relation +
Format +
Coverage +

5. Click Save to accept the new metadata values.
5.1.5.27. View node types

This function allows you to view the detailed information of a node.

1. Select a node that you want to view its detailed information.

2. Click & Vview node Tyoes to view detailed information about the selected node.

Properties Management

Froperties Add New Property
Name Multi Value Value Action
1 jer:primaryType x false nt:file
exo:datetime; exo:sortable;
exo:modify; mix:referenceable;
E)go:awneabla; _mi)c:ilEn;
W crmixinTypes v true mix:votable; mixicommentable;

exoirss-enable;
publication:authoring;
publication:authoringPublication;
mix:versionable

uE  jer:uuid x false ed6deDabc0aB01263ef076370631

[ exo:datecreated % false  549111-29710:46:00.999+07:0 4
[ exo:dateModified x false  5014.11-29T10:46:01.118+07:0¢ ’
|| exo:index % false 1000 V4
|| exo:language x false en r 4
[ excslastModifiedDate x false 2011-11-20T10:52:15.436+07:0C 4
| ] exo:lastModifier x false john 4
= w false A A P ==

3. Click the tabs at the top of the form to view categorized information.
5.1.5.28. View permissions

This function allows an administrator to manage the permissions for nodes.

m

m
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1. Select a node.

2. Click @& viewremissions The Permission Management form appears.

Permission Management x
User Or Group Read Add Node Set Property Remove Action
root true true true true rd
#/platform /administrators true true true true V4
#/platform /web-contributors true true true true V4
any true false false false V4

Add a permission to that node

User Or Group « 8 :'u. G‘
Read Right []
Add Node Right []
Set Property Right [
Remove 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 % Usemame  ~ S

Username First Hame Last Name Email Action

demo Jack Miller jack miller®acme. exoplatform.com  SeleCt 8 USET g 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 @

i. Click @ next to the users to whom you want to grant permissions.

2. Select users from a specific group

< 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.
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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
g platform
Select Group Select Child Group
-
' F /platform/administrators
s Development b /platform/guests

m

: 5 . »
& organization /platform/users

= & Platform
: & Administration
luﬂi Guests

- AR isitars

¥ /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

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

Click & next to the User Or Group field.

6. Select the permission you want to grant the selected users or groups by ticking the
corresponding checkboxes beside rights you want to add.

7. Click Save to accept your changes. The new permissions will appear in the permissions table
above.

Edit permissions

1. Select the permission of a user or a group in the table of list permissions.
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2. Click #.

3. Change the permissions as desired.

4. Click Save to accept your changed permissions.

Delete permissions

1. Select the permission of a user or a group in the table of list permissions.

2. Click T

3. Click OK in the confirmation message to remove the permission.

5.1.5.29. 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.

2. Click & view Node Properties tg show the Properties Management form.

This form has two tabs:

Properties

This tab displays all properties and values for the selected node.

Properties Management

Properties #Add New Property

Hame Multi Value

FTl  jerprimaryType x false
W jermixinTypes o7 Ll
w  jeruuid x false
E exodareCreated x false
B exodareModified ¥ false
exoindex x false
exolastModified Date ¥ false
exolastModifier x false

[re1) exo.name x false
o) ax0oWREr x false
Fl  exopermissions v e

Value Action

axotaxKonomy

exo sortable, exomodify, exodatetime,
exo.owneable; exoprivilegeable,
mix:referenceable; exoactionable;
mix:wersionable

bicaeddaciadol sf0000e472bE8dF 143
2011-09-30T17:04:36.699+07:00
2011-09-30T17:04:36.700+07-00

1000

2011-09-30T17:04:36.699+07-00
__Eystem

events

__Eystem

& /platform fadministrators read. */platform

fadministrators add_node; */platform

Sadministrators set_property, . platform

Jadministrators remove, */platform

[web-contributors read, *./platform

fweb-contributors add_node; *-/platform

/web-contributors set_property, *./platform d

143



Chapter 5. Organize Your Content

Add New Property
This tab contains fields to add new properties to the selected node.

Properties Management x
Properties Add New Property
Namespace -
Name W
Type  Sting -
Multiple e -
Value W
B Ay
Save Reset Cancel

3. Select the Add New Property tab to add new properties to the selected node.
4. Select the namespace for the property.

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.
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 ¢, or delete it by clicking .
5.1.5.30. View relations

This function shows/hides documents related to a selected node.

* View relations.

Select a node, then click & Show/Hide Relations  Dgcuments related to the selected node will be
shown in the Filter bar.

Relations List

- wiki_page_edit.png
- use_wiki.wiki
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If the node does not have any related documents, the message No Related Document will
appear instead.

Relations List

Mo Related Document

. Hide relation

Click fx Show/Hide Relations a4ain to hide relations.
5.1.5.31. Vote for a document

This function is used to vote for a document.

Note

You cannot vote for a File Plan document.

1. Open the document you want to vote for.

2. Click sy Vote For Document op 4he Action bar.

The Vote Document form will appear.

Vote Document x

Cancel

3. Rate the document by clicking the appropriate star level.

Vote Document x

Cancel

After a vote has been added, the rating will appear at the bottom of the document:

Awg, Rating: 4.0 Yotes: 1
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5.1.5.32. 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 <« watch/unwatn bocument

The Watch Document form will appear. Click the Watch button to finish.

Watch Document x

Notification Type  Email -

Click Cancel

Stop watching a document
Select the document and click @ wash/unwatch pocument ,

A message will appear to confirm the action.

5.1.6. 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:

& Add To Favorite
(] copy
& Edit
4 Cut
Delete
2] Lock
Checkin
#| Rename
[ Add Symlink
IZEZI Wiew Information
,_'I View Document
E5l Download And Allow Edition

|5_ Copy URL To Clipboard
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The actions in the right-click menu for folders:

&
(] copy
4t Cut
Delete

T Lock

L=

#| Rename

(e Add Symlink

l@l] View Information

E2l Download And Allow Edition

F_ Copy URL To Clipboard

5.1.6.1. 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.

5.1.6.2. 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

1. Right-click the node and select Copy/Cut from the drop-down menu.
2. Select the destination node that you want to be the parent node of the copied node.

3. Select the Clipboard icon on the Filter bar.
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Personal Documents

| note_for_doc.txt

- | PLF 3.5 releas
B35 Favorites

_J Folksonomy

Admin

-

PQ Add Conte

Add To Favorite

[ Music Click
-- | Searches Delete
LB videos 2 Lock
-] Public CheckIn
zﬁ Rename
v LQ Add Symlink
All Ttems Clipboard [ paste
* Owned by me @ View Information
# Favorites ] View Document
+ Hidden 2 Download And Allow Edition
|5_ Copy URL To Clipboard
The Clipboard window will appear.
Clipboard
Path Cm Act
...hn/Private e -
[Favorites  “°PY :l_]
...ments/plf- EE
35-release  SUt :l_] i
2 Clear all

@&

node in Step 3.

Click U in the clipboard window to paste the copied/cut node into the selected destination

* You can click @ to delete a specific waiting statement.

about the destination path.

Note

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

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.

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.
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After taking the Copy action, you can take the Paste action on different nodes
before taking another Copy action.

5.1.6.3. Edit documents

To edit a document, refer to the Edit a web content section.

5.1.6.4. 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.

5.1.6.5. 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

select multiple folders/documents at once until the cursor changes to &,

2. Press the left-mouse button and drag the selected folders/documents.

~ Document Title Created Date  Author Last User Status

i ApplicationData 9/30/11 5:02 PM
i categories 9/30/11 5:02 PM

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.

5.1.6.6. Lock/Unlock folders and documents

This function is to avoid changes on specific folders/documents and actions by others, during a
specific time.

Lock folders/documents
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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.

5.1.6.7. 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: Invisibility .

Name zmme #

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.
5.1.6.8. Add a Symlink

A symlink embedded into a node allows you to quickly access the node even if you are in other
nodes.
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 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.

5.1.6.9. 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. Select the path of node you want to view WebDAYV or open that folder from the left/right pane.
2. 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:

L]

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.

5.1.6.10. 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.

The View Information form appears as below.
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View Information b 4
MName events
Title avents
Type exotaxonomy
Owner __system
Last Modifier __system
Created Date 2011-09-30T17:04:365.609+07:00
Last Modified Date 2011-09-30T17:04:30.699+07:00
Close

5.1.6.11. 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.

5.1.6.12. 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 WebDAYV 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 | htkpsfflacalhosb:a0e ecmdemsfrest-somd emafjorfrepositoryfcallaborationfUser ool /Private/Favoribes w
[~1 Gmail - Doc review -book_.. ¥ Cvemiew W Content Explorer # | WERDAY Browser X
ZI-—-— 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.

LARE i .E[I'tl e fncalhostR0a0/ecmdemeres-ecmdemn oy repositanycallabaration/Users roat/Private | -

. f :
Cherview H Content Explorer [ wEBD &N Bravser x |+

[ J— oot node

Diclments WebDAY URL af Lhe node
Favaries
Folksanoery
< Musi —— Folders
Piztures
SRArCIes
Witenz
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5.1.6.13. Manage tags

Tags are easily managed by editing or deleting them with the Tag Manager.

Edit atag

1. Click Tag Cloud on the Filter bar, then click ® at the upper-right corner of the tags pane.
Private Tags  Click —l@

user guide eXo PLF 3.5

Public Tags @
PLF 3.5 Symlinks
Tag Cléud —sm[ ®]
The Edit Tag form will appear.
- Edit Tag x
Name Action
content 4
eXo &
User guide e

Click ¢ that corresponds to the tag you want to edit.

3. Edit the tag to your desires.

Tag

Tag Name  gntent #

Save Cancel

4. Click Save to accept your changes.

Delete a tag

1. Do Step 1 [153] from the procedure above.
2. Click m.
3. Click OK in the confirmation message to delete the tag.

Use your created tags
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1. cClick
You will see all existing tags which are listed and classified by private or public tags.
Private Tags ~ Click —(®)
user guide eXo PLF 3.5

Public Tags @

PLF 2.5 Symlinks

Taf Cléud —sim[ W]

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.

5.1.7. 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.

Hover your cursor over #¢ --> Content --> Content Administration onthe Administration
bar.

John Smith

Users »
Applications
Sites Explorer | Content ’
Content Administration | Portal ’
Administration »
IDE
The Content Administration page will appear.
Hanage ECH Main Functions MHanage Categories
Categories & Tags Hame Workspace Home Path Permissions Action

{en: N /exotaxonomyTrees
Manage Categories System dms-systam b g .

i Sl -.@fty;__system remove

o

% Manage Tage acme collaboration - @ITY;__SyStem remove

events collaboration
Content Presentation

default collaboration

2
g
]
3
B o o

..erty;__system remave
Content Types

intranst collaberation <erty;__system remave - |
Advanced Configuration

This page enables you to access:
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« Categories & Tags: Manage categories and tags.

« Advanced Configuration: Manage queries, scripts, and create an action type.

5.1.7.1. Categories and Tags

5.1.7.1.1. Manage tags

Content Presentation: Manage template, metadata, views, and drives.

Content Types: Manage namespace registry, and nodetype.

The Manage Tags function enables you to manage tag styles. The tag styles

depending on the number of documents in a tag.

Go to Categories & Tags --> Manage Tags.

Manage ECM Main Functions
Categories & Tags

Manage Categories

% Manage Tags

Content Presentation
Content Types

Advanced Configuratior

Add atag style

1. Click the Add Style button. The Edit Tag Style Configuration form will appear.

Details:

Manage Tags
Tag Manager

Style Nama

mormal

interesting

attractive

hot

hottast

Tag Permission Manager

Document Range

0.2

Edit Tag Style Configuration

Style Name  normal

Document Range q,,2

Add a newtag —m

Tag Style

font-size: 12px; font-weight: bold;
color: #6b6beb; font-family:
verdana; text-decoration:none;

font-size: 13px; font-weight: beld;
color: £5a66ce; font-famdy: verdana;
text-decoration:none;

font-size: 15px; font-weight: bold;
color: blue; font-family: Arial;
text-decoration: none;

font-size: 18px; font-weight: bold;
color: ##9000; fort-family: Arial;
text-decoration: none;

font-size: 20px; font-weight: bold;
color: red; font-family:Arial;
text-decoration:none;

#

#

HTML Style |font-size: 12px; font-weight: bold; color: #8bébéh; font-family: verdana;

text-decoration:none;

Update

Cancel

Edit

Delete

will change,
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Table 5.12.
Field Description
Asterisk (*) This mark next to each field means that it is
required to input values.
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.

2. Input values in the fields: Style Name, Document Range, HTML Style.

3. 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
atag).

The 'HTML style' textbox cannot be empty. You can change values of font-size,
font—weight, color, font-family, and text-decoration.

5.1.7.1.1.2. Edit a tag style
The Tag Manager tab enables you to edit the existing tags.

Edit an existing tag

1. Click the penicon 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.

2. Change values in the fields, including Document Range and HTML Style, except Style
Name.

3. Click Update to save new changes.
5.1.7.1.1.3. 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.
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5.1.7.1.1.4. Tag Permission Manager

The Tag Permission Manager tab helps you set permissions regarding to editing and deleting
public tags.

Manage Tags

Tag Manager Tag Permission Manager

Memberships Action
=: /platform/administrators o]

Add Permission

Memberships: * (&) 4— Select membership

Save

Set Permission To Tag Management

1. Click & beside the Memberships field to select memberships to add a permission to those
memberships. The Select Membership form will appear.

Select Membership x

43 developers

Select Group Select Membership
-
t. ¥ member
- 4, developers b author .
é b . L =
- s organization editor =
é } manager
- s platform
3, b redactor
- gl sandbox _
¥ wvalidator
- s spaces L 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
*fplatform/administrators ﬁ
author:/developers ﬂ

Add Permission

Memberships

(2]

You can also delete memberships that have permissions by clicking regarding to that
membership, then click OK in the confirmation message.
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5.1.7.1.2. 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

fexo:ecm /exo:taxonomyTrees

Systern dms-system Y] ety ...erty;__system remove & W
acme collaboration 5::?:9;?_::?;2&: facme ..erty;__system remove & B
everts collaboration fsikes content /ive /acme ~erty;_system ramove s &
default collaboration ;::f:g;:::?;‘;‘;::{d!hu“ .erty;__system remove s W
intranat colaboration com s ~erty;_system remove &

Add new category ————l(" add Category Tree

5.1.7.1.3. 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 o

Specify the category name, workspace and home path.
Name  platform ¥

Workspace dms-system -

Home Path 7 =)

Reset 4— 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 = . The Select Home Path form will appear.

Select Home Path ®

Workspace |dms-system

Root Path @)

Name Add

[ exoiecn (/]
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* 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
permissions for a category tree.

Add Category Tree

Set permission for the category tree.

User or Read Add Node Set Remove Action
Group Property
any true true true false & ﬁ
Add permissions to this node
User or Group B ; &n b
rRead [
Add Node 7]
Set Property D
Remove D
Previous Save Reset Next

Close

have just been selected or Next to select

>

. . . - .
i. Click @ to select a user or @ to select memberships or & to select everyone to set

permissions. The user or membership that yo
User or Group field.

u have just selected will be displayed in the

ii. Check at least one of these below options to set rights for the selected user to membership:

Table 5.13.

Field Description

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 |Content Addtion
Content Remaval
Property Addition
Property Removal
Property Modffication

s Deep
MNode Types ¥+ Q

L] »
J

Home Path dmz-zystem: fexorecm/fexo: taxonomy Trees Plath #

m

Target Workspace  system

Target Path +Q
Affected Node  ntfile :"_‘
s exo:artide
exo:podcast L4
exo:sample
rma:filePlan
kfc: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:
!1@1#1$1%1&1*7(1)'

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.

5.1.7.1.4. Edit a category tree

1. cClick ¢ corresponding to the category tree you want to edit.

Edit Category Tree x

Edit the taxonomy tree by adding, copying, cutting and selecting permissions.

Name Add
t.
®-§ | system System [/
Previous
Close
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2 Click ' in the Add column to add more category trees. The Edit Category Tree form will

appear.

Edit Category Tree x

Parent fexoiecm/exoitaxonomyTrees/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.

You cannot delete categories that have been referenced.

5.1.7.2. Content Presentation

5.1.7.2.1. 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 Sze: 10 = Totalpages: 4 |® |« |1 2 3| 4||» | »
Template Name Action

tent tion
— exaiaddMetadatasction
Manage Templates

= exoiannouncement
o Manage Metadats

exg:article
5| Manage View

=] Manage Drives ersaning

ex0i businessProcassModel
Content Types exaicomments
- = eentaet_
Advanced Configuration B———

exoicreateRSSFeedAction

sonicosFile

(= = = N = = = R = = =

exo:enableVersioning

Totalpages: 4 [ |[«1[1][2]3][a]|[+|[=
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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 x

Template Dialog Wiew Css

Name {appapplicationregistry -

Label #

is Document [/
Template

Permission & v}

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.

6. Click % 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,

You can set permissions for everyone by clicking * nextto Any Permission.

Select Permission x

-

>

Any Permission (=

Select Group Select Membership

m

- gs Development

s Organization

& Platform

& sandbox

&b 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
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1. Click Content Presentation --> Manage Templates.

2. Click ¢ 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.

« 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 ¢ 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 I 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.
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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 ¢ inthe Actions column, corresponding to the view you want to edit.
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

L 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.
5.1.7.2.2. 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).
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View metadata

1. Click Content Presentation --> Manage Metadata.

Manage ECM Main Functions Manage Metadata
Categories & Tags Maximum Page Size: 10 =
Content Presantation Icon Hetadata Name Internal Use Mixin Type
— 2] de:elementSet X false "
Manage Templates
7 metadata:steMetadata X false s
7 Manage Metadata
“ v rma:accessianable V  true v
5 Menage View
 Mannge Drives rma:cutoffable v tue v
rma:destroyable v true v
Content Types rma:holdable v tue Vv
: ] true
Advanced Configuration o] v v
rmatransferable v tue v
rma:vitalRecord v tue v

2.

The Metadata Information form will open.

Metadata Information

[ Metadata Information

Metadata Name Is Mixin Type
@dc:elememﬁet v true
[ Elements
Element Hame Type

RT dcresourceType

CY. dcicoverage

R dc:creator

[ dec:description

LG declanguage

FD dec:publisher

[zE] decisubject

(i3] dec:contributor

£ dcisource

[ decrights

bl de:title

Edit metadata

String
String
String
String
String
String
String
String
String
String

String

Click “+ corresponding to the metadata you want to view.

Orderable children

X false

Description
Description
Description
Description
Description
Description
Description
Description
Description
Description
Description

Description

m

Template's Actions

He4—Delete

1. cClick ¢ inthe 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.
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Note

You cannot edit the metadata name.

3. Click Apply to save all metadata changes.

Delete metadata

1. Click II' corresponding to the metadata you want to delete.

2. Click OK in the confirmation message to accept your deletion.
5.1.7.2.3. 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 11 Collaboration o
cover-flow *:/platform/users [ CoverFlow ] a o
icon-view =:/platform/users [ Icons ] S| o
list-view =:/platform/users [ List] 1 & N
simple-view = /platformfusers [ Actions ] [ Collaboration ] 1 o
timeline-view *:/platform/users [ Timeline ] : 1]
wem-category-view =:/platform/web-contributors [ Publication ] [ Collaboration Z il
Wem-view =:/platform/web-contributors [?ublicatinn 11 Collaboration o

] [ System ]

Add View

5.1.7.2.3.1. Views tab
In this tab, you can add, edit, delete, and preview views.

Add a view

1. Click the Add View button located at the bottom of the Manage View form.

The Add View form will open.
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Add View

iew Form

Name  Member_View #
Permission  author: organization f Nt
Tabs
Templates  ListView -
Save Reset Cancel Add Tab

Specify the view name in the Name field that must be unique, and only contains standard

alphanumeric characters. It is required.

Set permissions for the view by clicking the plus icon. It is required.

Select Permission

>

Any Permission (=

Select Group Select Membership

:{ﬁ Development
:{F Crganization
:{F Platform

:{ﬁ sandbox
;"ﬁ Spaces

m

Click * 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.

Click the Templates field and select a template from the drop-down menu for this view.

Click the Add Tab button to create a functional tab on this view. It is required.

Add View
The tab name

Tab Form

Name  [admin

Add Category
Add Document
Add Folder
Add Translation
Add Symlink
Comment
Navigation by Content
deleteNode
Edit Document
Export Node
Import Node
Manage Actions

o = = i 5 Y QR

Momame Acdibina

x

-

m

44— Specify functions on the tab
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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 x
View Form
Name  List View *
Permission = * v
Tabs Admi”4—— Delete the tab
Templates  List View -
Save Reset Cancel Add Tab

6. Click Save to apply all settings and close the form.

Edit a View

1. cClick ¢ inthe Action column, corresponding to the view you want to edit.

Add View x
View Form
Name  List View *
Permission = * v
Tabs Admin[H | ¢—— Delete the tab
Templates  List 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. Itis displayed at the Base Version column
in the View tab.
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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.

Tabs to the View.

the tab name.

5. Click Save to apply all changes in the View tab.

Delete a view

L click corresponding to the view you want to delete in the Manage View page.

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 % in the Action column of the view you want to preview.

The View form will open.

View

View Form

Name  admin-view
Permission = fplatform/administrators

Tabs [ Collaboration ]
[ Actions ]
[Info]

[ Admin ]

Templates | List\iew

Enable Version []

Close

2. Click Close to exit the View form.
5.1.7.2.3.2. ECM Templates tab

Add a new ECM Template

Optionally, click the Add Tab button to open the Tab Form tab that allows you to add more

Optionally, click an added Tab to add or remove functions on it. Note that you cannot change
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2.

Select the ECM Templates tab.

Manage View

Views ECM Templates

Maximum Page Size: 0 -

Name Value Base Version Action

Jexo:eem/views/templates

R Jecm-explorer/ContentView

Jexorecm/views/templates

EErhEn Jecm-explorer/CoverFlow
Jexo:eem/views/templates
T Jecm-explorer/lconView
. i t
LictView Jexo:ecm/views/templates

Jecm-explorer/ListView

fexo:ecm/views/templates

FEEETIED Jecm-explorer/SlideShow\View

/exo:ecm/views/templates

VRN e Jecm-explorer/SystemView

Jexo:ecm/views/templates

Thumbnailsiiew fecm-explorer/ThumbnailsView

Jexo:ecm/views/templates

TimelineView Jecm-explorer/TimelineView

Add

Click the Add button to open the Add ECM Template form.

Add ECM Template

Content =

Name #

Input the content of the template in the Content field.
Input a name for the template in the Name field.
Select a type for the template in the Template Type field.

Click Save to accept adding a new template, or Reset to change values.

Edit a template

1.

2.

Click ¢ next to the template you want to edit.

Change the current template's properties.

m

B o =B o =B =5 e =
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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

Click corresponding with the template you want to delete. A confirmation message will
appear.

2. Click OK to accept deleting this template.
5.1.7.2.4. 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.

Manage Drives

Maximum Page Size: 10

Icon Name Workspace Home Path Permissions View Action
/sites content flive = jplatform "
acme-category collaboration :::E:: Jeategories j\}v:b-canuibutars wem-category-view £ o
=:/platform
. fweb-contributors,=: admin-view, ) =
collaboration collaboration / Jplatform authoring-view d o
Jadministrators |
/sites content flive =/platform _
default-category collaboration /default /categones [k wcm-category-view A - |
Jdefault Jadministrators
omeline-view,
Groups collaboration fGroups${groupIid} =:${groupid} list-view, icon-view, & 0
cover-flow
[sites content flive = /platform .
intranet-category collaboration fintranet /categones pealy wcm-category-view & B
fintranet Jadministrators
*:/platform
Managed Sites collaboration /sites content flive ﬁ::;n‘;\f\;\rl;tramrs, : admin-view, wcm-viaw & @
Jfweb-contributors
timeline-view,
Personal Documents  collaboration fUsers (${userld} *:/platform/users Ef;:l:_a'\‘n:,‘:con-ulew, & @ -

Add a new drive _k Edit Delete

5.1.7.2.4.1. Add a new drive

1. Click the Add Drive button in the Manage Drives page to open the Add Drive form.
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Add Drive x
-
Drive Apply Views F
Name #
Workspace  gystem -
Home Path =)

‘Workspace lcon

Permissions # %
Show Referenced [
Documents

Show []
Non-document
Nodes

Show Sidebar [
Show Hidden Nodes []

+

m

Allow Folder PEg=ils
Creation | Unstructured folder [

exo:webFolder

exolinkFolder

1

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.

sstem
portal-system
portal-work
warp-system
pc-system
collaboration
backup
dms-gystem
wom-system
social
knowledge
dev-monit

4. select the home path for the drive by clicking ® beside the Home Path entry.
Select Home Path %
Workspace | system
Root Path @
Hame Add
& -
...‘_‘jmsymm [ jerisystem @
5.

Browse an icon for the workspace by clicking *' beside the Workspace Icon entry.

Select an icon by clicking @ corresponding to your desired icon file.
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Select Icon x
jcr:system
Workspace system -
¢ Name Add =
: Child not found!
| exo:namespaces
---,_.jn:r:ncdetypes
L exoiecm
L exorworkflow

Select permissions for groups that have access rights to this drive by clicking % peside the

Permissions entry.

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.

Manage ECH Main Functions Namespace Registry

Categories & Tags Maximum Page Size: 10 =
Content Presentation Prefix
app
Con pes
ca
Namespace Registry ul
de
¥ Manage Node Type
axn
axoide
Advanced Configuration
Advanced Configuratior tn
fr_old
Fwd
atn

Select or deselect the various checkboxes to hide or show the drive elements respectively.

Select the document type that will be created in this drive.

Select the Apply Views tab and select the view types you want to be available in the drive.

1 2 3|4 »

Namespace URT
hitp:/fwww.gatein.org/jcrfapplication-registry/ 1.0/

w.bull.com/fr/aladinng/cia/1.0

w.exoplatform.com/jer/emis/1.0

rl.arg/dc/elements/1.1/
s/ fwww.exoplatform.com/jer/exa/1.0

hitp:/fexnplatform.org/ide/1. 1.x

ttp:/Swww. w3 crg/ 2008/ xpath-functions
hitp:/ fwwiw. w3000/ 2004/ 10/ xpath-functions

hti w.exoplatform. com/jc

hitp:/www.gatein.org/jer/ gatein/1

Total pages: 4 % || ¢

Register

10. Click Save to complete creating the new drive, or Refresh to clear the form.
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5.1.7.2.4.2. Edit a drive

1. cClick ¢ corresponding to the drive you want to edit. The Edit Drive form will appear.

Edit Drive x
o~
Drive Apply Views 5
Name  acme-category #
Workspace  collaboration ¢

Home Path  fsites content/live facme fcategories facme =]

‘Workspace lcon 3
Permissions = jplatformfweb-contributors o 3

Show Referenced []
Documents

Show
Non-document
Modes

Show Sidebar
Show Hidden Nodes []

Allow Folder |exojsFolder
(/UGN Unstructured folder

1 >

exowebFolder
exolinkFolder

2. Edit the properties as required.

3. Click Save to commit the changes.

Note

The drive name cannot be edited in this form.

5.1.7.2.4.3. Delete a drive

L Click @ that corresponds to the drive you want to delete.

2. Click OK to delete the drive in the confirmation message.
5.1.7.3. Content Types

5.1.7.3.1. 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
Categories & Tags
Content Presentation
Content Types

% Manage Node Type

Advanced Configuration

Register a namespace

MNamespace Registry

Maximum Page Size: 10 =

Prefix

Total pages: 4

Namespace URD

hittp:/fwww.gatesn.org/jerf application-registry,1.0/

hittp:/fwww.bull.comyfr/aladinng/cia/ 1.0

hitgi/ e excplatform, comer/cmis/1.0

http:/fpurl.org/de/elements/1.1/

hitgi e exoplatform.comfjerfexal 1.0

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.gatesn.org/jcr/ gatein/ 1.0/

Register

Total pages: 4

w

1. Click the Register button on the Namespace Registry form to register a new namespace.

Register New Namespace

MNamespace Prefix

URI

Save Cancel

2. Enter the value for the Namespace Prefix field that is required.

3. Enter the value for the URI field which must be unique and required.

Note

The

namespace must not
!5@1#1$1%5&1*:(1)-

5.1.7.3.2. Manage node types

contain

special

This function is used to control all node types in eXo Platform.

Manage ECM Main Functions.
Categories & Tags
Content Presentation
Content Types

15 Wamespace Registry

% Manage Node Type

Advanced Configuration

Manage Node Type

IDETETRE TR TR RTE TN

Node Type
app:application
app:-applicationregistry
app:category
app:gadgetdata
app:gadgetdefinition
app:gadgetregistry
app:localgadgetdata
app:remotegadgetdata
cmis:document

cmis:folder

Node Type Name *|

Mixin Type
false
false
false
false
false
false
Fales
false

true

4 X X X X X X X X

true

Add

Y

Total pages: 38 |«

Orderable Child Nodes  Description

X X X X X X X & < X

Import

false nothing
true nathing
true nothing
false nothing
false nothing
false nothing
false nothing
false nathing
false nathing
false nothing

Totsl pages: 38 |«

Export

«

3

x

1

characters,

2

such as
3 4 6§ & » | »
Action
lo}
is}
-
1o ]
i}
=
o]
o}
ie]
a
3 4 5 | o
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5.1.7.3.3. View node types

1. Click that corresponds to the node to be reviewed. The View Node Type Information form

will appear.

View Node Type Information

Node Type

Name Space

Node Type Name

Is Mixin Type |f;
Orderable Child |7,

Nodes
Primary Item Name
Super Types

Property Definitions

2. Click Close to exit this form.

Add a node type

app
application
alse

alse

atn:protectedresource, mix:referenceable, atnic *
[jcr:primaryType ]

[ app:creationdate |

[ app:laztmodificationdate ]

[ gtn:edit-permizsions |

[ gtn:description ]

[gtnname ]

[ gtn:access-permissions ]

m

1. Openthe Add/Edit Node Type Definitions form by clicking the Add button on the Manage

Node Type page.

Add/Edit Node Type Definitions

Node Type Property

MName Space
Mode Type Name
Is Mixin Type

Crderable Child
Nodes

Primary Item Name
Super Types
Property Definitions

Child Node
Definitions

Child Node
false -
false -
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

unigue.

Note

m,

must be

The name must not contain special characters, such as !, @ ,#,$,%,&,*,(,).
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8.

9.

Select a value for the Is Mixin Type field.

e True: This node is Mixin type.
e False: This node is not Mixin type.

Select a value for the Orderable Child Nodes field.

* True: Child nodes are ordered.

 False: Child nodes are not ordered.

Enter a value for the Primary Item Name field.

Super Types: Click the plus icon to add more parent types.
Property Definitions: List all definition names of the Property tab.

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.

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 b 4
socrelationshipdefinition v i
ntfolder v
exolinkable )
exo:trashFolder v
nt:childNodeDefinition v
exotagHome v
exo.answerHome )
exoarticle v
exo:portalFolder v
rma:destroyable v

Export Cancel Uncheck all

Click Uncheck all if you do not want to export all node types. After clicking Uncheck all, this
button becomes the Check all button.

Select nodes that you want to export by ticking the checkboxes.

Click the Export button in this form.
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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.

Import Node Type From XML File b 4

File Name T

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 W' 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.
5.1.7.4. Advanced Configuration

5.1.7.4.1. Manage queries

The function enables you to manage queries. It allows adding, editing and deleting queries.

Go to Advanced Configuration --> Manage Queries.
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Manage Queries

Name Type Statement Permissions Actions

[felement(™,exo:articde)
[not{@jcr:moanTypes =
Al Articles ¥path ‘exo:restorelocation’]] order =:/platform/users Z 0
by @exo:dateCreated
descending

JI=[{@jcr:primaryType =
‘axo:article’ or
@jcr:primaryType = 'nt:file’)
and

Created Documents xpath @exoowner="${Userld}$ =i/platform/users &
and not{@jcr:mixinTypes =
‘exo:restoreLocation’)] order
by @exo:dateCreated
descending

Jfelement(* exo:artide)

[(@exo:dateCreated <

xs:dateTime('${Date}s") and )
CreatedDocumentDayBefore xpath not{@jcr:mixinTypes = =:/platform/users g o

‘exo:restorelocation’]] order

by @exo:dateCreated

descending

Add a new guery

Add a new query

1. Openthe Add Query form by clicking the Add Query button in the Manage Queries page.

Add Query X
Query Name o
Query Type  xPath -
Statement ,'jq:rnnqﬂuqmentniu."feiemt{’. exn:arfide]) "

m

Enable Cache |
Results -

2. Enter a query name into the Query Name field.

3. 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 /
Docunent s/ Li ve.

* SQL (Structured Query Language) is a database computer language.

4. Enter the statement for the query that must be unique.
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5. 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
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

1. cClick ¢ 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

L 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.
5.1.7.4.2. 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.
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Manage Scripts

ECM Scripts

Select Category: getion -

Name Path Base Version Actions
AddMetadataScript.groovy ..ctionfAddMetadataScript.groovy &
AddTaxonomyActionScript.groovy ..AddTaxonomyActionScript.groovy = | |
AddToFavoriteScript.groovy ...ion/AddToFavoriteScript.groovy £ @
AutoVersioningScript.groovy ..onfAutoVersioningScript.groovy 3]
EnableVersioningScript.groovy ...fEnableVersioningScript.groovy & f
GetMailScript.groovy ...erjaction/GetMailScript.groovy &
PopulateToHomeP ageMenu.groovy .../PopulateToHomePageMenu.groovy & @
ProcessRecordsScript.groovy ...on/ProcessRecordsScript.groovy &
PublishingRequestScript.groovy ...PublishingRegquestScript.groovy 1§
RSSScnpt.groovy ...plorer/action/RSS5cript.groovy . |

Totalpages: 2 |« | ¢« 1 2| »||»

Add a new script | add

Add a new script in 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 Name B
Save Refresh Cancel

2. Enter a value for the Script Content field.

3. Enter a script name for the Script Name field.

« The script name must be unique
« The name must not contain special characters, such as !|,@,#,%$,%,&,%,(,).

4. Click Save to accept adding the new script.
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Edit an ECM script

1. In the ECM Scripts tab, click ¢ corresponding to the script that you want to edit. The Add/
Edit script form will appear.

Add/Edit Script x

Script Contents |/= ~ B -
* Copyright {C) 2003-2007 eXg Platform SAS.

*This program is free software; you can redistribute it and/or

* modify it under the terms of the GNU Affero General Public License
* as published by the Free Software Foundation; either version 3

* of the License, or (at your option) any later version,

m

*This program is distributed in the hope that it will be useful,

* but WITHOUT ANY WARRANTY; without even the implied warranty of
*MERCHANTABILITY or FITNESS FOR A PARTICULAR PURPOSE. See the
* GNU General Public License for more details.

*You should have received a copy of the GNU General Public License
* along with this program; if not, see <http:/fwww.gnu.orgflicenses/=.
=

import java.ytil.Map;

m

import javax.jor.Session;
import jayax. jor.Node;

import org.exoplatform. services, gms. scripts. CmsSaipt

import org.gxoplatform. services. jor. Repositoryaervice;

import org.exoplatform. services. jor. core. ManageableRepository; -
import org.exoplatform. services. jor.ext.app. i i ices

import org.exaplatform.services. jor. ext.common. SessionProvider;

is Enabled Version []

ScriptMame  AddMetadataScript.groovy &
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 I 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.
5.1.7.4.3. Create an action type

This function allows you to manage all action nodes in the eXo Platform.

1. Select Advanced Configuration --> Create Action Type.
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Manage ECM Main Functions

Create Action Type

Categories & Tags Maximum Page Size: 10 v
ontent Presentation e Extends Action Type
exo:action [rt:base]

Content Types

exo:addMetadatalction [exo:action] [exo:scriptction] [nk:base]

Advanoed ConTauration exo:addToFavoriteAction [exo:action] [exo:scriptaction] [nt:base]

exo:autoVersioning [exo:action] [exo:scriptdction] [nt:base]
Manage Quenas exo:createRSSFeedAcdtion [exo:action] [exo:scriptaction] [nt:base]

i Manage Soripts exo:enableVersioning [exn:action] [exo:scriptAction] [nt:base]

exosfolkscnomyAtion [exa:action] [sxo:scripthction] [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]

alpages: 2 || «|[1]]2 »
Add
2. Click the Add button to open the Action Type form.
Action Type x
Extend Action Type  exo:scriptAction -
MName {starts with *
"exo:")
is Action Move |:|

Execute  escm-explorer/action/RSSScript groovy -
Variables +

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.
5.1.7.4.4. 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

1. 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.
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Manage ECM Main Functions Manage Locks

Categories & Tags Locked Node Manage Lock

Content Node Path User Lock Action

Content Types
Advanced Configuration

i’ Manage Quenes
Manage Scripts

45 Create Action Type

|y Manage Locks

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.

3. 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.

However, administrators can also click ' if you want to allow any users to unlock nodes.

e Manage UnLocks

Locked Node Manage Lock
Groups Or Users Action
+ /platform fadministrators j

& dovclopers

Any Permission 1+

Select Group Select Membership
t. * member
=-- i, Development * author

& s Organization v editor

fi * manager

- s Platform
* redactor

- g Sandbox

+ - s Spaces

+ validaror

4. 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 adni ni strator and r oot .

5.2. Manage content

5.2.1. Contribute content

5.2.1.1. Edit mode

When you access a site, by default, the site contents are in the published mode and you cannot
edit them.
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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.

)

Dashboard

My Sites Edit

For Single Content Viewer (SCV), you can see the current state of the content, the Edit Content
icon and Preferences icon.

The "published" state —_— e @

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.

1ce powers enable instant freeze capabilties. In Whether for recreation, utiities;

addition, you can create ice formations without
a water supply, such as ice cubes, skating rinks
or even decorative sculptures,

The Fire super power allows you to create fire
nstantly, with no fuel source required. You can
control the temperature, size and direction of
the flame with only vour thoughts., Acme
cautions its customers to be responsible with
this power, as it can cause significant injury and
property damage.

Wind power provides a wide range OF Ca
for Acme Superheroes. Gentle brpa=e
force winds can be generated ins
modified on the fiy.

Edit content

Injury and ilness can be an uncomfortable
nterruption to daily ife. The Healng power lets
you stop these inconveniences the second they
start. Note: Healing powers are only avaiable for
the individual owner and cannot be appled to
third parties at this time.
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5.2.1.2. 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.

5.2.1.2.1. 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 @ on the CLV.

You will be redirected to the Sites Explorer with a list of content templates for you to select.

Select your template in the list below

Free layout Picture on head
webcontent layout

Click one template for your content. Each template has an Info bar on the top of the template.

A
Free layout webconteng(Change Content Type *— Select another template Save Save & Close Close FEN

Details:
Table 5.14.
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.
v Switch on/off the full-screen mode.
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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.

Note

The folder, where a document is saved, is the path you have selected in the

section.

5.2.1.2.2. 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.
2. 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.

Publication Collaboration

Back to the homepage::-g—@-'&

\ Y \
Save || Save & Close || Close ‘, ~

’ Upload Files %Manage Categories

Free layout webcontent

Main Content Tllustration Advanced

Title  ACME Introduce
Name  introduce

Language en -

Main Content Q)

El source B T o4 B3 @ g6poa@3

BI U EE=Z=E 5 | Ac"A” @ BELP
Normal(...:' Font 7 size ™ @

Welcome to Acme

Super Powers for Regular People

3. Make changes on the content, then click Save or Save & Close to accept your changes.

4. Click @ to return to the site. In the Edit mode, your new content will be in the "Draft" state

with its visible modifications.
Publish contert
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5. Click @ , or Zr== 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.

5.2.1.2.3. 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 CLV which you want to manage on the homepage, and click L .

You will be directed to the Sites Explorer page.

collaboration Admin Info
2 iy eb contents - - . - .

r Add Content 85 Add Folder @, Add Translation &° Add Symlink

- Events e
|| Fire Name

Flight
L ) .| Events
-|_] Healing 1

[ 1ce 5 || Fire
[ ] Immunity || Flight
|1 Invisibility || Healing

- NewEvents = [ Ice

4 1
C Fl

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.

5.2.1.2.4. 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

To edit the Single Content Viewer, do as follows:
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1.

2.

Turn on the Edit mode.

Select @ of a Single Content Viewer.

- Published t_")
e A r

The Content Detail Preferences dialog appears.
Content Detail Preferences x

Content Selection

Content Path ACME Introduce @ Er;?‘;a::‘fiﬁjgf

Display Settings
[T show Title [C] show Date [T] show Option Bar 6]

Print Settings

Show in Page printviewer

8]
e

with content-id
Dynamic Navigation
Advanced
Dynamic Mavigation

Contextual Content ) Enabled @ Disabled

=

by content-id

Contents Visibility
|§‘ Restricted by Authentication ) Restricted by User roles |‘— Contents Visibility

Save Cancel
Details:
Table 5.15.
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.

 Show Date: Select this checkbox to
display the date of the content publication.
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Field Description

* 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.

e 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
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.
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Note

l

Hover your cursor over P toseea 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.

Publshed #F & -

Print bLﬂun—hlﬁ Prnt |

[ECHE Introduce | g=——The content fitie

1%.05.2010 | 05H0E «fim 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

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.
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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.
2 Login as James

Mary Williams
¥ A publsher who can write contents but ako can create new pages or edit them in the current site.
Login as Mary

John Smith
E An adminstrator with admnistrator rights on the platform. he can manage security access and application.
Login as John

The Content List Preferences dialog appears.
Content List Preferences x

Contents Selection
Mode @ By Folder (' By Contents @
Folder Path b contents = [E] = The path to the content folder @
Orderby OrderByDateCreated
) Descendant @ Ascendant

~ Display Settings
Header FeaturedProducts Automatic Detection [¥] @
Template  TweColumnsCLVTemplate gimpl -

Paginator UlPagratorEmety gimpl =

tems perPage 4 =
Show Title
Show Header
Show Refresh

Show Image [¥) Show Summary [
showDate [ Advancedpane  gpou iink

H O

o
@

Show More Link [] Show RSS Link [

 Advanced
Dynamic Navigation
Contextual Folder & Enabled @ Disabled

by folderid
show in Page detal Q
WEN  content-id
Contents Visibiity
@ Restricted by Authentication ' Restricted by User Roles

e ee

Save : I cancel |

Details:
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Table 5.16.

Field Description

Contents Selection

Display Settings

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.

Order by: Sort content in the List Viewer
by Title, Date Created or Date Modified in
ascending or descending order.

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.

Items 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.
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Field Description

« 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.

e Show Link: The link of web content/
document.

« Show RSS Link: The RSS link of all
contents of a web content/document.

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,
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Description

select Restricted by Authentication. If not,
select Restricted by User Roles.

3. Browse the documents or web content of an available site by clicking *' next to the Folder
Path field.

4. 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.

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.

5.2.1.3. 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.

Keswa: Tnwisibiliby g‘
t 4 Discard
p
‘\Worried about a straying spouse? Go Invisible to find out for sure! (Note: badeground check required. ) =/p> Changes
Accept changes =l

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.)
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Elsource & & o« B @ 400053
BIUw =E==2= i A" A @ @& P

Format "= | Font Bl sz=" @

4. Make changes on your selected area, then click ¥ to accept,

or % to discard changes.

 After you have made changes on your content, it is only in the Draft state.

=, Mew: Invisibility Draft m
@ Aug 10, 2010 5:11:26 PM by root
Worried about a straying spouse? Go Invisible to find out for sure! (background checdk required.) ) 1
Click to publish

* Click < to publish the content. Now, your edited content in the Published state.
5.2.1.4. 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.
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InsertPortalLink &

Title:

URL: Get portal link

Preview Save

2. Enter the title of the portal in the Title field.

3. Enter the 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.

CONTENT SELECTOR
Filter All v] £ Uplead File =

4 General Drives . acme-category . Natural Elements

Thumbnail View

General Drives

acme-categary — — —

Defense Wind Fire lee

collaboration
defauli-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.

3. Click a content that you want to insert to the document.
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5.2.1.5. 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

Revwision: plf-35-release

Status:

Draft Pending Approved Staged Published

Scheduled
’7From To
| Revisions | Date |Authur | Status |Actiun |
|Revlsmn:plf-35-release |Nuv 29, 2011 11:16:36 AM |]Uhn |Draf‘t[currant revision] | E |

Save Reset 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.

Note

You will see a list 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.
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New: Invisibility No Content No Content

5.2.2. Manage contents list viewer by query

The Contents By Query portlet allows you to collect and display data throughout a workspace
by using a query 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.

E‘ Page Creation Wizard: Re-armange the Page Layout and add Portlets to the Page.

¥ Content Explorer
= nten
@ Content Explorer

Content List

==l Contents By Query

Contents By Query ‘

Drag & Drop

T

Dashboard
ECM

Fag
Form Generator Portlat.

& View Page properties
= Switch View Mode

2. Edit the Contents By Query portlet by hovering your cursor over it, then click ¢ to edit the
portlet.

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

~ Page Editor [ )

% @ Contents By Que [;

Click

The form with the Edit Mode tab appears.

199



Chapter 5. Organize Your Content

Edit Mode Window Settings Select Icon Decoration Themes Access Permission

Contents Selection

Mode @ By Folder © By Contents
Folder Path = (4

Order by OrderByDatePublished

@ Descendant ) Ascendant

Display Settings

Header Automatic
Detection

Template UiContentlistPresentationDefautt 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 B to quit the Page Editor page and see the displayed data.

Note

To learn more about fields in the Edit Mode tab, refer to
[191].

5.2.3. 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.

5.2.3.1. Create a content inside a category

This section will show you how to create a content in a category.

1 Hover your cursor over ¥ --> Content --> Sites Explorer on the Administration bar.
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Click

John smith ()

Sites Explorer

Content Administration

Users y
Applications

Content >|
Portal »

Administration »

IDE

For example, select the acme-category drive as the following illustration.

acme-category

| New: Speed
[E] New: Invisibility
§ | Defense

[l Fire

[ Flight

Llce

i | Movement
§_| Natural Elements

E Add Category

Document Title
@ New: Speed
UE'L New: Invisibility
§ | Defense
L Fire
L Fiight
L Ice

1 §_| Movement

F Add Content e' 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 9:29 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.

<o (O /Defense

acme-category
2§ | Defense
. §_| Healing
-§ | Immunity
-§ | Invisibility
4 Release PLF3.5
-§ | Vision
- [, Fire
5[ Flight
---Llce

E Add Category

Document Title
&l Healing

&l Immunity
£ 1nvisibility

E} Add Content e' Upload Files ==, Content Navigation

Created Date Author Last User Status
11/29/11 9:29 A
11/29/11 9:29 A

11/29/11 9:29 A

| =4 Release PLF3.5

11/29/11 4:11 P john jehn Draft

g:l Vision

11/29/11 9:29 A T

Created Content

5.2.4. 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.
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5.2.4.1. Create a new web content

This function is used to add a new web content to a specific site.

1. Gotothe Sites Management drive, then select a site to which you want to add a web content.

2. Select the web contents folder on the left.

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 new web content more flexibly.

3 Click B 2dd content oy the Action bar to open a list of content templates.

Select your template in the list below =

1
o
q

Annguncement Article CS5 File Contact Us Event File File Plan Free layout HTML File

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
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Table 5.17.
Field Description
Title The title of a webcontent.
Name The name of the webcontent that you want to
add new.
Language 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 1exts to come with this image

llustration Image [.Browse.

Summary

5] source B I W = iz i=

” a L F 3 - Eor - - @

Details:

Table 5.18.

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
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1.

2.

Browse a list of images on your local device by clicking the Browse... button, then select a
specific location.

Select an image in the list to upload.

The Advanced tab includes two parts: CSS Data and JS Data.

Main Content lustration Advanced

CSS 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 lewvel

J5 Data
In this pane, you can specify some
JavaSecript codes that can be
executed before your web content
is rendered

w

Details:

Table 5.19.

Field Description

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.

JS Data Contain the JS content to make the webcontent

more dynamic after being published. You can
optionally enter the JS content in this field.

5.2.4.2. 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.

Click [ EditDocument o 4he 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.
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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 [183] section.

5.2.4.3. 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.

5.2.4.4. 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.

5.2.4.5. Preferences

This function is used to set up your browsing preferences.

1. 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
Nodes Per Page 20 -
Advanced
Show Non-document Nodes Show Referenced Documents [l
Show Hidden Nodes [l Enable DMS Structure [l
Query Type s0L -
Save Close

Details:
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Table 5.20.
Sort by 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.

5.2.4.6. Search in Sites Explorer

There are three ways to search an existing node:

¢ Quick search.
¢ Advanced search.

« Search with saved queries
5.2.4.6.1. Quick search

With the quick search, you can directly type a search termin 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

s Add Category FC Add Content ¥ Upload Files }\ Content Navigation

Type Name Score Action

exo:actions

exo:iactions __system __system e | =
= Path: /sites content/live/acme/categories/acme/exo:actions =

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.

5.2.4.6.2. Advanced search

Perform an advanced search

1. Click © on the Filter bar.

acme-category

»

[E New: Speed b
[ New: Invisibility

i | Defense

[ Fire

[ Flight

[llce

i | Movement Click
&-§_| Natural Elements T

[ Dala—mca NI CD B

m

2. Then click © to open the Advanced Search form.

<“:| 5 [sites cnntentﬂiue!acmefwehfy\

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 & i

The tabs in this form offer different search functions:

» Search by Name
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» Search with constraints

» Search by creating a new query
» Search by existing queries
5.2.4.6.2.1. 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.
5.2.4.6.2.2. 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 4

Search by Name Advanced Search Mew Query Saved Query Search Results

Current location fsites content/live/acme

Aword or phrase in Platform|
content l | < Enter keyword

Cperator  And -

Mare constraints

Show/Hide Constraint Form Search Save Cancel

The Current location field is not editable. It shows the path selected to search.

1. Enter search terms in the A word of phrase in content field.

2. Select the Operator.

« Select AND operator to only return results that meet both the search terms and the entered
constraints (see Step 3).

e Select OR operator to return results that meet either the search terms or the entered
constraints (see Step 3).
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3. Click Show/hide constraints form to add more constraints.

A further constraint options window will appear.

Operator; And = 1
|:|Prn|:|ertg.-':
|:|Prn|:uertg.-':

|:| Property:

[7] Created = From

|:| Document Type:

|:| Category:

Details:

Table 5.21.

Comﬁin Exactly: &

Comain:

Not Contain: d

To

Item Description

1

You can add more than one constraint with
either of two operators (AND and OR).

Add a constraint to search by a property with
specific values.

Add a constraint to search by a property
that contains one of the word in the specific
string.

Add a constraint to search by a property that
does not contain the specific string.

Add a constraint to search by a duration of
date (created, modified).

Add a constraint to search by a document
type, including File, Article, Podcast, Sample
node, File Plan, Kofax).

Add a constraint to search by categories.

Add a document type.

e

Add a category.

4. Select the constraint operator (AND/OR).

5. Add the required constraints using one of the following methods:
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Add a constraint for exact values [210]

Add a constraint including or excluding values [212]

Add a constraint by date [213]

Add a constraint by document type [213]

Add a constraint by category [214]
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 x
Search by Name Advanced Search New Query Saved Query Search Results
Current location /sites content/live

Aword or phrase in
content

Cperator  And -

More constraints | CONTAINS{dc:resourceType, Features of Platform’) )
and {jcr:primaryType = 'exo:article’ or jer:primaryType = 'nt:file’ or jerprimaryType =
‘exoproduct’ )
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.

8. Click Save and put a name for this search configuration if you want to save it to use at another
time.

5.2.4.6.2.2.1. Methods to add the required constraints

Add a constraint for exact values

1. Check the box that corresponds to the constraint you want.

2. Enter the property you want to locate or click @ .
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Operator; And -

[T Property: ontain Exactly:
[Tl Property: '{"’>C0ntain:
[Tl property: -@>Not Contain:
[[] Created - From To
7] Document Type: )
|:| Category: ‘ =h

Add

A list of possible properties appears.

Select Property

Metadata Type  dcielementSet

@ dc.coverage
O deresourceType
! deicreator
5] dc:description
B dclanguage
B depublisher
B deisubject
) de:contributor
7 de:source
! derights
I detitle
7 dcdate
7 decrelation
O dcidentifier

7 deformat

Add Cancel

Cancel

Select a property from the list and click Add. The selected property will populate Property

field.

Define the property value to search for by entering a value into the Contain Exactly field or

click the < icon.
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Operator; And -

|:| Property: -@>Contain Exactly:

[]Property: -@>Contain:
[C]Property: -@>Not Contain:
[[] Created + From [fe
7] Document Type: @
[ category: g BH]
Add Cancel

The Filter Form will appear.

Filter Form X

Filter: /,v>

Results:

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 “ jcon. The
value will populate the Contain Exactly field of the constraints form.

Operator: And

[¥]Property: de:title -@>Contain Exactly: How to join us /«v>
[ Property: -@>Contain:
[ Property: -@>Not Contain:
[] Created ~ From To
I:‘ Document Type: )
I:‘ Category: ‘: L]
Add Cancel

Add a constraint including or excluding values

1. Check the box corresponding to the Contain or Not Contain constraint, as appropriate.
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constraint for exact values [210] section for more information).

3. Enter the required values in the Contain or Not Contain fields.

Add a constraint by date

Enter the required property in the Property field or click © (refer to Step 2 in the Add a

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.
Operator: And =
| Property: dc:title
Property:
Property:
Created = From 11/29/2011
Document Type:

Category:

*’>Cnntain Exactly: How to join us
J>Contain:
J\>Nnt Contain:

To |

@

Add Cancel

Select the date you want to use as a constraint.

4. Repeat the above steps for the To field.

13

27

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.

2.

Enter the document type you want to search for or click ** to open a list of document types:
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Select Node Type x

kfx:document [ i
exochtmlFile [
exo:cssFile [
exojsFile []

exositeSearchBox [ | i
exo:pictureOnHeadWebcontent [
exowebContent [
exositeMavigationWebContent |:|
exositeBreadcrumb [

exolink [] 3
exo.contact_us |:|
exoannouncement [ |
exo:product [

Save Cancel

3. Click the checkbox of the document type you want and click Save.

The selected document type will populate the Document Type field.

Advanced Search x
Currentlocation fsites content/five -
A word or phrase in
content
Operator  And -

More constraints

Show/Hide Constraint Form Search Save Cancel
Operator: And -
| Property: de:title # »Contain Exactly: How to join us
| Property: % »Contain: =
| Property: # #Not Contan:
[7] Crealed « From 11/29/2011 Te 11/30/2011

| Document Type:  nt:file,exo:article, exo:evi <@
| Category: e

Add Cancel

Add a constraint by category

1. Click the checkbox beside the Category field.

2 Enter the category you want to search for or click ‘¥ for a list of categories:
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Add Category To Search x
Select Category
Category Tree  System -
Root Tree @
Name Add
t -
H. § | cms
Eg |ems = @
H ¢ | calendar @

&g | calendar

Close

3. Click @ that corresponds to the category you want.
The selected category will populate the Category field.
5.2.4.6.2.3. 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 unigue 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.

5.2.4.6.2.4. 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).
5.2.4.6.3. Search with saved queries

Do the followings to perform a search with saved queries:

1. 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.

5.2.5. 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
WebDAYV 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?
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With WebDAV, you can manage content efficiently with the following actions:

» 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.

5.2.5.1. 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

o Folders  |HHE|-

Hedvanrk Tashs

uz Boid & vk place

lﬂ_-‘ Wies nebsor
canrections

£ st ahome o amal
affice nebeors.

5 Setupawinckss
rebsore for & home o
smal offiox

oy P varkgroup
campubers

M chow icons for
netmorsec UPrF
dewices

Other Maces

[F Deskacp
W M Compatzr
(=} My Doauments

|2 Shered Doauments
G Prirders and Fanes

Jj

L=

>

Chang v wuae nho on Mg

Fm on bca

Phusics om Duyiy

The Tmlerned

&40 a0 eicharver cerver
[harrha, Lbnmb] (137,

Unspeciied

.

192, 1£8. 1. 20e¥o o eXaerser
sarvar (Samba, Ubori) (192,

b _,u-" =30 QN ENCGarver saryar
.-_,_E {Sarrbs, Unynby] (Cxcservar)

TaEn Ky 0N EXnSerEr

g o andin, Ui .

- :-'- Publcon Cuv

- ,} sxn-mrston Tawuyg

d Tosic 01 higa
o

i :-' Share on Hoanghm

2. Click the Add a network place link on the left to open the Add Network Place Wizard.

218




Manage content with WebDAV

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 htt p: / / myconpany. com 8080/
portal /rest/private/jcr/repository/collaboration/sites/content/live/acne.

6. Click Next. After a few seconds, a folder named acme on localhost appears in the My

Network Places directory.

Fle Edit View

Q- O

b My Netwark Places |;|E_ 1# |
Favorites  Tools  Help 'a'
(F O seach [ Foners | [T
Addciress | My Network Pleces ¥ hed G0

Local Hebwork
Nebwork Tasks
d Acd & nebwork place [ seme on bcalhost
@. Wiew network comnections 2{:.

‘3 Setup a home ar small

. 2T nemek -:-rj Charyg trai vusn sho an Nga
< Setup awreless netwark L
far a hame or small offic= -
iy View werkgroup compatens “
B Hide icons for netwaorked { =/ testomlocahaost
UFnF devices =
Other Places { | dassic on locahost
[@' Dizsklop -
i My Camputer WRT54
EJ My Dacuments
I3 Shared Documents
The Internet

'Zh_h Printers and Faxes

Details ¥

1'\
L/
-

elp on eXgSereer seryer
[Samba, Ubuntu] (192

f .."- acme on localbast [2)

; .) Musies an duylu
-
[F==]

_‘('.) Tirtt yeu ngot fgao o Maa
===

L 2

Iz onlocal - — -
hitp: flecathosizBIE] fportal frestjprivate fo frem

A

10 abjecis

Each site managed by WebDAYV 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 % 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
&) acme-category ) collaboration %) default-category 3 intranet-category k) Sites Management [ Trash

¥ GROUP DRIVES

) | developers =y / organization / y / organization / =y / platform / =y / platform / users . / platform /
employees management / administrators web-contributors

executive-board

» PERSONAL DRIVES

Personal Documents 4 Private Ll Public
== = =]

You will see all sites listed in the left sidebar.
Sites Management

[ acme

i default
¥ intranet

®- @ 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 Yew Higory Eookmarks  Iocls Help

o c £ | | hetp/lccalhestB0B0 scrmdemoyTest-ecmcemcyjorrepositany/oollaboretionsites con 7 | [ WP Yohoo

ApplicationDza
I_'ill.l!':JLlII':!!i
=1}
documents

=l js
links

- matias

web contents

| e
In this view, you can access documents in the directories that are linked to the web server.

5.2.5.2. 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.
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1. Access a site via WebDAYV (refer to the 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 WebDAV or as a page content using
a web browser.

5.2.5.3. 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.

3 bai4inbreak-my-heart. html

3 laura-pausiniHt-s-
_Jsite artifacts Open
_1Ward-to-000.htr Explore
Send To r
Cut
Copy

Create Shortout

- —

Properties

The selected files will be removed from the site.

5.2.6. Manage contents with 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.
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Edit Mode Portlet Settings Select Icon Decoration Themes Access Permission

Actions
Redirect [

Redirect Path http:/jwww.aoogle.com.vn

[ Action:

Name Description Instance of Action

|_Add Add action

m

Save

Close

To add an action to a document, click Add or & 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.

= Page Editor B

Mameg age Fag

Form Generator Portiet

Forms

Cantact Us Content Crealon m——_

§ Weew Fage properties

Switch View Mode

5.2.6.1. Configure Fast Content Creator

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.
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Homepage

0 & Contact Ui
COMMECT Us

Click

1. Open the Question? page.

* Page Editor B
Apphcations Containers

Adrmin

\ ECM Admin
. Y——— e

-
Administration
Collaboration
Contants
Contraller
Dashboard
ECM
Fag
Form Generator Portlet
Forms

&8 View Paga properties
Switch View Mode

2. Hover your cursor over Edit --> Page, then click Layout on the Administration bar.

The edit page appear.

3. Hover your cursor over the portlet, then click # to edit the portlet.

The form with the Edit Mode tab appears.

Edit Mode Window Settings Select Icon

Decoration Themes Access Permission

—Save Location

Location to Save [fsites content/live/amme/documents

&

—Template Options
Select Template Contact Us

Custom Save Button send

Custom S5ave Message Your comment has been received. We
appreciate your feedback.

Redirect
Redirect Path jportalfpublic/acme fcontactus/confirmation

Close

Details:

Table 5.22.

m

Field Description

Location to Save Select the location to save documents or
messages.
Select Template Select a template for the document. There

each selected template.

are different input fields corresponding to
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Field Description

Custom Save Button Change the label for the "Save" button.

Custom Save Message 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 Show a path to which you wil be
directed after clicking OK in the confirmation
message.

4. Select a specific location to save documents.

i. Click %l to open the Select Location form.

Select Location x
Workspace | colsboration
Root Path &
Hame Add

tl- -
: || expiragstry 7,
g B0 exotsenvices @
. Uisare EXD:SEIVICEs &

Users ;
- |0 Groups — o
E Digital Assets e — /]
#- & Documents - Digital Assets (]
& ) Trash %l Documents (/]
i Records Space . Records Space (]
& & tags fags (/]
-~ ) sites content . sites content (]
& ApplicationData . ApphcationData @
= OrganiationIntegrationSs Totdpages: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.

5. Select a template which is used to create a new document.
6. Change the label for the Custom Save button, and the content for Custom Save Message.

7. Tick the Redirect checkbox if you want to redirect to the path in the Redirect Path field after
clicking OK in the confirmation message.
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8. Click Save to finish the configuration of Fast Content Creator. Then, click OK in the
notification message to accept your changes.

9. Click Close to quit the form to edit the configuration of Fast Content Creator.

5.2.6.2. Create a new content

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.

5.2.6.3. View a content

After creating a new document by Fast Content Creator, you can view it as follows:

1. Goto Sites Explorer.

2. Select the drive and the path that you established in the configuration of Fast Content
Creator. You will see this document.

5.2.7. Create content templates with 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.
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- Page Editor Save —mlE *

Collaboration

{s | Page Creation Wizard

Contents
Coraller
Dashboard
ECM

Fag

Form Generator Postlet

== Form Generator Portlet

Drag & Drop

Foms
Fomum
Gadgets
Integranon
Navigaticn

i view Page properies Switch View Mode

Create a content template

1. Openthe Form Builder portlet.

o

Dascription

m
B
~
#

|

.

|
i»
m
i
1]
11}

[&] Source

» & B - - &

1

Save Resat

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.
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General | Form Buider

£] Input Text Input fiekd % 2
- Label Label &% @
_ Textarea fiekl Textarea vaue 9% @
=l Text Area
=] Editor
=| Select Box

Radio
& B selact fied  Option 1 =] £% @M
- Upload fisld [ Browee. |4 £% @M@
= ChackBox

Save Reset

5. Click the desired components on the left pane. The selected components will be displayed
on the right pane.

6. 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:

Fild Label [ Tige | €— Enter the label
Width Rules: [C] Required
Height

Default Value

Guidelines for
User

Details:

Table 5.23.

Description

Field Label The label of the field.
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Field Description

Width The width of the field width.

Rules: || 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 * 'S J ¥4

Place 48 @
SUMMarY Textarsa value 48 @
Upload field | Browse_ |-t 48 @

* 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 it in the content template list when creating
a content.

5.2.8. Manage CLV templates in Sites Explorer
This section shows you how to manage templates for CLV in Sites Explorer via the following

topics:

e Create a CLV template
e Edita CLV template

« Delete a CLV template
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5.2.8.1. Create a CLV template

1.

4.

5.

Access Sites Explorer, then select DMS Administration.

¢ GENERAL DRIVES

&5 acme-category ¥4 collaboration i3 default-category | (5 DMS § intranet-category g5y Sites Management

9

Administration

E Trash

Click exo:ecms --> views --> templates --> content-list-viewer --> list.

Right-click in the white space, then select Add Content in the menu; or select Add Content
on the Action bar.

oo m < O |fexoiecm/views/templates/content-list-viewer/list -~ The current node

DMS Administration 1§ 2dd Folder FG Add Contert  ¥¥ Upload Files  [g) Overload Thumbnad | @ Add Symlink
- list -
| AcmeBigHotNey L, L, L L L, L. L L, L, L
nt nt nt nt nt nt nt nt nt nt
AcmePowersTe
announcemant
o the AcmePowersTi vsTe entListvie C g vent: it O L TwoC 5C UIC
a'| BigHotMewsTer| AcmeBigHothe AcmePowersTi announcemen BigHotNewsTe ContentlistVie DocumentsTer EventsTemplat OneColumnC TwoColumn ontentListi

&) ContentListviey
# DocumentsTem Hie 1
+| EventsTemplats | =

"] oneColumnCLy .
UlContentlistt UIContentlist B Add Folder

Chick bl Add Content

- 4 Upload Files

" v
4

All Items w0 Add Symiink

Select File from the content templates list. The form to add the File document appears:

- . L
File (Change Content Type Save Save & Close Close || g
Name [News Template | %= The template name A
Categories &
Mime Type  application/xgroovy+html -
Language en -
Content =
FElSource B I U s (= = = IEESE=E
v @& % Nomal = Font - = || @
<5Lyle > ) "
UICLVFaolderMode .UICLVPresentation {
background:none limportant;
border:none limportant;
color:none limportant;
height:0px limportant;
line-height: 15px limportant;
padding:0 0 limportant; E
ProDetailPage {
padding:0 0 limportant;
¥
<fstylex
ediv rlace="111C1 VPracantation” id="¢uicnmnanant id"~ -
body p
Title |
Description
Creator John
Source @ —

Enter all the fields in the form. The fields marked with the asterisk (*) are required.

In the Mime Type field, select application/x-groovy+html from the drop-down menu.
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6. Click Save or Save & Close to accept creating the CLV template.

Note

See more details about the File document in the
[101] section.

5.2.8.2. Edit a CLV template

1. Click exo:ecms --> views --> templates --> content-list-viewer --> list in the DMS
Administration drive.

2. Right-click a template that you want to edit, then select Edit from the drop-down menu.

3. Edit your desired fields, then click Save or Save & Close to accept your changes.

5.2.8.3. Delete a CLV template

1. Click exo:ecms --> views --> templates --> content-list-viewer --> list in the DMS
Administration drive.

2. Right-click a template that you want to delete, then select Delete from the drop-down menu.

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

5.2.9. Manage 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. Go to News on the Navigation bar.
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Browse by
Defense

Visicn
Immunity
Healing
Invisibility
Mavement
Natural Elements

Top News
Mew: Invisibility

Worried about a straying spouse? Go Invisble to find out for sure!
(Mote: background check required.)

The Frre super power allows you to areate fire instantty, with no fuel source required
temperature, sze and drection of the fame with only your thoughts. Adne cautions

respansible with this power, a5 it can cause significant injury and property damags,

. You can control the
its customers to be

Ice
g:i: e s enable instant freeze capabilities. In additan, you can create ice formations without a water
2 ch as ice cubes, skating rinks or even decorative sculptures,

[ 3| Lang lnes at airpert security and cramped coach seats are a thing of the past. With
you can mave through the air at the time and pace you want.

the power of Fight,

» The left pane lists all the categories containing documents or web contents.

e 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).

(=] f]

Browse by

o

Vision
Defense.

ﬁ— The current category e

Immunity

Healing
Invisibility

poputar by th
are hidng.

Movement
Hatural Elements.

Configure Category Navigation

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.
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i@ content ] » Page Editor 5[ x
LOonNTent LSt Hews
Applications Containers .

Chck Administration

== ppplication Registry

New Account

3\
(@ Organization Management

Contents
Dashboard

5+ View Page properties Switch View Mode
&

3. click ¢ to open a form with the Edit Mode tab, allowing you to edit the portlet.
Edit Mode || Portlet Settings Select Icon Decoration Themes Access Permission
Contents Selection it
_ _ I
Mode @ By Folder O By Contents -
Folder Path  acme * @1— Click to select the folder path 1
Order by OrderByDateFublished
| Descendant @ Ascendant 3
Display Settings
Header Browse by Automatic Detection 2
Template  AcmePowersCategoryTree.gtmpl - )
Paginator UlPaginatorDefault gtmpl
Itermns per Page 1p *
Show Title Show Image Show Surmmary i
Close
4,

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 Content
List Preferences [191] 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.

9. Click & on the Page Editor form to finish editing the Category Navigation portlet.

Note

In the Edit Mode tab, some options are disabled.
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5.2.10. Manage SEO

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.

2. Open the SEO Management form by hovering your cursor over Edit --> Page --> SEO on
the Administration bar.

Desktop Edit
[ Click
Content
Page B |_a~guut£ : john Logout

Questions?

+ 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.
SEO Management x

Description:

Keywords:

Save Cancel

« The SEO Management form for a page is as follows.
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Details:

Table 5.24.

SEO Management

Description:

Keywords:

Robots:
Siternap:
Frequency:
Priority:

Save

FOLLOW -

Visible in sitemap

Field Description

Description

Keywords

The description of your page/content. This
description will be seen in the results list of
search engines.

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.
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Field Description

* 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,
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

i means that the SEO information is empty.

** means that the SEO information has been updated but some information are
not filled out yet.

#* means that the SEO Management form is filled out with the full SEO
information.

% means that the SEO Management feature is disabled.

5.2.11. Print content

Users can easily print any content in a site by following these steps:
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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 News 2
Aug 21, 2009 3:55:44 AM by root root

Lerem ipsum dolor sit amed, consectetur adipisicing eft, sed do eizsmod tempor incididunt ut labore et dolore magna aliqua.

ACME News 3
Aug 21, 2009 3:56:17 AM by root root

Lorem ipeumn dolor £k amet, consectatur adipisicing eit, sad do elusmod tempor inciddunt ut labore ef dolore magna alkgua.

Click the Print button. The Print Preview page will be displayed on another tab.

Click Print to print the content of this page, or Close to close this tab without printing.

5.3. Manage newsletters

5.3.1.1. Newsletter viewer

Note

eXo Platform provides the Newsletters service, aiming at helping users quickly get the updated
newsletters from a website.

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.

Subscribe your email to get newsletters from eXo Service.

Go to Newsletters on the Navigation bar. The Newsletters page will appear.

With Newsletters, you can instantly get newsletters from your email to update the last information
about categories and subscriptions.
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S 1
vour Email | john.smith@acme.exoplatform.com |§—Enter your email
' General General information about us
Subscription Check to subscribe
Leamn h 0 use Rew Supear Pawal
Learm more about our offars
\[ Corporate You want to know where we are, where we go ?
Subscription Check to subscribe
Manthly newsletter about our financial results and forecasts
Subscribe

2. Enter your email address in the Your Email field.
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.

5.3.1.2. 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.
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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.

{i | Page Creavion Wizard: Rearange the Fag ~ Page Editor = B X

e
Integration
Ravigation

Newsletter

m—| Newsletter

S—  Newsletier Manager

Drag & Drog

Platform Nawigaticn
Pall

Search
SEOToolbar

@ View Page properties | | | Switch View Mode
4

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.

newsletter

ﬁ New Letter | (4L Mew Subscription |§§ Mew Category | ga Manage Users

5| General General information about us
Subscription Number of User Pending Letter
acme Trainings 1 0
acme Newsletters 3 0
% | Corporate You want to know where we are, ...
Subscription Number of User Pending Letter
2 0

Results

5.3.1.2.1. 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
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5.3.1.2.1.1. 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 *
Title Fag *

Description The guestions related to the product....

Moderator manager: /platform *2 8
Save Cancel
Details:
Table 5.25.
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.

Input values into fields.

i. Select a moderator for a category by clicking @ next to the Moderator field to select a user.
The User Selector form will appear.
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3.

User selector

Group:

demo
james

john

raot

First HName
Jack
James
John

Mary

Root

Last Name
Millar

Davis
Smith
Wiliams

Root

Usemame

Email

jack.miller@acme.exop
james.davis@acme . exc
john.smithi@acme.axo|
mary.wiliams@acme.e

root@locahost

* Click @ corresponding to a user in the list that you want to select.

ii. Click & to select users in a specific group. The Group selector window will appear.

Group selector

& platform

Select Group

t
&-
E,

- developers
:.ﬂi organization
:.ﬂ:, platform

:.ﬂi administrators
:.ﬂi guests
ml-m- LIcAre

m

Select Mermbership

mermber
author
editor

manager

k redactor

validator

W=

-

| »

m

« 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.

Click Save to accept creating a new category.

You will see your added category in the list of categories.

o
=

0000 Olg—

x

« 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.
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5.3.1.2.1.2. Edit a category

1. Select a category that you want to edit.

2. Click Administration --> Edit Category from the drop-down menu.

newsletter > FAQ

B New Latter | [k New Subscrption
FAQ The questions related to the p ... Click L }
Subscription Number of User Pending Letter

Click Edit Category |2

m Delete Category
eXO powered by eXo Platform v3.5.0-Beta2-SNAPSHOT - build 20111004 - rev. 74565 —————
E Open

7 Edit
I Delete

4 Manage Users

The Create New Category form appears.

3. Change the values in the Title and Description fields as required.

Note

The category name cannot be changed.

4. Click Save to save all changes.

5.3.1.2.1.3. 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.

5.3.1.2.1.4. 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.
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1| FAQ The questions related to the p ... 1 Administration |
Subscription Humber of User Pending Letter &l

2 Edit Category
- I
Delete Category

e)(.; Powered by eXo Platform v3.5.0-Beta2-SHAPSHOT - build 20111004 - rev. 74565
6 Qpen
o Edit
Delete

2 48 Manage Users

The Manage Users form will appear.

Manager Users x
Email Banned
john.smith@acme.exoplatfi  false 2 Z W
john@exoplktform.com false EI % ]
john@grmail.com false 2 E
john@gmail.comn.fr false El % |
rock@yahoo.com false 2 ZE
Close
Details:
Table 5.26.
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.
E! Ban this user from receiving emails.
= Remove a ban on a user.
Delete the user.

3. Click Close to close the form.
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5.3.1.2.2. 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

B New Letter | {90 Mew Category | g Manage Users |

The Create New Subscription form will appear.

Create New Subscription o
Selecta
Category |General - [ = catsgory
Mame S
Title *
Description
Redactor *2 &
Save Cancel
Details:
Table 5.27.
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.
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The second way

1. Click directly the category to which you want to add a new subscription.

newsletter > FAQ

fmmd New Letter | [ffl [New Subscription

FAQ The questions related to the p ... Administration

Subrscription Number of User Pending Letter

2. Click New Subscription on the Action bar.

The Create New Subscription form pops up.

Create New Subscription b4
Category | FAD
Mame *
Title *
Description
Redactor *8 &
Save Cancel

3. Do the same steps (3, 4) as stated in the first way [244].

« Administrators can create newsletters for each subscription.

» These Newsletters can be opened, edited, deleted or converted to a template for reuse.

2 | acme Newsletters Learn more about our offers Moderation
Letter Date Status [
Basic Template MNov 29, 2011 draft ]
Release PLF 3.5 Nov 30, 2011 draft ]
Details:
Table 5.28.

Element Description

Shoes The name of the subscription.
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Element Description

5.3

Fashion Shoes The brief description about the subscription.

Letter The list of all letters of this subscription.

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.

.1.2.3. Open a newsletter

Administrators can easily view the content of a newsletter as follows:

1.

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

2.

ﬁ Mew Letter | gk Mew Subscription

i FAQ The questions related to the p ... i
Subscription NHumber of User Pending Letter [¥]
Results 0 0 Select — (@D

Directly click the newsletter;

Or, select the checkbox corresponding to your desired newsletter, then click Administration
--> Open.

Iﬁi New Letter
i Results Monthly newsletter about our f ... !
Letter Date Status 2
Basic Template Oet 6, 2011 draft 2 Edit
Release Plstform 3.5 Oct 7, 2011 draft i Delete

[E] Convert As Template

The View Newsletter's Content form pops up.
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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.

5.3.1.2.4. Edit a newsletter

1. Select the newsletter you want to edit by ticking the relevant checkbox in a specific
subscription.

2. Click ' Mederaton | then select Edit from the drop-down menu.

|
E* Open
Edit | 2
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

Caktegory ererel
Subscrption 1 | acme Mewsletien
Update Sending Parameters
Main Content Iustration Advanced
Tithe  gasic Template -
Name  basic-template -
Language en -
0 - | I 1 =1 Iy — -
Main 5] Source B] f o 55 @ T ] G B 3 3
Content T . -
B I Use | EEFE| i = - A 2 £ dd_a [

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.
5.3.1.2.5. Delete a newsletter

Administrator can delete obsolete newsletters.

1. Inaspecific subscription, select the newsletter you want to delete by ticking the corresponding
checkbox.

2. Click | Mederation | 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.
5.3.1.2.6. 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.

2. Click (_Moderaton , 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.

5.3.1.2.7. Create a newsletter

Each subscription consists of many newsletters. In eXo Platform, you can easily create
newsletters by following these steps.

1. Select a subscription where you want to create a newsletter.

2. 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 : |Gerers
Subscription : | acme Mewslstien
Update Sending Parameters
Main Content Nustration Advanced
Tile  Basic Template -
Name  basic-template -
Language en -
@ - . _ _
Main 5] Source B] f o E3 7 G iz o I TP
Content e
BJ U | E 8 FE|ic = I'A'—’adﬁ =
— — @
Your Company
About us : Virtualize your Desktop
Lorem ns{;m dolor sk amet, consectetuer adipiscing elt. Sed at erat. Phasellus 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,
Details:
Table 5.29.
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 The subscription contains this newsletter.
Update Sending Parameters This button allows you to update information
about this newsletter.

3. Click the Template field to select the template for the newsletter.

4. 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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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.

5.4. 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.

{i=| Page Creation Wizard: Re-amange the Page Layout and add Portlets to the Page. ~ Page Editor 3*“*:.@]5

= Sochl
_.“/:?\ Workflow Controller System

L \ Workflow Administration
Workfiow Administration
—

Drag & Drop s

Workflow Controller

AR Workflow Controller

i View Page properties
= Switch View Made

5.4.1. 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.

5.4.1.1. Create a holiday process

1. Select the BP Definition Controller tab to bring up the process list.

Admin Workfk 0 L (g
Task Controller | '
1d Hame Version Action
2 holiday process il Click E\
3 pay raise process il
2. Open the Task Management form by clicking

in accordance with a holiday process that you want to request a task as below.
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Task Management x
Task

Request some holidays
Start (dd/mm/fyyyy):  11/30/2011

End (dd/mm/yyyy):  11/30/2011

Submit Cancel

Show Process Diagram

In which:

e 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.

5.4.1.2. 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.

Admin Workflow Management ~d  Controller o
Task Controller BP Definition Contraller
Actor  Task Process Task Description  Actor Id Process Date Action
Id Name Name Start
T — opratnfaagunest. | Sl 0w 201
&4 PR et doanion/qaragemert Wed J0Mov 2011 panage
TR - AR loizon/qargernt oA SNV 2001 panage

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.
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Task Management x
Task

Evaluate holidays
Initiator:  john
Start (dd/mm/yyyy):  11/30/2011
End (dd/mm/yyyy): 11/30/2011
Approve Disapprove Refuse Cancel

Show Process Diagram

You can see the following dialog for more details about this process.

Reques Task

Submit

Ho

F 3

Yes
e e > Disapprove v
= Evaluate » Change
=lorganization/ma nagement
lexecutive-boa rd
Approve
h 4

organization  management /
human resources

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.

Admin Workflow Management =4  Controller o
Task Controller BP Definition Controller C“Ck
Actor Task Process Task Name Description  Actor Id Process Date Actian
Id Name Start
B A koosadgeaer oot ol b

ii. Select the Manage function in the Action column to open the Task Management form.
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Task Management x
Task

HR acknowledgement

Initiator:  john
start (dd/mm/yyyy): 11302011

End (dd/mm/yyyy): 1130/2011

Click _’ Cancel

Show Process Diagram

iii. Click the Read button to accept reading the task.

e 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.

5.4.2. Pay raise process
This process is used when you want to propose raising your pay.

5.4.2.1. Create a pay raise process

1. Select the BP Definition Controller tab to bring up process list.

2. Open the Task Management form by clicking - that corresponds to a pay raise process which
you want to request a task.

Task Management x

Task

Request Pay Raise
Amount: - 1,000,000 ® < Required
Priority:  not important -
Rewarded:

Reason: high inflation

Submit Cancel

Show Process Link

In which:

« Amount is the amount of money that you want to request.
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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.

5.4.2.2. 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.

Admin Workflow Management =<  Controller (&
Task Controler BP Definftion Controller Click
Actor  Task Process Name Task Description  Actor Id Process Date Start Action
d Name
pay raise . =/ organization/ management Thu 6 Oct 2011 -
& z process evaluztion Jexaeutive-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.
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Admin Workflow Management =4 Controller (8
Task Controller BP Definition Controller
Click
Actor  Task Process Name Task Description  Actor Id Process Date Start d

Id Name
pay rake . *:/organizationfmanagement/human- Thu 6 Oct 2011

L process Tl rasources 11:28:29
pay rase . *:/organization/management/human- Thu 6 Oct 2011

14 process he update resources 11:29:04 Manage

iii. Select the Manage function in the Action column to open the Task Management form.

Task Management x

Task

Update Salary
My custom groovy form

Employee: mary

Amount to be added: 1,000,000

Click —h 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.
5.4.3. Upload a process

Besides two default process supported by system, administrators also can upload a hew 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.
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=
E‘ Page Creation Wizard: Re-amange the Page Layout and add Portlets to the Page. ~ Page Editor s‘“’ﬂ}m
mearcn
| SEOToobar

,/";ﬁﬁ)\ Workflow Administration System

oty ioiton petats WM Admin
]

S—_— Web

e workflow Administration F
¥ Workflow Administration
S
£ \ Workflow Controller
Workflow Controber
o =l
—

i View Page properties
=i Switch View Mode

2. Open the Workflow Administration portlet.

. . — ]
Adein Workflow Management |5 Admmetrotion, ©
Monitor Timers
Process Id Process Name Process Version Action
1 content-publishing 1 @ o
2 holday process 1 O
3 pay raise process 1 @ o

Click : Upload Process |

3. Click Upload Process to open the Upload Process form.

%

Upload Process

MName

Select File | Browse._ |

( save ) [ Cancel )
\ Ve/\ nce/

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.

5.4.4. View process detail

This function is used to help administrators keep track of process details as follows:
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1. Open the Workflow Administration portlet.

—= 5
Admin Workflow Management "';l Administration (q
Maonikor Tirmiers
Process Id Process Name Process Version
I content-publishing 1 | i
2 holiday process 1 Click ——(IT] | T
3 pEY @S2 pIoCass 1 m
WUpload Process
2. Click [@ to view requested process list from users as below.
Process Detail x
Processing Completed Delete
Process Instance Process Process Name Start Date End Action
1d 1d Date
pay raise 2011-10-06
3 3 ] , 1] (@
procass 10:53:47.185 View
pay raise 2011-10-06 =
2 = process 10:06:22.009 Ol @

Delete all ——M| Fiuch a1 Cancel

Note

The completed processes are listed in the Completed tab.

To remove all completed processes from the list in the Completed tab, click the
Flush All button, then click OK in the confirmation message.

3. 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.

To delete a process from the requested process list in the Process Detail form, click
corresponding to that process.
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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.

6.1. Manage your calendar

6.1.1. Calendar views

The Calendar interface has 5 basic components:
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DEvent [HTask [Today .Joavm [Fmonth  [Clvear [ElList [ work week [Fsettings [DrRss [ (1 2 LM
4 Movember, 2011 + 1 Week 47, 21 - 28 November 2011 » 8 Categories: | A [=| k2
M T w T F s s
1 2 3 4 5 & Mon, 21 Nov Tue, 22 Nov Wed, 22 Nov Thu, 24 Nov Fn, 25 Nov Sat, 26 Nov Sun, 27 Nov
7 8 e 10 11 12 1
W aem D om
28 20 30 posodl
(S Meeting MAssessment
Calendars 4 10:00!
* Personal Calendars
11:00 —
» My Group
Default 12:00
* shared Calendars 13:00
¥ Group Calendars 14:00
¥ executive-board 15:00
Default
» developers 16:00
@ Defautt
» employees 17:00
| Default -
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.
H The Search Pane where you can perform
quick and advanced searches.
3 The Mini calendar which can be hidden by
clicking
F
4 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.

Note

In eXo Platform, the left pane of Calendar is hidden by default. To show this pane,
select Toggle Left Pane on the toolbar.

If a calendar is not selected, its events and tasks will be hidden from the *Calendar
View Pane*. You can show/hide the events/tasks by simply click the calendar
name.
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6.1.2. 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.

6.1.2.1. Add a new calendar group

This function allows you to organize and personalize calendars in your own way.

1. Click = atthe right of the Calendars pane, then select Add Group from the drop-down menu.

Calendars El
» Pers & Add Group

» iy @ add calendar

[ E Remote Calendar
L@ Add Event Category
5 mport

[2] Calendar Settings
LG €7 TV S——

¥ Shar

» executive-board
Default
v developers
D Default
» employees
[ Default i

2. Enter the group name its description in the respective fields.

Calendar Groups GrOUT table x
Group Actions
My Group _ﬁa
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 W respectively.
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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 * hext to the Group field when

6.1.2.2. Edit a calendar group

This function allows you to change name and description of a specific calendar group.

1. Hover your cursor over the calendar group which you want to edit, then click ‘' that appears.
2. Click Edit from the drop-down menu to open the Calendar Groups form.

3. Make changes on the Group Name or on the Description fields, then click Save to accept
your changes.

6.1.2.3. Delete a calendar group

Once a calendar group is deleted, all calendars inside it are also deleted.

The first way

1. Hover your cursor over the calendar group which you want to delete, then click “** that appears.
2. Click Delete from the drop-down menu.

3. 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.

6.1.3. 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.
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6.1.3.1. 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

i. Hover your cursor over the calendar which you want add calendar, then click *** that appears.

ii. Click Add Calendar from the drop-down menu. By this way, the group which contains your
new calendar is already selected.

2. Fill in fields of the Calendar Details tab.

Calendar x

Calendar Details Groups

Display Name  poc Team =

Description |Calendar for all appointments of DOC Team

Groups My Group - 4+
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
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Field Description

-

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 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.

3. Click Save to finish your creation.

6.1.3.2. 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.
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Calendar x
Calendar Details Groups

Show in Groups Edit Permission
/developers john & 2
/platform/administrators a &
/platformjusers [ a &S
/platform/web-contributors = a &5
Jorganization/employees [ a &
forganization/management ] a &

Jexecutive-board
/spaces/exo_doc_team [ a &S
Save Reset Cancel

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 @ to open the User Selector form. This form will help you select a specific user you want
to share.

User Selector b4

Select User

} FernandoFelipe
b MaryRose

b demo

m

b james
b john
b omary

b root

ii Click the user you want to share the Edit permission.

« Grant the Edit permission to membership types of your selected group.

i. Click % 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.
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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.

Your newly added calendar will appear in the shared groups.

6.1.3.3. Create aremote calendar

Note

To create a remote calendar in the Calendar application successfully, you need
to learn about the calendar settings of the relevant provider. For more information
about types of remote calendars, refer to

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

i. Hover your cursor over the personal calendar which you want to add remote calendars, then

click "= that appears.

ii. Click Remote Calendar from the drop-down menu.

Subscribe calendar b 4

Type @ ICalendar(.ics)C CalDAV

URL |https:/fwww.google, com/calendar fical/4apab35e *

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 x
Remote URL https: /fwww.google, com/calendar fical/4apab350 ™
Display Mame Meeting room booking *
Description

Select Color .|

Before Date Mone [+]
After Date Forever [+]

Use Authentication

Username  |eXoPlatform @amail.com *
Password |sssssssssssss =
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 -

¥ Personal Calendars

F My Group
Default
() Marry_calendar
D Smith_calendar
¥ Remote

Remote Doc Team

m

¥ Shared Calendars

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.
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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/

6.1.4. 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. Hover your cursor over the calendar which you want to edit, then click > that appears.

2. Click 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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Export/Import a calendar

3. Make changes on the calendar, then click Save to save all changes.

6.1.4.1. Set the calendar color

The Calendar application allows you to select different colors for all types of calendars to
recognize them easily.

1. Hover your cursor over the calendar which you want to set the color, then click > that appears.
2. Select one color from the available 32-color palette.
6.1.4.2. 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. Hover your cursor over the calendar which you want to delete, then click “>* that appears.
2. Click select Remove from the drop-down menu.

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

6.1.5. 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. Hover your cursor over the calendar which you want to export, then click = that appears.

2. Click Export from the drop-down menu to open the Export Calendars form.
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Export Calendars X

File Name Personal_Calendar
Export Format  ICalendarfics) =
defaultCalendarName

Save Cancel

3. 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.

Note

Your selected calendar cannot be exported if you untick the checkbox next to its
display name.

4. 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

i. Hover your cursor over the calendar which you want to export, then click “: that appears.

ii. Click Import from the drop-down menu.
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Note

This way is only activated for calendar groups under the Personal Calendars
category.

The third way

i. Hover your cursor over the calendar which you want to import, then click “:* that appears.
ii. Click Import from the drop-down menu.

The Calendar form will appear differently, depending on your selected way.

Calendar x
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 click 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
W

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

o N

. The Calendar form now turns into the below form.
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Calendar x
Create a new calendar
Format ICalendar(ics) -
Upload Files Saved_export.ics m
Calendar Name He

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.

6.1.6. 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.

« 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 a shared calendar like its display name.

Note

If another users share their calendars with you, you will see shared calendars in
the Shared Calendars category.
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Share a personal calendar

1. Hover your cursor over the calendar which you want to share, then click “** that appears.

2. Click Share from the drop-down menu to open the Share Calendar form.

Share Calendar x
Username Edit Permission Actions
demo Mo =
james No =

Calendar Name Marry_calendar

IF]

User Name  jghn,mary

¥
Group  jorganizationfmanagement B
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.

3. Select users or groups by manually entering the correct names into the textboxes

or click & or & to open the forms to select users or groups respectively.

4. Click the Edit Permission checkbox if you want to grant the Edit permission to your selected
users/groups.

5. 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.
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e 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. Hover your cursor over the calendar which you want to get iCal, then click “/ that appears.

2. Click Edit from the drop-down menu to open the Calendar form.

Calendar X

Calendar Details

Display Name  smith_calendar =

Description Store events of Smith

Groups My Group - [+
Country (Language)  Belgium(French)

Time Zone (GMT +01:00) Europe/Brussels

Private URL [[Z11
Public URL _] This calendar is public. Disable Public Access
Save Reset Cancel

3. Get a Public URL or Private URL by clicking . 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 x

21 Notional Event

(http://cs-2.2.2-snapshot.acceptance. exoplatform.org: 80/ csdemo/rast-
csderno/ cs/ calendar/root/ root-defaultCalendarid/ o)

Close
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4. 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.

6.1.7. Schedule an event

6.1.7.1. 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 - 17:20

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.

| View
[ Edit

E Delete

E Export

The Preview form will appear.
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Preview x

W47 Sprint meeting

Location:
€] Event. . Mo Repeat

From:11/21/2011 14:00 Repetiion:
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
Availability: Busy

Invitation

email:

Participants: john

Atthe 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.

6.1.7.2. 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.

6.1.7.2.1. Quick add an event
1. Open the Quick Add Event form via either of 4 ways:

The first way

Click [@Eevent on the toolbar.

Task [[]Today IjDav Emonth  [year [Ellist [Elwork week [ZlSettings [JRSS [I&

The second way

Right-click the calendar view pane and select Add New Event from the drop-down menu.
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Mon, 21 Nov

SEH C) 14,00 - 17:30

The third way

4 Week 47, 21 - 28 November 2011 + Categories: Al E| T}
Tue, 22 Nov Wed, 23 Nov Thu, 24 Nov Fri, 25 Nov Sat, 26 Nov sun, 27 Nov
]
eeting ®
Assessment
I [0 add New Event

% Add New Task

i. Hover your cursor over the calendar which you want to add new events, then click “’ that
appears. ii. Click 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

Event Sum

mary  Sprint Meeting

Description |Meeting of Doc Team every 2 weeks.|

From  11/30/2011 14:30
To 11/30/2011 18:00
All day [
Calendar eXo Doc Team (exo_doc_team) -
Event Category Al -
Save Maore Details Cancel

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
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Field Description

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.
6.1.7.2.2. 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 Quick Add Event form, then click ' "=2=k | tg open the Add/Edit Event form.

Add/Edit Event x
Detail Reminders Participants Schedule

Event summary Tom's Wedding =

Description \Wedding at Tom and Mary's house

Location  v7, Happy House|
From 11/23/2011 16:30
To  11/22/2011 16:45
All Day [
Priority = Mone hd
Repeat |

Calendar eXo Doc Team (exo_doc_team) -

Event Category Al - @

Attachments @

Save Cancel
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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

-+

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

‘"’m 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

[ sbout 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.
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6.1.7.2.2.1. Create arecurring event

In the Detail tab, tick the Repeat checkbox to open the Repeating event form.

Repeating event o
Repeat Daity
Repeat every 1

-

End repeat @ Nover

After |5 occurrences
By this date 11/30/2011

Save Cancel

Here, you can define the repeating time for your event as follows:

1. Select the type for your repeating event from the Repeat option.

Daily: 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.

6.1.7.2.2.2. Create a reminder 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. To use
this feature, go to the Reminders tab.
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Add/Edit Event x

Detail Reminders Participants Schedule

Remind by Email
Send an email before the event starts in | Sminutes [

[ Repeat

Also send reminders to :

root@localhost i
+ Add More

Show a notification pop-up

When the event starts in next [5minutes =]

[ 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

m

corresponding to it.

« Show a notification pop-up: This option is to remind users of upcoming events via pop-up
messages.

Description

When the event starts in next The interval time that the pop-up reminder will
be repeated before the event starts.
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Description

Repeat Tick the checkbox to set the frequency for
sending the pop-up message before the event
takes place.

Add more emails

1. Click ##¢"e= tg gpen 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.

6.1.7.2.2.3. 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 patrticipants and to send invitation mails.

Add/Edit Event x
Event Detail Reminders Participants Schedule
Event Privacy @ Private © Public
Show Participants as () gusy @ Available ) Outside

Participants: (<4

Name Information Status Action
John Smith john.smith@acme.exopl
John Smith john.smith@acme.exopl
Fernando Felipe FernandoFelipe@gmail .«
Alan Smith AlanSmith@acme.exopli
Christina Kelly Christinakelly®acme .e»

Invitations sent D Never © 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.
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« 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 or @ 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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exomailtest@gmail.com < exomailtest@gmail.com > To: bookwormgiang@gmail.com ™ Show Details 12:16 PM [ peply |

By: james(james.davis@acme.exoplatform.com)

Irwitation 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 20:30
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? Import to your eXo Calendar or Jump to eXo
Calendar

Will you attend? Aaree and Import - Yes - Ho
Attachments:
& icalendar.ics
Size: 32.82KB 4 Download 4 Save to server
* contacts.png
= = " Size:22.44KB view ¥ Download ¥ Saveto 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.

6.1.7.2.2.4. View the availability time of participants

Add/Edit Event *
Event Detail Reminders Participants Schedule
2pply Selected Date : [ From :[4g. 29 To 1700 All Day : [

4 09/27/2011 » 00010203040506 07 0809 10111213 14151617 18 19 20 21 22 23

Participants & &
[T John Smith
Available ] 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.
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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

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 */ * 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.

6.1.7.3. 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.
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View
EZ:

[® Delete
@ 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.

3. Click Save to complete.

Note

For shared and group calendars, you can only edit their events if you have the edit
permission.

Tip
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.

6.1.7.4. 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.

According to the features of the Calendar pane view, the drag-drop feature can be applied to the
date and time differently.
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« 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.

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.

6.1.7.5. 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

@I View
& Edit

[® Delete —_

The Export Calendars form will appear.

Export Calendars x

File Name 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.
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4. Click OK in the confirmation message to save the exported file into your device.

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 [272] section.

6.1.7.6. 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
Figure 6.1. width="13mm" fo:scalefit="1" html:scalefit="0"
on the Month information bar.

OEvent [BTask [F]Today [[]Day _Weekm “lYear [Elust [=]work week [ZiSettings [JRSS (&l

4 November, 2011 »

1 2 3 4

q:K_DMeeting

Oct/3
(OAssessment

| ®Assessment

14 15 16 17 18

3. Click OK in the confirmation message to accept your deletion.
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f, Note
o For shared and group calendars, you can only delete their events if you have the
Edit permission on these calendars.

6.1.8. Schedule a task

6.1.8.1. 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.

14:00

15:00

16:00

21/11/2011 17:30 - 21/11/2011
20:00

Take screenshot for PLF 2.5 user guide
Many changes on UL
busy

The second way

Right-click the task in the Calendar View pane and select View from the drop-down menu.

& Edit
E Delete
@ Export

The Preview form will be displayed.

Preview x

Take screenshot for PLF 3.5 user guide

Location:
Event
[C] . No Repeat

From:11/21/2011 17:30 Repetition:
To:11/21/2011 20:00 Description: Many changes on UL
@1lack] Jack Miller - Develo| Reminder: email
Eyfiew 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.

6.1.8.2. 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.
6.1.8.2.1. Quick add a task

1. Open the Quick Add Task form via the following ways:

The first way

Select ®Task on the Toolbar.
The second way

Right-click the Calendar View pane, then select Add New Task from the drop-down menu.

1 Week 47, 21 - 28 November 2011 »

Man, 21 Nov Tue, 22 Nov Wed, 23 Nov Thu, 24 Nov Fri, 25 Nov
[ = z
14:00 [® Add New Event
Add New Task
1500
15:00
17:00

(C]17:20 - 20:00

. ake screenshot for
18:005 3.5 user guide

The third way

i. Hover your cursor over the calendar which you want add tasks, then click ' that appears.
ii. Click Add Task from the drop-down menu.

2. Fill in fields of the Quick Add Task form.
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Quick Add Task b 4

Task |Clean working desk

Mote

A

From |0%/08/2011 11:26

To 09,08/2011 11:41

Al Day [
Calendar | Default [=]
Task Category | all [~]
Save More Details Cancel
Details:

Field Description

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.

6.1.8.2.2. 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 = M2P==E 1in the Quick Add Task form to open the Add/Edit Tasks form
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Add/Edit Tasks

Detail Reminders

Task Mame

Note

Task Delegations
From

To

Al Day

Priority

Calendar

Task Category
Task Status
Attachments

Clean working desk

root
09/08/2011
09/08/2011
o

MNone
Default

Al

MNeeds Action

-+

Save

11:26

il

Cancel

3. Give details of your task in fields of tabs.

i. In the Detail tab, you can:

* 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

=+

» 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

-+

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.
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6.1.8.2.2.1. Assign a task delegation

This function is done in the the Detail tab. To delegate a task to users, simply enter their names

manually, or click *' to select users from the Select Users form.
6.1.8.2.2.2. Create a reminder

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.

6.1.8.3. 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.

AddiEdit Tasks x
Event Detail Reminders
Task Name Clean the working desk *
Note
A
Task Delegations james T
From [ag 282011 12:30
To [pgfesf2011 13:30
All pay [
Priority High lz‘
Calendar [ pefautt (users) lz‘
Task Category [ a4 El T
Task Status [ yeeds Action lz‘

Attachments (4

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.
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Tip
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.

6.1.8.4. Drag and drop a task

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.

6.1.8.5. 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.
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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.

Export Calendars b4

File Name | 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 [272] section.

6.1.8.6. 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 #P¢ 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.

297



Chapter 6. Collaborate With Y...

6.1.9. 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.

6.1.9.1. 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.

Eor
)

2. Click - to perform your search.
6.1.9.2. 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 x

Text  screenshot

Type Task -
Calendar Mamy_calendar v
Category -

Task Status -
Priority -
From Date
To date
Search Cancel

Details:

Description

Text The search term or keyword for searching.
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Field Description

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 input
the date manually or select the date from the
mini 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

At the 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.

6.1.10. More actions

6.1.10.1. 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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The first way

[ rRSS

Click directly on the toolbar.

The second way

Click [Hsettines on the toolbar to open the Calendar Settings form, then select the Feeds tab.

Calendar Settings b 4

Settings Displayed Calendars Feeds

Feed Action

]

v Data

Add

Save Cancel

2. Click the Add button to open the Edit Feed form.

Edit Feed »®

Mame |calendar_Feed *

URL |http://cs-2.2.2-snapsh ™ @ &

Calendars
Add more +
Save Close
Details:
Field Description
Name The name of the feed which is required.
URL The link of the feed which is required.
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 % to generate the RSS link. The URL will be automatically generated into the URL field.
Click ¥ to reset the RSS link.
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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 x
Settings Dizplayed Calendars Feeds
Feed Action
Holiday Calendar B =
Add
Save Cancel

* Here, you can get the RSS link by clicking
&)

. Copy and paste this address link into another Calendar products which support RSS to directly
view this calendar in that application.

Calendar Feed b4

=21 Holiday Calendar
(http://localhost. 8080/ rest/private/cs/calendar/feed/root/Holiday_Calendar/b3fbof0acDag0:

Close

6.1.10.2. 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 "4**"* on the Toolbar.
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The second way: Click ~ and select Calendar Settings from the drop-down menu.

Calendars -
¥ Pers % Add Group
» My [ Add Calendar
I @ Remote Calendar
[)r [ Add Event Category

¢ [Rf Import
» Ren

|E Calendar Settings

hdmome oo e

m

} Shared Calendars

} Group Calendars

2. Make changes on your calendar settings.

Calendar Settings x

Settings Displayed Calendars Feeds

View Type  Week View v

Date Format  mm/ddAyyy -

Time Format 24 Hours -
Country (Language) Belgium(French) -
Time Zone {GMT +01:00) Europe/Brussels -

Week Start on  Monday v

Show Waorking Times [

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)
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Field Description

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.

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.
6.1.10.3. 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.

6.1.10.3.1. Add a new category

1. Click i@ 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 ¢ Actions
Al =
Meeting =
Calls =
Clients =
Holiday =
Anniversary _f

Event Category working ®

Description For events related to working.

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.
6.1.10.3.2. Edit/Delete a category

This function allows you to change name and description of a selected category.

1. Click i@ on the information bar to open the Event Categories form.

2. Click = or I 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.

6.1.11. Add Agenda gadget to your page

The Agenda gadget is a utility associated with the Calendar application. This gadget is used for
listing upcoming events and tasks from your personal calendar.

Add Agenda gadget to your Dashboard

1. Click Add Gadgets on your Dashboard. The Gadget Directory will appear.

2. Drag and drop the Agenda gadget to you Dashboard. You can rearrange this gadget to get
different layouts.

304



Add Agenda gadget to your page

Gadget Directory x
Login History =
Agenda Gadget Top Rated Topics

« Collaboration

m

Agenda Gadget

Calendar
Calendar Gadget
Featured Paoll

You will see the Agenda gadget in the Dashboard as below:

Agenda (=] (B (X]

Agenda sy Showall ™

Events {5) | Tasksi(3)

*Dec 2 23:00 Teabreak
*Dec 3 00:00 Video Conference
Video conference with Marketing team in US

* Dec 3 04:00 TV shows: aliens
* Dec 3 14:00 Daily report
*Dec501:00 BBQ at Jack's

Configure the Agenda gadget

1. Click “>" to open the Agenda gadget settings.

My Agenda Click

Number of Ttems to Display 10

Calendar: Default -
Cancel
Events (3) | Tasks(0)

* Dec 28 20:00 Sprint
* Dec 29 21:30 Football match
= Dec 30 19:00 Party

Show my calendars

Description

Base URL The portal page that contains the your
Calendar application.
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Field Description

Subscription URL The link to the Calendar REST service.
Normally, regular users do not need to care
about this field.

Number of items displayed The maximum number of the events and task
will be shown.

Calendar Name of your personal calendar.

2. Choose your preferences.

3. Click Save to accept your changes.

Note

The Base URL is needed to make the Show all function work. By clicking the
Show all link, you will go to the Portal page that contains the Calendar application.

6.1.12. Add My Tasks gadget to your page

The My Task gadget is a utility associated with the Calendar application. This gadget is used for
listing upcoming tasks of the current day from your personal calendar.

Add My Tasks gadget to your Dashboard

The process is similar to adding Agendar gadget to your Dashboard

You will see the My Task gadget in the Dashboard as below:

My Tasks
5:51 PM  Weekly report

5:52 PM Buy Air ticket View all tasks

Mark as completed

6.2. 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.
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Before starting to use Address Book, you should familiarize yourself with the Address Book
interface, which has six basic elements:

59 Contact [ AddressBook | [H mpot [@ Expot | 5% view~ [ Lavour~ 1
= & P & mw & & .8 2
B B @& MName - Email Job Title Phone
Address Books =l m B Alan Smith AlanSmith@acm e exoplatform.com Web Designer 0256466757
Personal
B B christina kelly ChriztinakellyPacme_exoplarfor.. Maketer 0284757333
[l My contacts b 3
B & David Klein David Klein@acme.exoplatform. c... :E —— 0434567654
[ collected addrasses eveloper
(-] . . - we I—
s A John Smith john smith@acme exoplatform co > . 0437586762
Shared Administrato
] & Linda Maxwell LindaMaxwell@acme exoplatform.. . Manager 0274368526
) Asslstant
Public Groups
) developers &-|Contact Details Last Updated : Sep 28, 2011 |+
) administrators
John Smith 20 years old, ) JohnSmith82
Ll users System Adwinistrator Also Known As Johnny Phone 0456734564
[ webcontisutors john smith@acma exoplatfom _com 2More
0437586762
employees
5 Work Home 4
|) executive-board
18/11 Asteroids Ward - Nebula 1854 Aurora Street - Nebula
us us
Tags s 0437586762 0254580353
0456734564 htp://lohnsmith82.net
02863458532

hrep/ffexoplatform.com

Number Details

1 The Toolbar allows you to add a new contact/
address book, import/export an address book,
view and customize the layout.

2 The Action bar allows quick access to actions
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.

8 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 =¥ “®%~ on the main toolbar, then select the layout you
want to hide or display from the drop-down menu.

6.2.1. View contacts

At present, your contacts can be viewed in 2 modes: List or VCards.
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[@ Import [ Export 5% View ~ | [@] Layout~

= List
Icome to 8| VCards

List view:

The list view displays all contacts in the list pane and detailed information of the selected contact in

. . a2 Vi - .
the Contact view pane. On the toolbar, click " """ | then select List from the drop-down menu.
The contacts are displayed in a list as below.
Name - Email Job Title Phone
Human
E Fernando Felipe Fernando@exoplatform.com Resource _
Manager
B 1ames David _ - -
X John Smith Jjohn.smith@acme.exoplatform.co... _ _
I B marry wiliams williams@gmail.com ?;_Ita_:llzl —
B-|Contact Details Last Updated : Nov 24, 2011 | +
Marry Williams Male
Content Manager Also Known As Marry

Williams@gmail.com

VCards view:

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

= 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
q View Details
e Email 1: [dFernando@exoplatform.com
View Details a/
1 John Smith & Marry Williams

Content Manager

ﬂ Email 1: [ john.smith@acme.exoplatform.co...
yi View Details Email 1 : £ wiliams@gmail.com
'\i View Details

=

6.2.2. Create a new contact

1. Open the Add/Edit Contact form by following either of two ways:
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The first way

Click on the Toolbar.

The second way

Right-click an address book in the Address Books pane, then select Add from the drop-down
menu.

Tip

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.

Add/Edit Contact x
Address Book My Contacts - (4
Profile Wark IM Contact Home MNote

First Name pavid = Picture

Last Name glein * ﬁ

Mick Name ‘:

Gender @ Male ) Female =
Birthday 4 - - T - - 1568 -

Job Title  1ava Developer Update | Delete

Email  pavid@exoplatform,com ¥

Save Cancel

Details:

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.
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Field Description

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.

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

a4

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
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In this tab, you can enter information about the contact chat identity (IM 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.
Add/Edit Contact »
Address Book | My Contacts

Profile Work IM Contact Home Note

Chat +v

B-| Google Talk
55| MSN

8= Yahoo
""" 5= IRC
5= Skype
55 1CQ

Last Updated : Sep 7, 201

* 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.

6.2.3. 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).

Tip

You can also edit contact details in Mail. For more information, see the
section.

311



Chapter 6. Collaborate With Y...

6.2.4. 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 e Ff -
&

Name - Email
B David Klein David@exoplatform.com
B Fernando Felipe Fernando@exoplatform.com
[ & James David _
] AL John Smith john.smith@acme.exoplatform.co...
] B 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.

Add/Remove Tag x

Contact David Klein : no Tag
Tag

Color |

Bussiness [
Farity [~
Client [

Add Remove Cancel

In this form, you can add a new tag, remove or reassign a tag to a contact.

Tip
To add a new tag quickly, click Add in the Tag pane.

LY

I+
exo

Tags
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6.2.4.1. 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.
6.2.4.2. 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.

6.2.5. 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

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.
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Send Email *x

At send mail & Discard

From  John Smith <john smith@acme exoplatform.com> -
To:  john smith@acme.exoplatform.com

Subject :  5print meeting

iB 7 U Ty == E[E]E =S 0 @ Fomat homa -] Font o |F= =

We will have 3 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.

To:

Subject : John Smith<john.smith@acme.exoplatform.com=

Fernando Felipe<Fernando@exoplatform.com>

U Tx- sfDavid 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.

6.2.6. 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 I on the Action bar.

The second way

Note

This way is to copy all contacts of an address book.
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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.

6.2.7. Move a contact

It is simple to move one or more contacts from one address book to another.
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 click # on the Action bar. The Move Contact form will
appeatr, allowing you to select a destination address book where your moved contacts are stored.

Move Contact b 4

Contacts: Fernando Felipe

To Personal Address Books:

[ my contacts
L,| Collected Addressas
L,| eXo Employees

Cancel

The third way

Use the "Drag & Drop" function to move one or more contacts to a new address book.
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a4 conact [§ sddressBock | [4 mport [§ Exporr | E®view~  Tail Laveur~
# vCards
Address Books x & alan smith & Christuna Kelly

Fersonal Web Designer Makster
L| My Contacts @ Email 1 : = AlanSmith@acme sxoplatform com Email 1 C
—| g Phone : 0256486757 ’ Fhone : 02847
[l collecpgd Addresaes v ca i mmneaameon W
Alan Smith "
W
Vi 5

Shared Web Designer f
eublic o @ Email 1 - [] AlanSmith®acme. =xoplatform com
blic Groups
e é,ﬁ Phone : (256466757 & John Smith
[l develo . Mabile : 0985437573

Website : http://exoplatform com System Administrator
adminie ailz
(] ! View Derails 8 Email 1 i
Ll users N Phone : 0434567654 i Fh
Mobile : 0345678054 M

[l web-contributars Website - hitp-//exoplifors. com

[ employess Wiew Details

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.

6.2.8. 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.

6.2.9. 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.
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The Export Address Books form will appear.

Export Address Books X

[7] Name

a

My Contacts

Collected Addresses

e¥o Doc Team [sharing for Space]
executive-board

developers

employees

web-contributors

administrators

m

users

G 3 0O 003 O

exo_doc_team

Totalpages: 1 &« |« |[1| » |»

MName =

Export Format x-ycard
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.

6.2.10. 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

Click | ™ | 5 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.
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Import Address Books x
Address Book My Contacts - [F
Import Format  xweard -
Upload Files
Save Cancel

2. Click ™ inthe Address Book field, then select your desired address book into which you want
to import your contacts from the drop-down menu;

or, click * 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.

6.2.11. 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

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 years old, Male IM Linda.maxwell
Phone 0345345587
0035458734

Manager Assistant
LindaMaxwell@acme.exoplatform.com
0274368526

Home

18/11 Asteroids Stwreer - Nebula htep://LindaMaxwell.blog.com
Aurora - US

0274368526

0345345587

0938458734

http://exoplatform.com

Print Cancel

2. Click the Print button to print.
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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.
$ @ = N -
] 4 Name -~ Email
B alan Smith AlanSmith@acme.exoplatform.com
B Christina Kelly Christinakelly®@acme.exoplatfor...
B Fernando Felipe FernandoFelipe®acme exoplatfor. .
0o X 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 Makener
Email 1 0 SlanSmith®@acm e exoplatform com Email 1 : [ ChristinaKelly@acm = exoplatform.com
t{ Fhone : 0250466757 ' Phone : 0284757333
Mobile : 0085437573 Mobile - 2248758433

"~ Website - hop// exoplatform_com ‘Wwebzite : hrp:/fexoplatform.com
& Fernando Felipe

‘Web Developer
‘ - Email 1: | FemandoFelipe Facme.exoplafors com

\;’ Phone : 0434567654
m_ Mobile : 0345073054

‘Wehsite - hip S/ exoplatform.com

Print Close

2. Click Print to print information of your selected contacts.

6.2.12. Print an Address Book

This function allows you to print the summary information of contacts in form of name cards. You
can also print all contacts in an address book at the same time.

Print an address book
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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.

VCards

& Alan Smith

Web Designer
Email 1: ] alanSmith@®acme exoplatform com

E’/ Phone : 0256456757

‘Website : htp./fexoplatform. com

& Fernando Felipe
web Developer
Phone : 0434567654

Mobile - 0345678654
Website - http.//exoplatform_com

1 John Smith
System Administrator

Email 1 : ] john.smith@acme exoplatform.com
Phone | 0437586762

Mobile - 02883458532

Website : hrtp.//exoplatforn. com

Email 1 : ] Fernandofelipe®acm e exoplarform, com

S Christina Kelly

Maketer

‘ Email 1 Christinakelly@acme_exoplatform com
Phone : 0284757333
Mobile - 9248768433

‘Website : hrtp://exoplatform_com

S Jack Miller

Human Resource manage
l ._I\ Email 1 : [ JackMiller®acme exoplatform .com

S Linda Maxwell
Manager Assistant

Email 1 : [ LindaMaxwell®acme exoplatform com
Phone | 0274368526

Mobile - 0938458734

Wehsite | hrp/fexoplatform com

Print Close

2. Click Print to start printing.

6.2.13. Share contacts

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 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.
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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 i ]
/sandbox No = B
/spaces 7
Jexo_doc_team No 7 I3

Contact Fernando Feli ,
Pehared Users/Groups table

ser jghn 8

Group Q,

Edit Permission [
Save Close
2. Select users or groups that you want to share.

i. Click <» to open the User Selector form;

User Selector x

Usemame

Username First Name Last Name Email

demo Jack Miller jack.miller@acme.exop
james James Davis james.davis@acme.ex
john John Smith john.smith@acme.exo

mary Mary williams mary.willams@acme.e

root Root Root root@localhost

Add Close

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.

ii. Or, click o open the Group Selector form.
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Group Selector b 4

43
Select Group Select Child Group

t.
&3 Customers

- &k Organization
@ gk Partners
- g Platform

In this form, select the group in the left pane, and its child group in the right pane.

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
=

to remove the shared users/groups.
4. Click Save to accept your sharing.
6.2.14. Search for contacts

This function allows you to find contacts easily and quickly via two search modes: Quick search
and Advanced search.

6.2.14.1. 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.
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2. Click —+ to perform your search.

Your search results will be displayed in the right Search Result pane.
6.2.14.2. 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  nextto the search box. The Advanced Search form will appear.

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.

6.2.15. Manage Address Books

By default, there are three 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.

6.2.15.1. Create an address book

1. Open the Add/Edit Address Book form via one of the following ways.
The first way

Click | #¥e=8k | o the Toolbar.

The second way

Click I in the Address Book pane, and select Add from the drop-down menu.
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]

Address Books
Add

[ mmport
[& Export

Personal
[ My contacts

-iJ Collected Addresses
Welco
J,J 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 x

Name  pLF Team =

Description | Contacts of PLE members. |

Save Cancel

3. Click Save to accept adding your address book.

Tip

You can also create a new address book from Mail. For more information, see the
section in Mail.

6.2.15.2. 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.

6.2.15.3. 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.
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Note

You cannot delete your default and group address book.

6.2.15.4. Export an address book

1. Open the Export Address Books form via one of the following ways.

The first way

Click | 1 B* [in the Toolbar.

The second way

Click | 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.

4. Click Export All to start exporting all the address books or click Export Selected Only to export
your selected ones only.

6.2.15.5. 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 | in the Address Books pane and select Import from the drop-down menu.

The Import Address Books form will be displayed.
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Import Address Books x
Address Book My Contacts - |(F
Import Format  x-vcard -
Upload Files
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.

6.2.15.6. 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 =7

Personal
L| My Contacts

|j| Collected Addresses

fﬂg eXo

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.
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Share an Address Book with other users x
Shared To Edit Permission Actions
james No =i .3
/platform/guests Mo = B

Address Book My Contacts

USEr james
Group &

Edit Permission [C|

Save Close

2. Select users or groups that you want to share. For more details, see here.

» The shared users/groups will be updated in the Shared Users/Groups table of the Share an
Address Book with other users form.

+ Click
7

to change the Edit permission or
=

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.
6.2.15.7. 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.

327



Chapter 6. Collaborate With Y...

The Permissions form appears.

Permissions x
Shared to Can manage? Actions
Jplatform/administrators No _ﬁ Ij
Jplatform

s =i
Jadministrators:*.manager Yes 7 @

Address book administrators

User

Group  jplatform/administrators il.

Can manage? [

Save Close

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.

6.3. 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.

6.3.1. 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.

To create one mail account, you first need to click £, 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.

step: [1][2] 3] (]3]
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 Click Back to return to the previous step.

Note

The asterisk (*) next to each field indicates the required field.

1. Fill your account name and brief description in Step 1.

Create New Account

Step 1: Account Name & Description

- 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  JghnSmith

Description  Email at work

Steps: lz‘ lE‘ E E Next Cancel

2. Configure identification settings for your mail in Step 2.

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 your emails.

Your Display Name  exo John Smith
Email Address  3ohnsmith@gmail.com
Reply-to Address  JohnSmith@gmail.com

Signature John Smith
Java Developer

Steps: lz‘ |z| |E| E lE‘ Back Next Cancel

Details:

Description

Your Display Name The name to be displayed when you use the
account. This name will be displayed with
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Field Description

your email address when you compose a hew
message.

Email Address The email address corresponding to your
created account. It must be in a valid format.
(See more details about the Email Address
format here [12].)

Reply-to Address The email address which receives all replies.

Signature The identification text which is automatically
inserted at the bottom of your sending
messages.

3. Give the server information in Step 3.

Create New Account x

Step 3: Server Information

- Select the type of the mail service that you are using.
- Enter the incoming and outgoing mail servers, for example, mail.yourcompany.com.
- If in doubt, contact your system administrator.

Service type [imap [-]

Incoming Mail Server (inan. gmail.com =

Use Incoming S5L [

Outgoing Mail Server (g gmail.com =

Use Qutgoing SSL [

Steps: lz‘ lz‘ lE‘ lz‘ lE‘ Back Next 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.
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Field Description

Incoming Mail Server & Outgoing Mail
Server

Use Incoming SSL

Use Outgoing SSL

The Incoming Mail Server (POP3) and
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.

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.

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@agmail.com”

and "password”.

Username
Password ses

Save Password
Do not download all messages (IMAP only).

Limit to Messages Arrived Since

steps: [1][2][3][4][s]

Details:

eXo_John@exoplatform.com

11/01/2011 15:43:06

Back Next Cancel

Field Description

Username

The email address which is used in the Mail
application.

Password
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Field Description

The password of your email address. It will
be used to get your messages of the email
address entered in the Username field.

Save Password Tick the checkbox to avoid entering your
password again for each mail check.

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 x

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 New Messages From Inbox

Start Downloading Messages Now [

Steps: lz‘ |z| |E| lz‘ |E| Back Finish Cancel

 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.

6.3.1.1. 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;

t _d Accounts

Or, selec on the Toolbar.

The Edit Account form will appear, allowing you to change information in the Identity, Incoming,
Outgoing and Fetch Options tabs.
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Edit Account »
Accounts ] 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 John Smith

Java Developer

Save Cancel

6.3.1.2. 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.

I\' O M

JohnSmith [+
JohnSmith E
Smith

| Inbox
[[#f Drafts
(= Sent
L& Spam

,Ej Trash

~ Personal Folders

it

2. Click &/ on the left pane and select Delete Account from the drop-down menu.

Delete Account »®
Name Email Server Service
exo exomail@gmail.com imap.gmail.com imap
Delete
David Klien eXo_David@gmail.com imap.gmail.com imap
Close

3. Click ' corresponding to the account, then click OK in the confirmation message to accept
your deletion.
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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 .
3. Click = to delete your marked account.
6.3.1.3. 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 Mail) 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

e MSN Incoming Mail Server (POP3): pop3.email.msn.com (port 110)

« MSN Outgoing Mail Server (SMTP): smtp.email.msn.com

AOL Mail settings
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e AOL Incoming Mail Server (IMAP) - imap.aol.com (port 143)

e AOL Outgoing Mail Server - smtp.aol.com

6.3.2. 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, Hotmail, 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.

2. Click = 6=tMals g 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.

¥, GetMais| # writemail | [ Contacts © New Event _ Filters 3 Accounts (3 Settings
’7 A |7 Fetching email messages... Stop|

Threads 1 to 20

= - . p A a ions * [ Vi = iiter -
g 3&‘ & 3 [ i s & More Actions =) View as | Filter
Subject Sender Date & Time
~ E Folders s . -
1 [exo-pi] Re: [exo-support] Some help needed on 2 Platform issues Philippe Aristote 08:36 AM
Inbox (220) 1 [exo-vnl[ 1 [General questions] Making eXo Platform Saulius Diksa 07:57 AM
L Drafts 1 [exo-vn] [exo-employees] [General questions] Intranet [ Spaces /! SGren Schmidt Monday
& Sent 1 [exo-plf] Re: [exo-support] Some help needed on 2 Platform issues Nicolas Filotto Monday
& soam 1 [JMRA] (DOC-1060) Update all screenshots for Collaboration of PLF Tran Tra Giang (JIRA) Monday
= Trash 1 Re: [exo-ga-wn] Re: [exo-pf] Re: [exo-qa] TC PLF-3.5CR01 Status Hanh Thi Thu Ly Monday
. 1 [exo-pif] [eXo Platform 3.0] New activity in calendar [eXo Forums] simone pesavento Monday
= Personal Folders
1 Re: [exo-ga-wn] Re: [exo-ga] TC EPPSP5.2 Status Chau Mam Tran Monday
L] C5-Created-
C5-doc-needed Subject: Welcome to the Mail application.
] ECMS-DOC-NEEDED
ECMS-created
EXOGTN-CREATED The Mail application is a chent with vanety of features designed to make your email experiences productive and efficent.

EXOGTN-DOC-NEEDED
TRA Folders: organize your emails in a folder tree.
Tags: flag messages with custom labels called tags to easily retneve them.
Jira Fiters: filter incoming messages with speaal conditions to apply to 3 spacial folder or a tag.
Advanced Search: find your emails thanks to powerful search options.

KS-Created

6.3.3. Malil views

Refrash|

1/15 & s

Size
1493 KB
4.94 KB
5.65 KB
13.85 KB
8.54 KB
20,63 KB
4.89 KB
19.11 KB

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 ¢ .

=) View as -
_I List

=| Thread @

€2 Conversation

6.3.3.1. List view

In this view mode, all messages are arranged as a list.

335



Chapter 6. Collaborate With Y...

R E & o E & ©| More Actions ~ [ View as ~  [Li] Filter ~
LIRA] (DOC-1060) Update all scr tor C ol PLF Tran Tra Giang (JIRA)
Re: [exo-qa-vn] Re: [exo-plf] Re: [exo-ga] TC PLF-3.5CRO1 Status Hanh Thi Thu Ly

[exo-pif] [eXo Platform 3.0] New activity in calendar [eXo Forums]
Re: [exo-ga-vn] Re: [exo-qa] TC EPPSPS.2 Status

[exo-plf] Same help needed on 2 Platform issues

[exo-plf] [eXo Platform 3.0] Space menu labels [eXo Forums]
[exo-wn] [exo-employees] Re: CF Sprint #54

[JIRA] (DOC-1079) Update KS - Answer User Guide 2.2.x

[JIRA] (DOC-1079) Update KS - Answer User Guide 2.2.x

L IR N O SN —

simone pesavento

Chau Nam Tran
Philippe Aristote
simone pesavento
Anatoliy Bazko
Wu Duy Tu (JIRA)
Vu Duy Tu (JIRA)

6.3.3.2. Thread view

Messages 1to 20

Monday
Monday
Monday
Monday
Monday
Monday
Monday
Monday
Monday

1/15 = =4
8.54 KB -
20.63 KB

4.89 KB

19.11 KB

7.78 KB

4.90 KB

5.25 KB

8.44 KB

10.75 KB

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.

E 1 Platform daily report 28-11-2011 (giang.tran@exoplatform.com)

] 1 [exo-vn] [exo-employees] CF Sprint #53 retrospecitve Anatoliy Bazko
9 [exo-vn] Mr Pham Tuan takes new role Dieu Thi Phuong Nguyen
(1] Re: [exo-vn] Mr Pham Tuan takes new role MNghi Van Nguyen
(] Re: [exo-wn] Mr Pham Tuan takes new role Linh The Vu
(i} Re: [exo-vn] Mr Pham Tuan takes new role Nhung Thi Vu
] Re: [exo-vn] Mr Pham Tuan takes new role Hanh Thi Thu Ly
(1] Re: [exo-vn] Mr Pham Tuan takes new role Tuan Pham
(] Re: [exo-vn] Mr Pham Tuan takes new role Tung Thanh Do
""" Details pane

Subject: Re: [exo-wn] Mr Pham Tuan takes new role

Philippe Aristote (Google Docs)

Monday
Monday
Monday
Monday
Monday
Monday
Monday
Monday
Monday

3.B80KB
5.24 KB
4.89 KB
5.59 KB
6.53 KB
7.33 KB
7.92KB
9.61 KB
11.24 KB -

[am

Nghi Van Nguyen < nghinv@exoplatform.com > To: Tuan Pham

Congrats! :D

Blockon Mon, Nov 28, 2011 at 10:14 AM, Dieu Thi Phuong Nguyen <dieuntp@exoplatform.com> wrote:
quote 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.

* Show Details Monday

@ Reply to All [

6.3.3.3. 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.

[exo-vn] HaVTT's birthday invitation letter
[JTRA] (ECMS-3113) Feedbacks from Doc team

2 Ha Thi Thu Vu
6 hoa vu (JTRA)
1 Platform daily report 28-11-2011 (giang.tran@exoplatform.com)
1 [exo-vn] [exo-employees] CF Sprint #53 retrospecitve
@ [exo-wn] Mr Pham Tuan takes new role
8
1
1
2

Anatoliy Bazko
Dieu Thi Phuong Nguyen

-

&

[exo-wn] Mr Vu Cong Thanh is challenged at SC Team Leader Dieu Thi Phuong Nguyen
[JIRA] (DOC-998) Review DOC-963 - document the installation of ¢ hoa vu (JIRA)

[exo-wn] Fwd: Technical workshop:JCR usage and best practice at m Long Viet NGUYEN
[exo-plf] platform-trunk-pkg - Build # 790 - Failure 11!

cidexoplatiorm.com

Subject: [exo-vn] Mr Pham Tuan takes new role Reaﬂlnﬁ pane

Philippe Aristote (Google Docs)

Monday
Monday
Monday
Monday
Monday
Monday
Monday
Monday
Saturday, 26

4.78 KB

10.25 KB

3.80 KB

5.24 KB

4.89 KB

4.99 KB

6.99 KB E
8.64 KB

44.91 KB -

Dieu Thi Phuong Nguyen < dieuntp@exoplatiorm.com > Dear allWe would like to inform you that Mr Pham Tuan will be challenged at role of MB Tea ..

Monday

Nghi Van Nguyen < nghinv@exoplatform.com > T Tuan Pham

Congrats! :D

On Mon, Nov 28, 2011 at 10:14 AM, Dieu Thi Phuong Noguyen <dieuntp@exoplatform.com> wrote:
Dear al

v Show

Details Monday

# Reply to Al
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6.3.4. 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.

Re: [exo-qa-vn] Re: [exo-plf] Re: [exo-ga] TC PLF-3.5CRO1 Status Hanh Thi Thu Ly Monday 20.63 KB
[ [exo-plf] [eXo Platform 3.0] New activity in calendar [eXo Forums] simone pesaventoDeisiis pane ~ Monday 4.89 KB

Re: [exo-ga-wn] Re: [exo-ga] TC EPPSP5.2 Status Chau Nam Tran Monday 19.11 KB -
Subject: Re: [ ] HavTT's ¥ letter

Tung Thanh Do < tungdt@exoplatform.com > To: Ha Thi Thu Vu

Happy birthday to Ha!
Best wishes for you !

On Mon, Nov 28, 2011 at 3:09 PM, Ha Thi Thu Vu <havit@exopltform.com> wrote:
Dear al,

Thank you very much,
Kind regards,
HaVTT

H.lﬂgdf @EXDQJE?TW.CGF."I
€ www exoplatfonm ong

# Reply (& Reply to All % Forward

Today is my birthday. | would ke to say thank you very much for all your kindness & best wishes to me.
Thought & cute birthday cake & some of little orange gateaux. Please come to tea-break room at 7th floor, enjoy cakes, share the gladng

Click to expand ——#g +

~ Show Details Monday (& genly tn Al x

"¢ Reply to Sender

% Forward

W% Filter messages from this sender
& Print

© Delete

# Tag

= Move to Folder

L]

Add to Contacts

il

Export (*.eml)

View All Headers

L

When you read an email, you can:

« Download an attached file

¢ View all headers of a message

« Mark a message as read [339], or unread [339]
« Star a message [339]

» Report a message as spam

« Delete a message

6.3.4.1. 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.

Attachments:

& [James] JamesDavis - Content Author.jpg

Size: 44.81 KB ©, View 4 Download 4 Save to server

& Notes for PLF 3.5 User Guide.wiki
Size: 2.87 KB 4 Download 4 Save to server
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Click ¥ Pewnlead g download an attachment to your local system. If the uploaded file is image, you

can also click * View to preview the image without downloading.
6.3.4.1.1. 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 x

Save file to the server: DavidKlein Brading Designer.jpg

Select Drive Personal Drives -

f—flj’Personal Documents /Private |q._ Selected location | &)

I8 Documents
=N Videos

2l Music

m

I0=0 Pictures
520 Searches
I3 Favorites
I Folksonomy

LY Bookmarks -
Save Cancel
3. Change name of the downloaded file in the Save file to the server field if needed.

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

5]

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.
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6.3.4.2. View all headers of a message

By default, the header's information shows email addresses of the sender and recipients and the
mail subject. If you want to view full headers of a message, 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.

6.3.4.3. 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.
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.

6.3.4.4. Star/Unstar a message

Star a message
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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.

6.3.4.5. 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;

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
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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.

I QM @ T & (& [ Moreacions ~ [ view as ~  [5] Filter ~ Threads 1 te 20 1/16 % %

1 Doc Team Giang Thi Tra Tran Fnday, 11 ¥ 60.58 KB

JahnSmeh_cio [*]&s 1 Fwd: [exo-plf] Re: [exo-ga] TC PLF-3.5beta3 Status Giang Thi Tra Tran Friday, 11 12.76 KB
T S Folders — 1 [Crucible] 1 comment added: (CR-ECMS-B7) Review deprecated portlet - Philippe Aristote Friday, 11 7.53 KB
_ | Inbox (289) 1 [Crucible] 1 comment added: (CR-CS-151) Review deprecated portl Philippe Aristote Friday, 11 7.54 KB

¢ Drafts i 1 [Crucible] 1 comment added: (CR-ECMS-86) Review deprecated por Philippe Aristote Friday, 11 7.52 KB

= sent 7 1 [Crucible] 4 comments added: {CR-CS-149) Review Deprecated por P : Aristote Friday, 11 10.90 KB
1 Irrushlal Chaka rhanaad b Bauics: (CB SOME 07 Do danrarabard o Mamna asalar Erirtau 11 f=avm

[Crucible] 1
comment

Philippe =
1 Review Friday, 11 7.53 KB
5 *
deprecated S
portlet for
content user
. guide
@& Doc Team
£ Forward
Pergonal ohilippe
1 rl"! ',“',, Friday, 11 10.90 KB
| Review Aristote
TD translation

adn [Google Mail]

eXo

6.3.4.6. Report a message as spam
The first way

Simply tick the checkbox corresponding to the message you want to report as spam, then click

~& 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.

* All messages marked as spam will be 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.

6.3.4.7. Delete a message

Delete a message temporarily
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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 W' on the action
bar.

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 [341] 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 4/ 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 malils list pane.

2. Tick the checkbox corresponding to the message you want to undelete.

3. Drag and drop the message into another folder.
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The second way

Open the Trash folder, then use the Move function to remove the message from the Trash folder.

6.3.5. Compose a new message

1. Click # =" | on the Toolbar to open the Compose New Message form.

Compose New Message ®
& Send | B Save in Drafts | (§) Discard | @ Attacha LocalFle | [ | priority~ | | o/ Editor~ | % Options~
From : | sirme <sir. me87 @gmail.com=> v

e |exo-vni@amail.com

cc|BcC
Subject : | Introduction of eXo

t& = [§ Fomat ~ | Fort ~ Size -

B 7 U Tg-os=i= =

Dear customers,

Beginning as an Open Source projectin the year 2002, eXo is well-known as the industry’s first Java portlet container. With the aim of dominating the
potential portal market through robust and easy-to-use applications, eXo Project succeeded in attracting consumers in the whole world. eXo actually
opened the floodgates to various options in many markets, and customers have been choosing eXo as the best method for their success.

The eXo Platform™ software is a powerful Open Source corporate portal and content management system. Users of the platform have a customized

2. Specify the sender's email address from the From field.

Lt Send | [ Save in Drafts | (§) Discard | @Aﬂachalocalﬁle | [ priority~ | | Editor~ | & Options -

From : |jnhn <ng.huutuananh87@gmail .com= v |

Ehn <ng.huutuananh87®@gmail .com= ’r
To:

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 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.
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4. Enter a few words into the Subject box to give the general topic to recipients.

5. Enter your message in the text-input field. You can use this toolbar to format the message text.

B 7 U Ty~ s i= = = = = = = k3 [|§ Format Normal |~ | Font ~ | Size -

Click 7=~ 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 15 to send your message. Click & % 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.

From : John <ng.huutuananh87@gmail.com:> v

To: Fernando Felippe<fernando-felippe@gmail com=, Mathew Pette<mathew-pette@exoplatiorm.com=,

CC|BCC

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 : ¥ ¥
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.coms

k CC | BCC
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The Contacts window listing all of your contacts will appear.

Contacts

Search: . Send To All: [[] Address Book: My Cortacts

Name

John Smith

]

]

[ mary williams
[[] Christina Kelly
o

David Klein

Add

Email
john.smith@acme.exoplatform.com
MaryWilliams@gmail.com
Christina@exoplatform.com

David@exoplatform.com

Totafpages: 1 |« |« | 1| * || »

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:

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 b 4
Search: . send To all: [] Address Book : | My Contacts El
All Contacts
- Personal Address Books
[] Hame Email Contacts
Collected Addresses
[ Kevin Dent

[[] Fermando Felippe

[ David Klein

iii. Click -~ to perform your search.

KevinDent@e public Address Books
executive-board
FermandoFelip  administrators
users
Davidklein@exoplatform.com

» 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

 Attach a file to a message
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Change the message signature
e Save a message as draft
e Set a priority level

« Change message preferences
6.3.5.1. Attach afile to a message
1. Click @am=hawecaivie in the Compose New Message form to open the Attach Files window.

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 More]

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
I“.r|

next to the attached file to remove it from your message.
6.3.5.1.1. 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 in the Compose New Message form, then select
Attach a Server File from the drop-down menu.

346



Compose a new message

Attach server file x

Select Drive General Drives -

o : . IO .
" [collaboration fexo:services /NewsletterlnitializationService Al
/NewsletterInitializationServiceLog

m|  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

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.

6.3.5.2. Save a message as draft

If you are not ready to send your composed message, click === | {g save it as draft. Your
draft message will be in the Drafts folder for you to send whenever you like.

6.3.5.3. 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 recipients 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
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1.Click ““"%" in the Compose New Message form.

2. Select your preferred priority from the drop-down menu.

Low: The exclamation icon corresponding to the mail is marked in grey in the

d

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.

6.3.5.4. 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.

6.3.5.5. 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 “*°%%"" in the Compose 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 recipient in the Change
Mail settings section.

6.3.6. 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 “* 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
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Click the message that you want to reply to display its content, then select =¥ at the upper right
corner of the message content.

2. Compose the content in the Compose New Message window.

3. Click 5= to send your reply.

Reply to all recipients 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 iy Send
to send your reply.

6.3.7. Forward a message

This function allows you to resend a message, which has been delivered to your email address,
to another email addresses.

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 &/ on
the action bar.

d (@ i = =) & More Actions ~ 5] View as [ Filter ~ Messages 1to 20 1/15 = s
S( Forward Sender Date & Time - & Size
Test Viet Tien Nguyen 10:26 AM 1.75 KB
[exo-plf] Re: [exo-support] Some help needed on 2 Platform issues Philippe Aristote 08:35 AM 14.93 KB =
[exo-wn] [exo-employees] [General guestions] Making eXo Platform Saulius Diksa 07:57 AM 4.94 KB
[exo-wvn] [exo-employees] [General questions] Intranet / Spaces [ ! S&ren Schmidt Monday 5.65 KB
i [exo-plf] Re: [exo-support] Some help needed on 2 Platform issues Nicolas Filotto Monday 13.85 KB

[JIRA] (DOC-1060) Update all screenshots for Collaboration of PLF Tran Tra Giang (JIRA) Monday 8.54 KB
Re: [exp-ga-vn] Re: [exo-plf] Re: [exo-qa] TC PLF-3.5CRO1 Status Hanh Thi Thu Ly Monday 20.63 KB
[exo-pif] [eXo Platform 3.0] New activity in calendar [eXo Forums] simone pesavento Monday 4.89 KB .

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 5=  to forward the message.
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Note

Before forwarding a message, you can edit it to your desires that is similar to

6.3.8. 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 [=| 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.

6.3.9. 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.

Export Message x

File Name [zxo Platform 3.0] Taxonomy System [eXo Forum =

Export Format “eml -

Export Cancel
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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 message.

6.3.10. 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 and select Export from the drop-down menu.

The Import Message form will appear.

Import Message x
Select a file (.eml).
Import to Folder  Inbox -
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 Browse... to get one .eml file from the computer.
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 importing your selected file.

Note

By default, your imported file must be in the *.eml format.

6.3.11. Categorize messages by folders/tags/filters

6.3.11.1. 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.
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> £ Folders [l
Inbox (112)
& Drafts
ss| Sent
Ly Spam

& Trash

* Personal Folders

3

[ Adver

L DoC
L& Doc Team
| ECMS Team
Details:
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.

6.3.11.1.1. Create a new folder

1. Click |~ 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.

6.3.11.1.2. Manage Personal Folders

Right-click any folder under the Personal Folders pane to show the drop-down menu.
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3

~ Personal Folders

Ac-=-

o 2 New Subfolder
1

& DI &= Rename

oo E & Remove

Gl

= 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.

6.3.11.1.2.1. 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.
6.3.11.1.2.2. Rename a folder

1. Select Rename from the drop-down menu.

2. Enter a new name in the New Folder Name field of the Remove Folder form.
3. Click Save to finish your removal.

6.3.11.1.2.3. Remove a folder

1. Select Remove from the drop-down menu.

2. Click OK in the confirmation message to accept your deletion.
6.3.11.1.2.4. 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.
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6.3.11.2. 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.

6.3.11.2.1. 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.

Tag x

MName |Sodal Network *

Description  Updates from sodal network]

Save Cancel

Details:

Field Description

Name The new tag name.

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.

6.3.11.2.2. Assign a tag 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.
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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 [[] == 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.
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

6.3.11.2.3. 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.
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Tag x

Name |Socal Network *

Description Updates from sodial network|

Save Cancel

2. Make changes on the tag, then click Save to save your changes.
6.3.11.2.4. 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.
6.3.11.2.5. Empty atag

By using this function, you can remove one tag from all messages.

1. Right-click the tag in the Tags pane.

2. Select Empty from the drop-down menu.

6.3.11.2.6. Change the tag color

Right-click the tag in the Tags pane, then select your desired color from the 32-color palette.

v &) Tags =
W Important
. dmpartant, -
& Remove
[ Empty

6.3.11.3. 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.
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.| Filter -

[ Unread

Starred
@ With Attachments
= Wiew All V

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.

View All: Show all types of messages.
6.3.11.3.1. 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. Click = fiters on the Toolbar to open the Message Filter form.

Message Filter b 4

Filter jrit T T Filter

Click here to add a new filter.

Protect your Inbox from email annoyances.

Create fitters to automatically shield your inbox
from rogue messages and senders.

Organize your messages automatically.
Create fitters to automatically tag or move
messages into folders as they come.

Close
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2. Click ™ or the "Click here to add a new filter" link to create a new filter.

The Add/Edit Message Filter will appear.

Add/Edit Message Filter x

Filter Name: |activities *

If all of the flowing rules are true ...

From: | Contains El noreply @facebookmail. con
To! | Contains Davidklein@gmail. com
Subject: | Contains [+]
Body: | Contains [+] Facebook
Then ...
Move the message to the folder: | Inbox [=]
Apply Tag: | Sodial Metwork [=]
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 recipient.
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 Assign the tag to messages matching the filter
rules.
Execute now 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

By this way, you could create a filter which is based on existing conditions of one existing message
without defining the filter rules.
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1. Right-click a message containing the criteria you want to include in your new filter.

=] Print

4 Reply

% Reply to all
/ Forward

| ™ 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 b 4

Filcer Name: | Activities

If all of the flowing rules are true ...

From: | Contains noreply @facebookmail.cor
To: | Contains [+] |Davidklein@amail.com
Subject: | Contains [=]
Body: | Contains Facebook

Then ...

Move the message to the folder: | Inbox [=]
Apply Tag: | Sodal Network [=]
Execute now

Save Cancel

2. Modify the rule if necessary, then click Save to finish.

The created filter will be displayed in the list. All messages matching the defined filter rules will
be affected.

6.3.11.3.2. Edit a filter

1. Click =* Fiters 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 .

3. Click # on the filter bar to open the Add/Edit Message Filter form.

4. Change the filter conditions to your desires.
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5. Click Save to complete your changes.

6.3.11.3.3. Delete a filter

=

1. Click =* Fites on the Toolbar to open the Message Filter form.
2. Click the filter you want to delete, then select on the filter bar.

3. Click OK in the confirmation message to accept your deletion.
6.3.12. Search for messages
The Mail application supports two search modes: Quick search or Advanced search.

6.3.12.1. 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.

I T onexus y H

2. Click . All messages containing the search term will be listed in the search results.

(] Subject Sender Date & Timew & Size !

(] [Inbox] Nexus: Staging Completed. MNexus Repository Mz Wednesday 48.72 KB

(] [Inbox] Nexus: Staging Repository Dropped. MNexus Repository Mz Thursday 6.00 KB

(| [Inbox] Nexus: Staging Completed. MNexus Repository Mz Thursday 6.68 KB

(] [Inbox] Nexus: Staging Completed. Nexus Repository Mz Wednesday 79.58 KB

(] [Inbox] Nexus: Promaotion Completed. Nexus Repository Mz Wednesday 71.49 KB
Note

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.

6.3.12.2. Advanced search

The Advanced Search allows you to specify criteria to narrow your search results.

1. Click M in the left pane to open the Advanced Search form.
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2. Define the search conditions to your details, including:

Advanced Search x
Search in Folder : | — Important [=]
From : | contains El
To : | contains [=] Adam82@exoplatform.com
Subject : | contains [=] Commit Successfully
Message : | contains E|
Received After: Received Before:
Has Star Priority: | Mormal [=]

[C] Has Attachment

Search Cancel

» Search in Folder: The folder in which you want to search in the.

« From: The condition corresponding to the sender's hame 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 recipient'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.
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 Priority: The priority of the search messages.

3. Click the Search button to perform your search.
6.3.13. 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 “@ neweert 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

Location

From

To

Al Day

Priority

Repeat
Calendar

Event Category
Attachments

3. Select the Reminders tab to create the event reminder via an email. This step is optional.

Anual rock party at Halo Exhibition

12 A 3 Halo Exhibition
09/07/2011 18:00
09/07/2011
o]

Mone

23:45

Mo Repeat
Default
Music event

map.JPG-(5.76 MB) [
+

Save Cancel

[ [ [ ]
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Add Event x

Event Detail Reminders

Remind by Ermail
When the event starts in next [sminutes ||

Repeat [NoRepeat [+] BVENY [sminutes  [w]
Send reminders t0 David Klein

Save Cancel

4. Click Save to finish adding your event.

6.3.14. Manage Address Book in Mail

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.

6.3.14.1. Add a new address book

1. Click| B === 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.

Add Address Book x

Name poc Team

Description Contacts of DOC Team

Add Cancel

Details:
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.
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6.3.14.2. 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 | b er== then select @ #¢ on the Contacts form.
The second way

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.

Contact x
Address Book [y contacts El X
FirstName g oc 4 Picture:
Last Name Frey #
Nick Name o *
N
Gender @ \J
2 male _ female
sichday [; [5]-(5 [] (168 3]
Job Title Developer Change | Delete

Email | ErancisFrey @gmail.com

FrancisFrey@acme. exoplatform.com -+

Save Cancel

2. Enter information for your contact. For more details, see the Create a new contact section.

3. Click Save to finish adding your contact.
6.3.14.3. Edit contact details
The function is used to edit a contact in a specific group.

1. Open the Contacts form by clicking ' kI == on the Toolbar.

2. Select the contact whom you want to edit in the left pane.

3. Click =2 =,
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4. Change the contact details, then click Save to finish.
6.3.14.4. 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 | I <===on the Toolbar.

2. Select the contact whom you want to delete in the Address Book form.

3. Select ™ ™ then click OK in the confirmation message to accept your deletion.

Note

You cannot delete your own contact from your address book.

6.3.15. Change Mail settings

The function allows you to change the behavior and the layout of Mail to your needs.

1. Click “%**= 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.

Settings x
General Return Receipts Layout Delegation

Select a Default Account  bookwomgiang @amail com <bookwomgiang

Number of conversations per page 20 -
Automatically check messages every 5 minutes -
Compose message with  Rich Text -

Reply to message with  Original message text quoted -

Forward message with  Original message text quoted -

Save sent messages in the 'Sent’ folder

Save Cancel

Details:
Description

Select a Default Account Set the default account if you use multiple
accounts.
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Field Description

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 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.

Forward message with Select the message type to reply, including

- 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 x

General Return Receipts Layout Delegation

@ Ask me when someaone requests a return receipt
7' Never send a return receipt
) Always send a return receipt

Save Cancel

Details:
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Field Description

Ask me when someone requests a return
receipt

Never send 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.

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.

Settings

General Return Receipts Layout Delegation

) Wertical

© Flip

1

Save Cancel

@ Horizontal

iv. In the Delegation tab, delegate your account to any registered user in the system as follows:
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Settings x
General Return Receipts Layout Delegation
This account will delegated to
John_Smith - |
Accounts table
with privileges: [T Fun 4
P ges: Fu . 4
Account{email) Delegate to Full Actions
bookwormgiang@gmail.c demo ] @
bookwormgiang@agmail.c james @l &
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

A

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
accounts by unticking or ticking the relevant checkbox respectively in the Full column of the
Accounts table.

3. Click Save to accept the changes.

6.4. 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.
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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, the
Chatbar holds shortcuts to your Calendar, Contact, Mail.

Chat portlet

w' Add Room Join Room Add Contact

Y W
w john ~
' Jack Miller

Root Root
Mary Williams

Chatbar

1_-— Mail, Address Book, Calendar Chat actions —-blEl

To use the Chat feature, you first need to add the Chat portlet or the Chatbar to a specific site
or page as follows:

1. Drag and drop the application called Chat Portlet or ChatBar Portlet from the Edit Inline
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.

- Edit Inline Composer = B3

Page Description Collaboration

Collaboration

Calendar Portlet
Calendar Portlet

m

Chat Portlet
§ Chat Portlet

q%p =aa| ChatBar Portlet
\— ChatBar Portlet

2. Edit the Chatbar portlet by hovering your cursor over it, then clicking &

¥ @ ChatBar Portlet /* €3
rnatdar FOrtet ‘h
Edit Portlet
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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.

Edit Mode Window Settings Select Icon Decoration Themes Access Permission

Display Name: ChatBar Portlet
Window Title:

Width:

Height:

n

Show Info Bar:
Untick these checkboxes

Show Portlet Mode: (Recommended)

Show Window State:
Description: ChatBar Portiet

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 X 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.

6.4.1. Add contacts to your friend list

You can search for contacts in your Address Book and add them to your friend list.

1. Click & on the Chatbar, then click & *#=== from the pop-up menu.

Mary Williams
Fernando Felipe

Mary Rose

oy ~dd Contact

FYCT

The Add Contact form will appear.
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Add Contact b 4

Search: | |\ — Search for contact
D First Name Last Name Username

Fernando Felipe FernandoFelipe

Mary Rose MaryRose
] Jack Miller demo
D James Davis james
[ John Smith john

Mary William s mary

Refresh 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.
6.4.1.1. Remove a contact
This action is to remove a contact from your friend list.

1. Click @ on the Chatbar to show your friend list.

2. Right-click the contact that you want to remove, then select Remove from the drop-down menu.

& John Smith
Jack Miller

Mary Rose

L send Message

m

£ Remove

- Add Contact
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2. Click OK in the confirmation message to accept your removal.

6.4.2. Chat with a contact

6.4.2.1. 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 @ on the Chatbar to show your friend list, then right-click your desired contact and select
Send Message from the drop-down menu.

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 (D Chat History =

Message textbox

|

Hello, T 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 (“) on the Chatbar.
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g o=

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.

Conversation

James Davis Mary Williams Jack Miller x

% Export History 7 SendFile (8 Chat History ~

17/11/2011 14:13:46

6.4.2.2. Set your status

When you 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
s s

Change your status

1. Click the account icon on the Chatbar.
|
& Online
Away
.a Busy
@Y Available

Offline

g =
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2. Select your desired status from the drop-down list.

Details:

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.

6.4.2.3. 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 ¢ sendFile 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.

6.4.2.4. 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 & expertristory 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.
6.4.2.5. 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 x
L+ Export History &/ SendFile (8 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.

6.4.3. 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
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
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1. Click 2 on the Chatbar, then click  “***°" from the pop-up menu.

m

5 Join Room

Add Room

-

The New Room form will appear.

New Room x

Name: PLFTeam =

oK 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 x

General
Name: |plfizfedteam

Persistent Room: [

Presence Broadcast: |Moderator »
Participant
Visitor -

Who is: ﬁ

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
conversation of this room, although users of
other groups do not know their presence.

Who is
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Field Description

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 x

Show General

Security
Public Room:
Members Only: [7]
Allow Invitations:
Reserved Nickname: [

Password Protected [
Room:

Moderated Room: [

Room Admins: |John Smith -

Room Owners:  [TTISTT I - |

e

0K Cancel

Details:

Field Description

Public Room 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.

378



Create a chat room

Field Description

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.

6.4.3.1. Add people to aroom

This function is to add people to a chat room where you already participated.

1. Click “#2dd 41 the chat room conversation window.

The Add Contact form will appear:
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Add Contact b 4
Search: ||
D First Name Last Name Username
[ Fernando Felipe FernandoFelipe
D Mary Rose MaryRose
] Jack Miller demo
John smith john
L] Mary William = mary
] Dawid Klein root
Refresh Add Contact 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.
6.4.3.2. Join achat 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. Click ¥ on the Chatbar, then select © == from the drop-down menu.

The Join Room form will appear.

Join Room x
Name Room Description
docteam docteam
plfteam The room PLF members
docteaml docteaml
plfdocteam plfdocteam
plfteam-spri... plfteam-sprintmeeting
Refresh Join Room Cancel

2. Select a room in the list by checking the appropriate radio button.
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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.

6.4.3.3. Leave a chat room

Click “#'=2v= on the room conversation window.

exofc x

TgpAdd | “geleave | #E Options (5 Chat History =

Your conversation window of this room will be closed and you will not receive messages from the
chat room any more.

6.4.3.4. 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.

1. Click ™= °""" 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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Chapter 7.

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.

7.1. 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. You can refer to the table that
summarizes all the actions that different user roles can perform in each application.

7.2. 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:

™ My Sites My Spaces Dashboard Desktop Edit
| Gain »
eXo evolut . Home
‘ EXo Evolution » Dashbaard
Welcome to &Xo Find Spaces Discussions
Documents Bl o
This space has no descriptive summary. Wiki Add: @ Link Fil
Mermbers
Administrators : n
Agenda
member(s) : 1 eXo e

Space Settings eXo evolution
Contact n '
Welcome to exo_ewolution space. This

generated automatically, Switch to editm Ml
Chat
Forum

Answers

Or hover your cursor over My Spaces, then click [Space name] and click the application name
on the Space navigation.
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Home Agenda Answers Chat Contact Dashboard Discussions Documents Forum Mail Members Wiki

iething...

Link = [§ File

Note

In case you do not see the Forum, Answers or Wiki applications, it means
that they are not activated or not added to the current page or space. 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 page. This can be done when
, or . You
can also configure the Answers portlet as in the section.

7.3. Build a wiki

7.3.1. Overview

This section provides you a guide to use all Wiki features and configure the Wiki application 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 as below:

Spaces/Exo_evolution » Wiki Home 1 2  Browse - Search 3
= 5] Wiki Home (4 Wiki Home 5 # Edit  AgdPage * More ~
® |=] About
< Walcome to Wik Home of /spaces/exoevalution group. ]
» See Sandbox space for an example wiki with sample content
7 Added by /spacas/exo_savolution at Nov 24,2011 5:50 PM - Last modified by john at Mowv 24, 2011 550 PM
0 Atachment(s) - 1 Revisions
Details:
Item Description
1 The Breadcrumb which shows the page
hierarchy.
2 The Wiki administration area which allows
administrators only to configure the space
settings.
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Item Description

3 The Search box.
a The pages tree view.
5 The Page Control area which helps users take

actions with the current page.

8 The page content.

7 The page information. You can click View
Change to see changes in latest versions,
click Attachment(s) and Revisions links to
open the Attachments details pane and
the Revisions pane respectively. These two
panes can be collapsed by clicking the relevant
links again.

7.3.1.1. The page hierarchy in Wiki

Wiki content is organized as a page tree 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. You can have wikis for portals,
wikis for groups or users.

7.3.1.2. Wiki Spaces

A space is a set of pages, so the space partitioning means they are independent trees. This
separation is to enable Wiki to provide knowledge spaces for different groups.

There are 3 space types:

» Portal wiki: wiki for the current portal site.

* 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.
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7.3.2. Work with Wiki pages

Pages are places where information in Wiki is stored and shared. Pages are stored within a
spaces. Actions that a user can perform on a specific wiki page depends on permissions assigned
by the administrator. See the Page Permissions for detailed permissions.

In a page, you can:

« Create a page with 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.

7.3.2.1. 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.

2. Click Add Page and select Blank Page or click From Template... to add a page with a template.

# Edit AddPage ~ More ~
B Blank Page

B From Template...

If you select From Template..., a list of available templates will appear.

Select Template b 4
Search

Template Title Description Action

Two-Column Layout Global Select Preview
Three-Column Layout Global Select Preview
Status Meeting Global Select Preview
HOW-TO Guide Global Select Preview
Leave Planning Global Select Preview
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You can:

i. Click Preview corresponding to the template you want to see. The template preview appears.

Preview [

Two-Column Layout

]

+ Yot can change the width of ach column by pacing ol mouse cursor s the column macro and cicking on inser?Ecit Mscro in icon in the toolar
Replace This Text Replace This Text Too
Lorem Igsum 15 simpiy dummy 1ec N prising 3nd bypSSEBng InaUSTTy, LOrEm I9SUM has DEen e Ingustrys ‘Cantrary o popalar baler, Loram [psum I ot simply angom text. 1Nas foals in 3 pacs of
Standard cumrmy ext ever Since The 5005, when an unkncwn prnter taok a Galey of pe and Scrambiedl Lo make || Fom 45 BO, making i over 2000 years okt Rchard MeClnlock, a Latin protes so al Hamp
atype 5o has 5 n Wirgs d up one of word: rem bg:
sssanio 900 llwas o5 of e s
passages, and mare recenty wih deskop publishing sofware like Aldus Pagsakerinciuc 110:32 and 1.10.33 o ‘de Fious Bonorum st Makorum (The Ext
Ipum 456C

ii. Click Select corresponding to the template you want to select for your new page. The selected
template appears.

Twe-Column Layout Save Canesl
B RichTed | @ Preview () Help

{tip:ttle=Haw ta use this template} CONFLUENCE 1.0 o
* This page has twa columns each of an equal width
* You can change the width of each column by placing you mouse cursor inside the column macro and clicking en _Insert/Edit Macro_ in fcon in the toolbar Help Tips
i
{ealumn:wicth=50%} “bol
{panel}

h1. Replacs This Text

Larem Ipsum is simply durmmy text of the printing and typesetting industry. Lorem psum has been the industry's standard dummy text ever since the 1500s, when an
unknowm pritter took a galley of type and scrambled it to make a type specmen book. It has survived not only five centuries, but also the leap into electronic typesatting,

remaining essentally unchanged. It was papularised in the 1960 with the release of Letrasat sheets containing Lorem Ipsum possages, ond more recently with desttop |~ .
publishing software ke Aldus PageMaker induding versions of Lorem Ipsum. =
{panel} under
{calumn}

Headings
{ealumn:width=50%} Large heads
{panel} n.

3. Enter the title for your page. The page title must be unique.

4. Enter the content of your page by using Wiki Markup orthe WYSIWYG 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]] eXo User Guide
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What you type What you get

Confluence 1.0 [eXo User Guide] £xo User Guide

2. Click Save to save the page containing the link. The undefined link is colored in red with the
underline.

3. Click this link will open the Add Page form.

4. Follow the steps stated above to enter the page title, content and save the page.
7.3.2.2. Edit a page

You can edit a page at any time if you have the edit permission on that page.

Edit a whole page content

To edit a whole page content, click Edit in the Page Control area. Your page will be switched
to the Edit mode.

} eXo Platform new features Browse - Search

eXo Platform new features Aaa Page ~ More ~

Now, you can rename the page and edit the page content. In view mode, hover your cursor over
the page title and double click to edit page title. The toolbar in the edit mode will be changed to
activate the following actions.

%

2 =Xo evolution Home  Mfgenda  Answers  Discussions  Documents  FAQ  Membars | Wik
G S E: _evalution » Wiki Horme » ut v @Xo Plafform new features » Edit Pa ge Browse -
eXo Platform new features Save Manar Edit Cance
1 2 3

B Rich Tt @ Proview & Help
CONFLUENCE 1.0 o

Help Tips
Text formatting

-strile-

Syntax e 1] @
Headings
Copgen hi.
soamant =
s I - Large heading
Save Minor Edit | Cancel h3.
Medium heading 4
Details:

Description

1 Switch to the Rich Text (WYSIWYG) editor.

Display the preview mode of the currently
edited content. Previewing a page helps you

389



Chapter 7. Organize Your Know...

Item Description

verify the result of rendering the markup you
just entered without saving.

3 Open the Wiki syntax help pane.

4 Show more syntax help.

5 Input the edit reason if necessary.

8 Save the current page and go back to the view

mode. Changes will be sent to watchers via
mail notification.

7 Save the current page without sending
notification to the watcher.

B Discard the current changes and go back to the
view mode.
8 The Syntax drop-down list. You can select

your preferred syntax here.

Edit a page section

To edit only a section in the whole page content, hover the mouse over the title of the section

you want to edit and click .

New Content Management features in eXo Platform 3.5 O

eXo Platform provides a set of senices 1o extend portal-based applications with Enterprise Content Management (ECM) capabiities Dof Edit section: New Content Management features in eXo
it easy to catalog and organize enterprise content, while Warkflows allow you to automate and manage your human-to-computer interacl Fi2iom 3.3
websites with powerful web content management (WCM) senvices

For the forthcoming eXo Platform 3.5 release, we focused mainly on User Experiance improvements that make it faster and mare efficient ta work with content. To this end, we've
added more than 100 new features — I'll focus on a few that | consider most important in this post

We've added more than 100 new features in this new release but | will focus on just a few of these in this post

3

Selected section is highlighted
New Features for a Better User Experience

Inline editing
The selected section will be switched to the Edit mode.
Tip

In the View mode, you can quickly edit the page title by double-clicking it and press
Enter when finish.

7.3.2.3. Move a page to another location

1. Select a page that you want to move.

2. Click More in the Page Control area, then select Move Page from the drop-down menu.
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# Edit AddPage ~ More =
& Page Permissions
Watch

+1+ Move Page

£ Delete P Move Page

i Page Info

The form to select the destination page appears.

Move Page

You are about to move the page: Platform 3.5

Destination

2 [E] wiki Home
2 [E] About

D eXo Platform new features

[£ Piatform 2.5

Current Location Group : fSpaces/Exo_evolution » Wiki Home » About » Platform 3.5

Group : fSpaces/Exo_evolution » Wiki Home » About »

MNew Location
eXo Platform new features

Maove Cancel

3. Select the destination page.

4. Click Move.

Note

The Move page action is not displayed when you are at the Wiki Home. You can
only move pages inside a wiki space and not between spaces.

7.3.2.4. Delete a page

1. Open the page you want to delete and select More in the Page Control area.

391



Chapter 7. Organize Your Know...

# Edit AddPage ~ More ~
& Fage Permissions
«» Watch

+1+ Move Page

O Delete Page

i Page Info Delete Page

2. Click Delete Page from the drop-down menu.

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

Note

The Delete page action is not displayed when you are in the Wiki Home.

7.3.2.5. View page information

Viewing page information is accessible to users who have the View permission on that page. The
page information provides 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.

Summary Hierarchy
Title eXo Plafform new fealures Parent Page

Author john Mov 24, 2011 6:10 PM ¥ About

Last Changed by john Nov 24, 2011 6:10 PM
Recent Ch 5
Related Pages ecent Changes

—- . Time Editor
wiki Related Pages Actions

group Group : /Spaces/Exo_evolution » Wiki Home Remove CURRENT (v 1) john

+ About » Platform 3.5 View Page History

Add More Relations

7.3.2.5.1. Add arelated page

This feature allows you to add pages related to your page. This function can be done in the Page
Info view and is activated to users with the Edit permission.

1. Click Add More Relations in the Page Info view, then select the related pages in the Select
a page window.
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2. Click Select to add the selected page to the list of the Related Pages.

Selecta page »

= [E] wiki Home
= ] About
B2 |=] eXo Platform 3.5 current page
& |=] Introduction

| D Documentations

|=] Resources

u History

Cancel Select

The related pages of the opening page are displayed in the side pane as below.

= |=] wiki Home
B [=] sbout
= [£] eXo Flatform 3.5
E |Z] Introduction
u Documentations

|Z] resources

u History

Related Pages

|Z] Resources

7.3.2.5.2. 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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Page History
Compare Selected 1
2 Revision 3 Date 4 Author 5 Summary & Action 7
O CURRENT (v. 9) Mov 24, 2011 6:53 PM john
M V. 8 Mov 24, 2011 6:45 PM john Restore
[} w7 Mov 24, 2011 6:33 PM john Restore
O v. B Mov 24, 2011 6:33 PM john Restore
O V.5 MNov 24, 2011 6:22 PM john Restore
O V.4 Mov 24, 2011 6:19 PM demo Restore
O v. 3 Mov 24, 2011 6:18 PM john Restore
O V.2 MNov 24, 2011 6:17 PM mary Restore
O v. 1 Mov 24, 2011 6:10 PM john Restore
Details:
Area Function
1 Compare selected page versions.
2 Allow you to select two versions that you want
to compare.
3 Allow you to specify the version labels of the
page and link to view a specific version.
4 The date and time when the page is changed.
5 The authors who make changes of the page.
8 The reasons why the changes are made
(optional).
7 Restore a page to the selected version.

7.3.2.6. Watch a page

Watching a page allows you to receive a notification message about any changes 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

]+ Move Page

1 term of usat T Delete Page

§ Page Info

it it That's ST-For =Imne sars

Stop watching a page

1. Open the page which you watch.

2. Click More in the Page Control area, then select Stop Watching from the drop-down menu.

# Edit AddPage ¥ More ~
& Page Permissions
«» Stop Watching
1+ Move Page

T Delete Page

i Page Info

7.3.3. 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 [396].

Download an attachment [396].

7.3.3.1. View all attachments of a page

1. Open the page you want to view attachments.
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2. Click Attachment(s) link in the Page info area.

Added by john at Mov 24, 2011 6:10 PM - Last modified by john at Mov 24, 2011 6:53 PM (\View Change)
3 Attachment(s) - 9 Revisions

The Attachment pane of that page will appear:

Attachments
File Creator
Davidklein_Brading_Designer jpg John Smith
FemandoFelipe_-_Humar rce_Manager.jpg John Smith

John Smith

Click the file title to download

Delete an attachment

To delete an attachment, click @ corresponding to the attachment.

Download an attachment

To download an attachment, click the attachment name.
7.3.3.2. 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 open the Attachment pane of the page.

Attachments

File

Davidklein_Brading_Designer jpg

Delete the attachment
Last Update
Mov 24, 2011622 PM @
Nov 24, 2011 6:22 PM i

Mov 24, 2011 6:28 PM i}

1. Click the Upload New File in the attachment list pane. The upload window will appear.

2. Select afile from your local device and click Open. The file will be uploaded automatically then.

The second way

You can use this method when editing the page content by WYSIWYG editor (Rich Text editor).

1. Select a page to which you want to add an attachment.
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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 | Preview (&) Help

4. Click = "™ on the toolbar of the Rich Text editor, then select Attached File... from the
drop-down menu.

= Source Editor 42 Preview

== Link 8 Image & Table o Wacro

I
il
]
I
i
b
|
1
m
1

B ik Page... i iz = (9

Attached File...

New Features for a Better User Experienc
Inliin  Web Page...

Lasl  Email Address... |0, we released a new way to edit and publish co

eXo Platform 3.5 will offer an improved in-line editing experience. With this ne

The Link form is displayed as below.

& Link X

Select the image to insert

Current page All pages

nex 0.

@ 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. Now you can choose to upload a new file or select from existing files.

* Upload a new file:

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.
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« Select from existing files: Click the file, then click Select.

The form to edit the link parameters appears.

=3 Link b 4

Edit link parameters

Feature table
Tooltip
Type the tooltip of the created link, which appears when mouse is over the
lirk,

Feature table

[ Open In New Window

link opened in & new window or a new tab,

Previous | | Create Link

6. Provide the link label and tooltip.

7. Click Create Link to update the link.

7.3.3.3. Insert image

1. Click [ ™3se o the text editor, then click Insert Image...

== Link _/f Table i Macro
B 7 U &[5t image. C :

Sl
11
111
“nr

i
5

4

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.

7.3.4. Use the WYSIWYG Editor (Rich Text editor)

WYSIWYG stands for What You See Is What You Get. The WYSIWYG editor allows you to edit
an wiki pages directly in wiki markup language. This has the advantage of being faster than the
Rich Text Editor for some formatting tasks.

You can switch between the Source and WYSIWYG editors at any time by clicking

=/ Rich Text P 5) Hel & i . L
[Eraret o rroiew @ res or SR 0 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.
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=2 Link % Image j Table 5 Macro

B 7 U sty | X x| =

i= (== [ 9 o [[Penmals] |[Hewveres e Heow —a2a

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.

When using the WYSIWYG editor, examples of commonly used markup are
displayed in a lateral panel with a link to the page for more
details.

To learn more about the WYSIWYG editor, you can refer to this guide.

* WYSIWYG editor user guide [http://platform.xwiki.org/xwiki/bin/view/Features/WysiwygEditor]

7.3.5. 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 ek from the page toolbar. When being clicked, a lateral pane slides
beside the editing area will show all the information of the currently used syntax. The lateral pane

can be hidden by clicking & in the upper right corner or by clicking © Heb again.
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CONFLUENCE 1.0 [5¢]

Help Tips

Text formatting
*bold*

bold
_italic_

italic
-strike-
Strike
+under+

under

Headings
hl.

Large heading
h3.

Medium heading
hs.

Small heading

Lists
Bulleted point

Mumbered point

Tables

| Iheadl | |head2
| colkl | colk2
| colBl | colB2

Links
[titleganchor]

Link a page
[dev:title]

In'dev space
[http://host.com]

Remaote link
[phrasef@shortcut]

Shortcut
[alias|1link]

Custom link title

I ? re

Click here to go to the
Full Syntax Notation page

You can click M2 gt the bottom of short Help Tips form to open the Full Syntax Notation page.

You can insert icons, emoticons to emphasize the content. The usage is described in the Full
Syntax Notation page with example so you can easily remember and use them.

Example of Emoticons and icons:

Notation || :) || :( || P || D | ) [Gy) | ()| Q) [y (D)
Image @@@@c,éo-@ﬁ:!;

Notation | (+) (-} | (?) (on) (off) | (%) (1) ("g)|| ("B} | (*y)
Image © @ 9 ¢ ¥ || 3T ™| W || | T
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7.3.6. Work with Macros

By using macros, you can apply extra formatting, functionality and customization to your content.
You can easily add macro tags by using the Rich Text editor.

1. Switch to Rich Text editor.

2. Click Macros, then select Insert Macros... from the drop-down menu.

&3 Link % Image .j’ Table coh Macro

g

B F U sty X, ¥°

3 Insert Macro... O || Paintext [+ || Heivetca
New Features for a Better User Experienc = Rafrasgh

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 1 this new feature, you can e
(which is useful for more complex edits) means faster content updates-

The Insert Macros form appears.

13 Insert Macro x

Select a macro

{All Macros - |)3 Type to fiter

| »

Previously Inserted Macros

ca ng affes fink, user can go I its position
Content Macro E
Formatting categories
Mavigation

Draw 3 box around provided content.

Chilren

Display children and descendants of a specific page

mming languages

Color

Decorate text with color

Select

The macro is classified into different categories: Content, Formatting, Navigation.
3. Select a macro category.

4. Select your desired macro from the selected categories list, then click the Select or simply
double-click it. For example, if you select the Box macro, you will go to the Macro Parameters
form.
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i3 Insert Macro x

Macro: Box

*

Draw a box around provided content.

CssClass
A C55 class to add ro the box element

m

Image
The reference to the image to display in the message box

Title

The title which is to be displayed in the message box

Width

An optional width for the box, expressed in px or % -

Previous InsertMacro

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.

Code Highlight code  snippets of various
programming languages.

Error Message Display an error message note.

Float Allow a content to ‘float’ on the left or the right.

Info Message Display an info message.

No Format Keep the content displayed like you type.

Note Message Display a note message.
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Macro Function

Panel Embrace a block of text within a fully
customizable panel.

Table Inset a table.

Table cell Insert a table cell.

Table row Insert a table row.

Tip Message Display a tip message block.

Warning Message

Display a warning message block.

Related Pages

Table of Content

Section & Column

Anchor Create an anchor in a page.

Children Display the children and descendants of a
specific page in the current page.

Page Tree Display the hierarchy of a page in the current

page.
Render the related pages of the current page.
Generate a table of content for the current
page.

Using the Section and Column macros allows
you to write the content in columns.

7.3.7. 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).
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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.

7.3.7.1. View versions of a page

To view a specific version of a page, just click a version label in the Page History page. The
selected version of that page will be displayed.

You are wiewing an old wversion of this page. View the current version_

Compare with Current | Restore This Version | View Page History
1 2 3

Prev Version 2 MNext

At a version of the page, you can do the following actions:

Item Description

1 Compare the current version with the selected
one.
2 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.

7.3.7.2. 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
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Page History

Compare Selected

Revision Date Author Summary
Il CURRENT (v. 7) Nov 24, 2011 65:33 PM john
M v. B Nov 24, 2011 6:33 PM john
[ v.5 Naov 24, 2011 5:22 PM john
O v.4 MNov 24, 2011 6:19 PM demo
— _— Moy 94 9044 B8 B AR

A page which shows the changes between these two versions will be displayed.

Version 5 by john Version 6 by john Key
on Nov 24, 2011 6:22 PM Compared With on Nov 24, 2011 633 PM Fhisifewasfemeved:
= o This werd-was removed. This word was
=< Changes from4to 5 Changesfrom 6o 7 ==
added

This line was added.

Changes (1) View Page Hislor

“baidkleinBrading Besigneripatew*New Features for a Better User Experience®
*Inline editing®

Last 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 improvement in term
of produd reliability

eXo Platform 3.5 will offer an improved in-line editing experience. With this new feature, you can edit a specific individual content itern then submit it. That's all. For simple edits. bypassing the
redirection to the Content Editor (which is useful for more complex edits) means faster content updates

Inttp:iipaillereau.comlogiwp-contentiuploads/2011/10/iog1.pnght
Double-click on the text you wish o change, edit, save and you're done.

What would be the advantage of in-line editing if you still needed to go to the Content Editor to push your changes live? We therefore added a new aclion to allow content publication from the front-
end. I's fully dynamic and relies on the existing content publication workflew. Only users with publisher rights will see the publish buttan while making inine edits to content

thitp-ipaillereau com/bloghwp-contenthuploads/201110blog2 pngh

The changes between two versions will be marked with colors:

» Wordsl/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.

7.3.7.3. 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.

Torestore an older version, click Resiore corresponding to your desired version in the Page History
page.
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Note

Restoring an older version will create a copy of that version. For example, if the
[current version (v.2)] is restored to the [older version (v.1)], Wiki will create a new
version (v.3) containing contents of v.1. The version v.3 will become the current
version.

7.3.8. 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. URLs are in the following form:

http://hostname/$CONTAINER/$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/e Xo+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.

7.3.9. 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
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Search

¢ Advanced Search

7.3.9.1. Quick Search

1. Enter a key word in the search box.

Documents Members Wiki

Browse = wikil

|=] WikiHome

7

|=] WikiHome
|=] WikiHome

|=] Seach for ‘wiki'

2. Select your desired page from the drop-down menu. You will be redirected to the selected page.

Note

If you are standing in the portal wiki, quick search will search on all wiki spaces,
otherwise it will only search on the current wiki.

7.3.9.2. 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.

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 29, 2011 5:21 FM

If no results matched with the key words, the search screen informs "there is no search result...!"

2. Click = 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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7.3.10. 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.
7.3.10.1. Set up space settings

For each space, you can manage page templates and change the syntax.

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.

Group : [Spaces/Exo_svolution » Wiki Home » About » eXo Platform new features » Space Sefting Browse -
m owner View Pages Edit Pages Admin Pages Admin Space Action
Tempiate manager in Exo_svolution Izl Il = Il @
Syntax (managerispaces/eno_svolution) . L

* in Exo_evolution ] = O m] .j
[*Ispacesiexn_evolution) —~
any
En ) O ] O i ]
L ( add
Save
Now you can:

« Manage permissions on spaces and pages.
« Manage page templates.

« Set up wiki syntax.
7.3.10.2. 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.
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7.3.10.2.1. 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. Click Permission in the Space Settings page that appears.

Group : ISpacesiExo_evolution » Wiki Home » About » eXo Platform new leatures » Space Setting Browse -

Owner View Pages Edit Pages Admin Pages Admin Space Action
Template manager in Exo_evolution & 7 ) 7 o
Syntax (manager/spaces/exo_svolution) : 1l

* in Exo_evolution 2] = O m] .j
(“Ispacasiexo_evolulion) —~
any =] m] O m] i ]

(any)

Select User/Group/Membership to add

Save

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
pages of 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.

7.3.10.2.1.1. Add space permissions

In the Space Permissions form, you can add permissions for individual users, groups of users
or memberships.

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 column 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.
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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.

7.3.10.2.1.2. 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.

7.3.10.2.2. 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.

Browse = Search

# Edit  Add Page ~ More =

& Page Permissions
4> Watch

i Page Info

The Page Permissions form appears.

Page Permissions x
owner View Pages Edit Pages Action
o & =
E*iZ:SEZOC;ijSL?LZr\lO|thi0ﬂ) “ M
any = 0o

(any)

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.

410



Wiki Administration

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 .

7.3.10.2.3. 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.

In the Space Settings form, select the Template tab and the form to manage templates appears.

Fortal : intranet » Wiki Home » Space Seffing

Pemmission ! Search

I

Syntax Template Title Description Action
Two-Column Layout Global & B

Three-Column Layout Global < B

Status Meeling Global & &

HOW-TO Guide Global &

Leave Planning Global < @

3 a

Details:

Item Description

1 Search for a template.

2 Create a new template.
3 Edit a template.
4 Delete a template.

7.3.10.2.3.1. 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".

411



Chapter 7. Organize Your Know...

7.3.10.2.3.2. Create a new template

1. Click Add more... in the Spage Settings page and the sample template form appears.

Sample Template Title...

Description...

© 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.

6. Click Save Template at the Page Control area. A message will inform your successful template
creation.

7.3.10.2.3.3. Edit a template

1. Click the Edit icon corresponding to the template you want to edit.
2. Change the title, the description or the content as you want.

3. Click Save Template at the Page Control area.

7.3.10.2.3.4. Delete a template

1. Click " corresponding to the template you want to delete.
2. Click OK in the pop-up confirmation message.
7.3.10.2.4. Set up the wiki syntax

By setting up the Wiki syntax, you can select the default syntax and allow user to choose syntax
while writing a document or not.

1. Click Syntax in the Space Settings page.

Portal : Intranet » Wiki Home » Space Setting
Permission Default Syntax Confluence 1.0/ =
Template Allow users to select other syntaxes KWiki 1.0
y XWiki 20
Greole 10

Confluence 1.0 Save

MediaWiki 1.0
JSPWiki 1.0
TWiki 1.0
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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 syntaxes, such as XWiki
2.0, or Confluence 1.0.

7.4. 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 a regular user, you will have the User bar and Action bar with the basic actions.

& Settings Bockmarks |de=— User bar Frivate Messanes
@Xo evolution : This space has no descriptive summary
¥, Start Topic
Topic in forum eXo evolution Action bar ——| S Watch & Bookmark [J] RSS , Search this Forum =
Topic = + Rating -  Last Posts = Repliess  Views
@ " "
Sticky: Forum rules o Qbrmnutes ago o o
T ¥
#, Start Topic

» As amoderator, you will have the User bar and Action bar with a sub-set of certain capabilities.

Home » spaces + eXo Software Saarch . B | & permalink

& Settings Bookmarks Private Messages 5 Pending: (D)

eXo Software he Llﬁ\ bar

@ Start Topic

Topic in forum eXo Software The Action bar _I‘l Gs Watch 3 Bookmark [ RSS * More Actions - . Search this Forum= [ Moderation - |
Topic - & Rating - Last Posts v Replies -~ Views ~

This forum is empty.

» 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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B Users | 5 Administration =

@ Settings Forum Administrator bar Private Messages 1% Pending: (0}

Bookmarks I-Q—-

Industry News

(9. start Topic )
Topic in forum Industry News

Topic

Join the Code Fest changllege!

Forum Action bar

Ge Watch & Bookmark [ RSS J* More Actions - 3| Moderation -

- 4 Rating -

", Search this Forum -

Last Posts Repliess  Views [

16 minutes ago

0 by Jack Mille

0 2 [m]

To have an overall look of actions which users of each role can do in the Forum application, see
the following table:

Features

Description

Administrator Moderator Regular user Guest

View details of
Forum

View
categories,
forums and
many another
information.

Subscribe to
RSS feeds

Provide the
link to Forum
for easy
sharing.

Attach a file

Search

Upload

attachments
to a topic/
post, preview
and download
attachments.

Do the simple
and advanced
search.

Bookmark

Bookmark
category,
forum, topic.

Add a post

Post reply,
guote, private
post, quick
reply.

Edit a post

Edit post,
guote and
private post.

Delete a post

Delete  post
inside specific
topic.

Add a topic
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Features

Description

Administrator

Moderator Regular user Guest

Start a new
topic.
Edit a topic Edit topic in | v v X
a specific
forum.
Delete a topic Delete topic | v v x
inside a
specific
forum.
Lock/Unlock a Lock/Unlock | v x x
topic topics inside
a specific
forum.
Add a poll & Add a poll to | « v v x
Vote topic and vote
poll.
Rate a topic  Evaluate al v v v X
topic by rating
star.
Add a tag Create new v v X
tags and tag a
topic.
Private Send or | v v x
message receive
private
messages.
Watch Subscribe to | v v X
categories,
forums, topics
to receive
notification
mails of new
posts or
topics.
User Settings Change v v v X
profile
settings,
personal
forum
settings.
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Features

Description

Administrator

Moderator Regular user Guest

Stick/unstick
a topic

Stick/unstick
topics inside
a specific
forum.

Lock/unlock a
topic

Close/open
topic  inside
a specific
forum.

Split a topic

Merge topics

Divide  one
topic into
two separate
topics.

Combine two
or more topics
into one.

Manage a poll

Move a topic/
post

edit,
close
reopen

Create,
delete,
and
polls.

Move
topic/post
from a forum/
topic to the
other forum/
topic.

one

Approve a
topic/post

Change new
topics/posts
from pending
status to
normal status
so that guest,
normal user
can view.

Uncensor a
post

Allow a topic
which has
censored
content to be
displayed.

Show/hide a
post

Allow  posts
to be shown/
hidden.
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Features

Description

Administrator Regular user

Manage
pending tasks

Manage a
watch

Ban a user

Manage all
topics/posts
waiting for
moderation in
one place.

Manage the
subscription
(watch). Edit
and delete
subscribed
email.

Ban users
from
accessing
specific
forums or
categories

Add a forum

Add a new
forum to
a specific
category.

Edit a forum

Change the
title,
description,
moderator,
permissions
of a forum.
However,
moderators
cannot set
moderators
for a forum.

Delete a
forum

Delete forums
from a specific
category.

Lock a forum

Lock a forum
so that it
can be viewed
only.

Unlock a
forum

Unlock a
locked forum
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Features Description  Administrator Moderator Regular user Guest

that allow

doing basic

action on

unlocked

forum.
Close/open a Close/open a | « v x x
forum forum. Closed

forum are still

manageable

by

administrator

and

moderators.
Move a forum Move forum | ® ® ®

from one

category to

the other

category.
Export a Export a| v x x
forum forum in the

format of a

.zip or .xml

file.
Import a Import a| v X x X
forum forum  from

.zip/.xml  file

into the

Forum

application.
Add a Add a new| X X X
category category.
Edit a Edit al X X x
category category and

change

properties.
Export a Export v X X X
category categories in

the format of

a s.zip or .xml

file.
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Features Description  Administrator Regular user
Import a Import
category categories
from .zip/
xml file into
the Forum
application.
Delete a Delete a
category category and
all forum,
topic, post
inside it.
Administrate  Sort forums,
Sorting topics
according to
specific
conditions.
Administrate  Define
Censor keywords that
will be
censored in
forum.
Customize Define the
the content of the
notification notification
template mails.
Customize Add, edit and
BBCode delete the
BBCode tags
used in writing
posts/topics.
Add a topic Add topic
type types that
help users
easily know
what  topics

are about at a
glance .

Set up auto-
pruning

Set up auto-
pruning to
clean a large
amount of

Build a forum
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Features Description  Administrator Moderator Regular user Guest

obsolete and
inactivate
topics based
on criteria.

Ban IPs Ban IPs on | v 4 p 4
the whole
Forum
application
(only
administrators)
and on only
specific
Htaiimstrators
and
moderators).

Manage users Manage v x x x
user's profile,
promote
users, ban
users, view
topic and post
of a specific
user.

Note

(*): Regular users can only edit/delete their own posts/topics.

Before reading, please notice that this document is divided into 3 parts which correspond to
different user roles:

» Forum user guide for Regular users
» Forum user guide for Moderators

e Forum user guide for Administrators

7.4.1. Administrator

With the highest rights, administrators are in charge of the entire management tasks, including
configuring and customizing the Forum portlet, backing up data, managing users and granting
permissions, managing categories and forums. Administrator has the global role.
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See al so

e Forum user guide for Regular users

e Forum user guide for Moderators
7.4.1.1. 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 % --> Portal --> Pages.

John Smith € o

Users )

Applications I
Content »
Pages Portal ’
Sites {b Administration » L
Croup Sites IDE

The Page Manager page will be displayed.

Title site Name Type | portal Lzl

Page Id Title Access Permission Edit Permission Action
portal:zintranet: :spaces Spaces [=:/platform/users] manager:/platform/admnistrators < M@
portal:sintranet::invitationSpace Invitation Space [=:/platform/usars] manager:/platform/admanistrators # W
portal:sintranet:; pendingSpace Pending Space [=:/platform/users] manager:/platform/admnistrators = |
portal;:intranet:: publicSpace Public Spaces [™:/platform/users) manager:/platform/admanistrators = 3
portal: sintranet: forum Forum [*:/platform/users] = /platform/adminestrators = |
portal: sintranet:: mail Mail [=:/platform/users] = (platform/administrators = |
portal:intranet: :calendar Cabendar [=:/platform/users) = :/platform/adminestrators = |
portal:cintranet: contact Contact [=:/platform/users] =:/platform/administrators = |
portal:cintranet:: documents documents [=:/platform/users] = /platform/administrators = |
portal:sintranet:: detad Detail [Everyone] = /platform/ administrators W
portal:-acme: :overview Overview [Everyone] editor:/platform/web-contributors =i |
portal:-acme: news News [Everyone] editor:/platform/web-contributors 7 @
portal::acme: products Products [Everyone] editor:/platform/web-contributors. 7 @
R I — [N [T S S — 7o

Add New Page

2. Click < that corresponds to the Forum page in the pages list.

% @ ForumPortlet /2 €3

w Page Editor
Applications Containers

Administration

e Application
Application R
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3. Hover your cursor over the Forum portlet then click ¢ 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.:
= Mi | General Discussion
M| | Industry News
W | caffeine Lounge
M| | Introduce Yourself
M | Mobile development
M | exo FC
M | spaces

Close

7.4.1.1.1. 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.

7.4.1.1.2. 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 Ican Decoration Themes Access Permission

Scoping Panels Options
Select panels that you want to enable.:

Show Forum Jump
Show Poll
Moderators

Show Quick Reply
Show Icons Legend
Show Rules

Show Statistics

FRNREEEEEA

Close

The following components can be enabled/disabled:

e Show Forum Jump
» Show Poll

* Moderators
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e Show Quick Reply
* Show Icons Legend
* Show Rules

* Show Forum Statistics

(@) sweTepic )
. moderator panel
Moderators(3) R4 Rules 7
Jahn Saith, Mary Williams, David Kleln You can craate wolcs.
¥ou can post replies.
¥ou €an post attachmants
You can edit your posts
rules panel
Hot with unread posts Hotand all read || Has unread posts 2l read 3] Topieis locked g Topicis closed
icon legends panel forum jump panel )
Jump Too ax0_gvolition =l 5o

Forum Statistics:

What's Going on?

Maximum number of online users was : 3, at Thu,Nov 17,2011, 07:49 AM
Online Users : Mary Williams, John Smith, anh nguyen

illy Forums statistics

Total Topics: 22, Total Posts: 42, Total Members: 6, Active Members: 4
Welcome: anh nguyen

7.4.1.1.3. 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.

Edit Mode Window Settings Select Ican Decoration Themes Access Permission
Scoping Panels Options
Options:

Use Ajax (not recommended for Search Engine indexing) M

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.
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« Using Ajax, the links will be Javascript based and generate Ajax calls. This makes your browsing
faster because the whole page is not reloaded.

7.4.1.2. 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.

Forum portlet

L Forum Category 1

Topic 1 |
i I ., o I —, L I ——
(postl)(post2)(post#)

- Forum Category #

1
| Forum # || Farum # |

7.4.1.2.1. 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 £ ##dca=sev o0 the Forum Administration bar. The Category form will be displayed.

424



Administrator

Category o

Category Permissions

Title [manager zone

Order [

Restricted Audience

Description |For Forum Administrators and Moderators
only

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 & to select a specific user from the groups list.
ii. Click & to select all users with the specific membership in a group.

iii. Click  to select a group of users.

Optionally, select the Permissions tab to specify the category permissions.
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Category o

Category Permissions

Moderators |mary

45 & &

Who can start topics?
45 & 0

Who can post?
415 &8

Who can only view posts?
45 & 0

« Do the same ways as setting the "Restricted audiences" of a category.

3. Click Save to finish.

7.4.1.2.2. Edit a category

1. Select a category to edit from the Forum homepage then click & Mnagecaegory= gn 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.

7.4.1.2.3. Delete a category

1. Select a category to delete from the Forum homepage then click i Manag=caecory = g 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.
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7.4.1.3. Manage forums

7.4.1.3.1. 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 % #ddfeum g0 Forum Administration bar or click i€ Mamsgecaeeav~ on the Action bar and
select Add Forum.

% Watch [ Bookmark [ RSS i, Search this category ~ [ & Manage Category =
Last Posts & Edit O
_ i
] 1CS source code 's out %, Export Forum
by Mary Williams (2 hours ago) v, Import Forum
] New SDK released i€ Delete O
by Mary williams (22 hours ago)
@ \Watches
] eXo apps for Windows Phone released 0O
by Jack Miller (22 hours ago) @
|| 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 characters.
Forum x
Add Forum to Category: | iopie development

Add Forum Moderation Options Permissions

Title Industry Mews|

Order |5

State [open ]

Status |yniocked |Z|

Description

Save Cancel

4. Click Save to finish.
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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.

7.4.1.3.1.1. 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.

Forum x

Add Forum to Category: [ ioniz develnpment L]

Add Forum Moderation Options Permissions

Moderators mary

A8 8 -‘_L.
Auto-fill the moderator's ¢
email
Email addresses to notify
when there is a new post
£
Email addresses to notify
when there is a new topic
4
Moderate Topics [J
Save Cancel &
Details:
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 Enter the list of email addresses which will get
new post the natification if any new post is created. This
field will be filled automatically if the Auto-fill
the moderator's email is checked.

Email addresses to notify when there is a | Enter the list of email addresses which will get
new topic the notification if any new topic is created.This
field will be filled automatically if the Auto-fill
the moderator's email is checked .

Moderate Topics 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.

7.4.1.3.2. 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. Click ¢ Mereactions~ ony the Action bar then select Delete from the drop-down menu.

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

7.4.1.4. Manage users

To take this action, click & users o1 the Forum Administrator bar. The User Management form
will be displayed.

User Management x
Search: Q

Username User Title Forum Fole Banned Action

root Administrator administrator  false =S
john Administrator administrator  false ﬁ@
mary Moderator moderator false S
James User user false =3
demo User user false =%

Totalpages: 2 « <« 1 2 3 =

Close

Now, you can search for specific users to edit their profiles or remove them from Forum.
7.4.1.4.1. Promote a user

The administrator can edit profiles of members and promote any users to an administrator or a
moderator.

1. Click & Ysrs on the Action bar. The User Management form will be displayed.

2. Click “I corresponding to the user you want to promote. The profile of this user will be displayed
right below the users list.
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Profile Settings Ban User Topics Posts

Username [,

Screen Name (yary wiliams

User Title [yoderator

[Reset]
Forum Administrater [
Maoderator of Categories |General Discussion +
i
Moderator of Forums |intraduce Yourself - &

Caffeine Lounge
Industry News

Signature |If nothing ever changes, there'd be no
butterflies

Display Signature []

Display Avatar M

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 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 cannot 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

T

to select a forum.

7.4.1.4.2. 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.
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Profile Settings Ban User Topics

Time Zone

Short Date Format
Long Date Format
Time Format
Topics Per Page
Posts Per Page

Show Forum Jump

Posts

(GMT 0:00) Greenwich Wean Time: Dubin, Li [~
eee, mmmm dd, yyyy (Wed, November 23, 21 [~

mmiddiyyyy (11/23/2011)

12-hour
10

10
Eil

Save Cancel

Close

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.

7.4.1.4.3. 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 O

Duration

L

124/2011 09:41 AM GMT+0

1 Day (11

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 cannot post replies or
send messages.

Reason The reason for banning this user.

Ban Count The ban times of the user.
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Description
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

7.4.1.5. Administrative tasks

All of administrative tasks can be reached via the menu that appears after clicking ! Admistation -
on the Forum Administration bar. You can select a desired action from the following drop-down
menu.

i) Administration = Settings
2] Sort Settings

"] Censor Keywords

W Notifications

BBCodes

[A.
L _

Pruning

i

Topic Types
Banned IPs
Export
Import

(e =@ =

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

* Customize BBCode

« Customize the topic types

e Set up Auto-pruning

e Ban IPs
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e Back up Category/Forum

7.4.1.5.1. Set up Sort Settings

Click i sdmnistation ™ o 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 x

Sort Forums by | yame
Direction | azcending

Sort Topics by | yame

L1 [ [ B

Direction | azcending

Save Close

e Sort Forums by: Sort forums by several criteria: name, 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.
7.4.1.5.2. Define censored keywords

Censored keywords are those which are specified as inappropriate in the Forum application.
If any topics or posts contain censored keywords, they will be hidden until being verified by

Administrators or Moderators. Click & #dministation~ ' g the Forum Administration bar and click
Censor Keywords from the drop-down menu. The Censor Keyword form will be displayed.

Censor Keyword x

Censored Keywords: ||

(comma separated)

Save Close
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Enter censored keywords in the Censored Keywords field. Keywords are separated by commas.
7.4.1.5.3. 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.

[eXo Intranet][Ideas and Feedbacks]Should activity streams support emoticon?  nbex |x [EEEHNEN

Patrice Lamarque to anh.nguyen show details Mar 18 (6 days ago

Hint - check the tutorial about activityProcessor in social refguide customizable contents

Jump to post: click here ‘

Posted by patrice_lamarque on 03/17/2011 at 21:10 GMT+0 in “Ideas and Feedbacks™
Post areply: click here

This message is an automatic nolification sent from eXo intranet forums. You received it because you are watching new Posts in the forum "ldeas and Feedbacks”

I you wa
these notifications click hers

This section will describe how to create and edit the email templates that can be used to send
notification emails to users.

Click i administration = gy the Forum Administration bar and click Notifications from the drop-down
menu to open the Notifications form.

Notifications x

New Posts Notification Moved Notification

Add a prefix to [J

notifications
Notification Subject |[scaTEGoRY][sFORUM] STOPIC
Template
Content Notification =] ‘ E| ==
=. . : - o
IEEEE (W0 ¢ @

Hi,

you receive this email because you registered for the Forum and Topic
Watching notification.

We would like to inform you that there is a new SADD_TYPE inthe
SOBJECT_WATCH_TYPE $OBJECT_NAME with the following content:

SPOST_CONTENT

At STIME on SDATE, posted by $POSTER .
Go directly to the post: Click here.
Or 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.
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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.

» 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:

« VIEWPOSTLINK: 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.

* SREPLYPOST_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:

$OBIECT_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.
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* $FORUM: Will be replaced by the forum name.

+ $TOPIC: Will be replaced by the topic name.

The variables used in the Moved Notification tab:

$OBJIECT_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).

$OBJIECT_NAME: Will be replaced by the name of the moved object (topic name/post name).

$OBJIECT_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 * .
You can use the text editor to format the template as you wish.

7.4.1.5.4. Customize a BBCode

By default, there are some default BBCode tags that are initialized via plugins: "[B]", "[I]", "[U]",
"[FONT]", "[HIGHLIGHT]", "[IMG]", "[CSS]", "[URL]", "[GOTO]", "[QUOTE]", "[LEFT]", "[RIGHT]",
"[CENTER]", "[JUSTIFY]", "[SIZE]", "[COLOR]", "[CSS]", "[EMAIL]", "[CODE]", "[LIST]", "[WIKI],
"[SLIDESHARE]". You can add, edit or delete the BBCode tags.

Click ‘& admnsvation~ ' o0 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=optiorj] tag allows link tolotherlwebs.itgs and files v = 5
(Option)  and usean optional parameter to 'name’ of thislink.
JUSTIFY The [justify] tag allows aligntment text to justify. [} _4 ]
B Set text in bold M =
HIGHLIGHT The [highlight] tag allows you to make highlight of your text. ™ _6
I Set text in italic M =
u Set text in underline M =
RIGHT The [right] tag allows aligntment text to right. ™ _4
(SMAIL The [email=option] tag allowsllink tq an email address and = =
ption) use an optional parameter to 'name’ of this link. =

Add BBCode Save Close
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Here, you can do the following actions:

Add a new BBCode.

Edit a BBCode.

* Delete a BBCode.

Activate/Deactivate a BBCode.
7.4.1.5.4.1. Add a new BBCode
1. In the BBCode Manager form, click Add BBCode to open the Add BBCode form.

2. Input values into the Add BBCode form.

Add BBCode x
Tag [goro ot
Replacement | <z href="{option}">{param}</a> .
A @
Description Allows goto directly to link instead of open a new window or a new tab.

)

2

Example | [goto=http:/fwww.exoplatform.com]Goto this link. [fgoto] = *

Preview
“ ':i-
Use {option} [_] |’§
Save Reset Close
a#

Details:
Field Description
Tag This is the text for BBCode, which goes inside

the square bracket.
Replacement The HTML codes that replace the user-entered

BBCode.
Description The brief description about this BBCode tag.
Example The sample of the BBCode in use.
Use option} Allow BBCode tag to have option or not.
Preview dialog Preview the rendered BBCodes.

3 Click this icon to see descriptions of each field.
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3. Optionally, click Preview to preview your created BBCode tag.
4. Click Save to finish or Reset to clear all input fields.

7.4.1.5.4.2. Edit a BBCode

1. Click = corresponding to the relevant BBCode tag in the BBCode Manager form.

Edit BBCode »x

Tag [ypt * 3

Replacement |3 target="_blank' href="{option}"={param}</z =

a0
Description  The [url=option] tag allows link to other websites and files and usean optional parameter to
‘name’ of thislink.
4 3
Example |[URL =http:/fwww.exoplatform,com] Click goto exoplatform * -
website. [JURL] Preview

Use {option} %

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.

7.4.1.5.4.3. 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.

7.4.1.5.4.4. Activate/Deactivate a BBCode

Any BBCode can be activated/deactivated.

BBCode Manager Activate/Deactivate BBCode *
TAG Description ActiveEdit/Delete
(OUR'L The [url=0ptior_1] tag allows link tolotherlwebs_ite_s and files = _f 5
ption) and usean optional parameter to 'name’ of thislink.
JUSTIFY The [justify] tag allows aligntment text to justify. | _f -
B Set text in bold M 7 il

» To activate an existing BBCode tag, tick the relevant checkbox.
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« To deactivate an existing BBCode tag, simply deselect the relevant checkbox. The entered
BBCode will be displayed as the plain text.

7.4.1.5.5. Set up auto-pruning

The pruning allows you to clean a large amount of obsolete and inactivate topics based on criteria.

1. Click & #dministaton = g the Forum Administration bar and click Pruning from the drop-down
menu to open the Auto Prune form.

Auto Prune

Category

General
Discussion

General
Discussion

General
Discussion

General
Discussion

Mobile
development

Mobile
development

Mobile

e T

Forum

Industry News

Caffeine
Lounge

Introduce
Yourself

Android
Development

Activel ast Run

Close

2. Click & 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

Run prune job every

= Dry Run

0 topics would be pruned.

Save Close

3. Specify the criteria.

4. Click | ® PrvRun

5. Click Save to accept settings.

to check how many topics will be pruned.

x
Action

£

|¢_I

£y

b=

£y

= =

I/_'.

2

=

l\,:-‘_l -
x
]
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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.

7.4.1.5.6. Create a topic type

The topic type is the visual indication for other users to know what is topic about at a glance. When
creating a new topic, users can select the topic type that they are going to start. The administrator
can define these topic types.

Topic - (& Rating
A ‘@ Sticky: Android development rules - Read before posting! o
= = David Klein
@ How i can change my avatar? Gz o
LJ James Dawvis
MNew Nebula ROM - fast and furious g»
(e & o 0
Mary William s
- Please help!!! {Pending)
= &= Jack Miller z
. News
= I.Ilﬂj Jack Miller 0

Click &l sdmnistaton = o the Forum Administration bar and click Topic Types from the drop-down
menu to open the Topic Type Manager form.

Topic Type Manager x
Icon Type Name Action
‘,- Forum Annoucement _f
ik poll =i
] News =
“: Im portant _g
(] Resolved =
@ Request _f
(] Discussion =
Add Topic Type Close
4

The Topic Type Manager form lists all topic types and allows you to add new topic types, edit
or delete the existing ones.

Add a topic type

1. Open the Topic Type form via one of two following ways:

e The first way
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Click Add Topic Type inthe Topic Type Management form.

* 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 *'.)

2. Enter the topic name in the Type field then select an icon for this topic type.

Topic Type

TYPE |Hat news

Icon

Available icons

| n | B Preview and select an icon

» Misc Icons

+ Office Icons

» Navigation Icons

» Tool Icons

» User Icons

BOHPnEREI0EO @ me

Name of the selected icon:

Save Cancel

Bomb

x

@ £

3. Click Save to accept adding your new topic type. You will see the new topic type added.

Topic Type Manager

Icon

Type Name

Poll

News

Im portant

Resolved

Request

Discussion

Hot news

Add Topic Type

* To edit the topic type, click

=

Close

Il_\ll_%ll_\ll_%ll_\\.,g
B B B B

(5

]
&l

x
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» To delete the topic type, click

7.4.1.5.7. 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 users who use banned IPs to add post, will be recognized as the banned user.
As the result, the banned user can only view in Forum.

Click ‘& Adminismaton =/ oy the Forum Administration bar then click Banned IPs from the drop-down
menu. The Banned IPs form appears.

Banned IPs b 4
Filter:
hi
& i & i [add]
192.168.1.11 [Posts] [*]
192.168.1.25 [Posts] [x]
192.168.4.77 [Posts] [x]
Close *
view posts

» 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.

» To view 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.
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To filter banned IPs, enter a part of the IPs address into filter text box, all IPs matching with filter
term will be displayed.

7.4.1.5.8. 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 of its forum, topics, posts and properties are also exported. This
exported file can be used to import into the Forum application.

7.4.1.5.8.1. Export a category

1. Click %l #dminiswetion = 5 tha Forum Administration bar.

2. Click Export from the drop-down menu to open the Export Categories form.

Export Categories x

— Select Categories
Categories
M General Discussion
MMaobile development
Mexo FC

M spaces

File Name ks-export

Compress [V
Export Mode O Export all ® Only Categories

Save Cancel
A
Details:

Field Description

File Name Enter the name of the exported file.

Export All Check this option to export all data in Forum,
such as all categories, user profiles and forum
statistics.

Only Categories Check this option to export the selected
categories only.

3. Select categories and enter the file name into the File Name field.

4. Click Save.
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7.4.1.5.8.2. Export a forum

This function is used to export forums and all topics inside the Forum application into the .xml
or .zip file.

The first way

1. Go into a forum and click & Mere4ctiens = gn the Action bar.

2. Click Export Forum from the drop-down menu to open the Export Forums form.

Export Forums x

File Name [ie cxport
Compress [

Save Cancel

3. Input the file name.

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 ®Mmanagecatzgory = on the Action bar then click Export Forums from the drop-down menu.
Export Forums x

Select Forums
Forums
M Android Development
Mi05 Development

Mwindows Phone Development

File Name ks-export
Compress [

Save Cancel
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3. Select a forum you want to export by ticking the relevant checkbox.

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.

7.4.1.5.8.3. Import a category

1. Click ‘&l sdmmsmton ™ gn the Forum Administrator bar then click Import from the drop-down
menu to open the Import Category form.

Import Category x

File Import | Browse_ |

Save Cancel

2. Click Browse... or the Upload Files field to open the File Upload form. Browse and select
the file to import.

3. Click Save.

7.4.1.5.8.4. Import a forum

1. Go into one category then click L Vanagecaesery~ gn 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.

7.4.2. Regular users

This section describes actions that a regular user can perform in the Forum application of eXo
Platform.

See al so

« Forum user guide for Moderators

e Forum user guide for Administrators
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7.4.2.1. 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 categories of Forum, forums in each category, forum statistics as shown below:

Home Search: A | - permalink
© Add Category @ Add Forum [ Users [ Administration = & Settings Bookmarks Private Messages 2 Panding:(0)
General Discussion -
Forums Last Posts Topics Posts
. lasal
. Industry News Jain the Code Fest changllege 1 &
d by Davis (15 hours age)
- . | Sansan is a copycal company?
Caffeine Lounge by Mary williams (16 hours ago) ! !
LS Hi there!
Introduce Yoursel 4 i
roduce Voursal 1 by John Smith (15 hours ago) !
Mobile development -
Forums Last Posts. Topics Posts
L} [ | How to root Samsung Galaxy S i90007
Android Develol 0 5
| #ndroid Development & by John Smith {15 hours ago) !
1 i0S Development G ng sbw mleﬂ.se'j - 1 1
by Mary Williams (16 hours ago)
oXi for Windows Phone released
I Windows Phone Development e w,'" or Hndows Thone refease 2 2
— by k =r {16 hours ago)
eXo FC -
Forums Last Posts Topics Posts
i Announcement eXo FC members . 1 1
by Mary Williams (16 hours age)
- - New uniform design
Activities 3 3
by lames Davis (15 hours ago)
spaces -
Forums Last Posts Topics Pasts
exoEvolution .
This space has no descriptive summary, Not Available 0 0
- eXo evolution Forum rules 1 1
This space has no descriptive summary. by Johr th (17 hours ago)
What's Going on? -

Maximum number of online users was : 3, at ThuNov 17,2011, 07:49 AM
Online Users : John Smath, Jar Davis, Mary William

ills Forums Statistics

Total Topics: 15, Total Posts: 31, Total Members: 5, Active Members: 4
Welcome: Jack r

Mo recent post ¥ Has recent posts (4 Forum is locked & Forum is closed Has unread posts All read

7.4.2.1.1. 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.

7.4.2.1.1.1. 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 Q H
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« The Search function inside one specific forum to find topics and posts in the forum only.

% Search this Forum =
eXo Knowledge

M Advanced Search

« The Search function inside one specific topic to find posts related to the topic only.

15 i, 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.

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
7.4.2.1.1.2. Advanced search

The Advanced Search allows users to make a search with particular criteria corresponding to
the object you want to find.

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. Enter the search criteria.
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3. Click the Search button to do search or Cancel to quit. Also, click the Clear Fields button to

reset the inputted values.

Matched results will be shown in the Search Result form. There will be an alert message when
there is no object matching with the search criteria.

Find in categories

« To find in categories, select Category from the Search in drop-down menu.

Terms Template

Search in | category

Scope @ Full

Username

Created between 11/02/2011

Moderator

Details:

11/24/2011

]

Cancel

Field Description

Terms

The keyword related to your desired
categories.

Scope

Username

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.

The name of the category creator. Input the
name manually or click

to select users from a specific group.

Created between - and

Moderator

The created date interval for searching. You
can input the date manually or click

to select a date from the mini calendar.

The name of the category moderator. Input the
name manually or click
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Description

to select users from a specific group.

Find in forums

e To find in forums, select Forum from the Search in drop-down menu.

Terms
Search in

Scope

Username

Status
State

Created between
Posts

Topics

Moderator [15nn

Details:

Template
Farum
® Full O Titles
[0 Locked [0 Unlocked
M open [ closed
10/05/2011
Search

Clear Fields

11/17/2011
45

10

Cancel

Field Description

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.

Find in topics

 To find in topics, select Topic from the Search in drop-down menu.
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Terms

Template
Search in | Topic [-]
Type [ ay (-]
Scope @ Full O Titles
Username 4
Status [J Locked [ Unlocked
State M Open [ cClosed
Created between 10/05/2011 and 11/17/2011
Last Post between 10;05‘1‘2011 and 114’16;’2011
Posts O &0
Views O 5
Search Clear Fields Cancel
Details:

Field Description

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.

Created between - and The created date interval in which you want
to search for topics. You can input the date
manually or click
to select a date from the mini calendar

Last Post between - and The last post's created date interval in topics
in which you want to search. You can input the
date manually or click
to select a date from the mini calendar

Posts 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.

Views The mumber of the views interval of topics in
which you want to search. Simply click and
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Description

drag the cursor on the slidebar to define the
views interval.

Find in posts

* To find in posts, select Post from the Search in drop-down menu.

Terms |Template
Search in | pgat E

Scope ® Full D Titles

Username 8
Created between [yg/5/2011 and (111772011
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. You can input the date
manually or click
to select a date from the mini calendar

See al so

» View details of the Forum application

* Quick search

7.4.2.2. Topics

7.4.2.2.1. Start atopic

1. Go into the forum where you want to start a new topic.
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2. C“Ck |:. 2 Start Topic :].

. Start Topic

Topic in forum Android Development G watch BQ Bookmark [ RsS + Search this Forum =
Topic - & Rating = Last Posts = Replies -  Views -
d & Sticky: Android development forum rules - Read before posting! o 1 hour aga o o
1 Smitt by John S
ICS source code 's out Just Now
Mary Wiliams L y Mary Williams g L
Chainfire 3D OpenGl 0 24 minutes ago o o
Yack Miller by Jack Mille
APK manager! 24 minutes ago
probrrraey o by Mary Willam o U

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.

New Topic x

Content Icon Options Permissions

Title ‘ [guide] Use BECode in your post.

Message

R=D |B 7 U:

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 layout of |
the pages you are viewing. The ability to use BB code is set on a forum-by-forum basis by the administrator, so you

should check the forum rules when you post a new message.

[b] Below is a list of the BB code tags you can use to format your messages[b]:

m

[b], [il, [ul : 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

[li=t]: Bulleted Lists / Advanced Lists

Files Attach files

Preview Submit Cancel

4. Click Preview to see before submitting or Submit to finish your topic.

Note

In a forum that enables moderation, new topics will need reviewing and approving
by moderators before being published.

When creating a topic, you can also add extra properties to this topic:
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« Select a topic icon.

» Set the topic options.

¢ Control who can view or post in your topic.
7.4.2.2.1.1. Select atopic icon

When posting a new topic, you may also assign an icon to the topic for the quick visual
identification.

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 with its name shown below.

New Topic x

Content Icon QOptions Permissions

Available icons " = preview and select an icon

+ Misc Icons 2o P ELED @O N-=GEL QR g
» Office Icons Hoa#EB000EAYm > DaABELEBOREA
+ Navigation Icons fde=fglwmd @ aeBaFfT oz @F0 40 %
» Tool Icons al@PE@DLICOE R P S @Iﬂ

b User Icons

Name of the selected icon: YellowStar

Preview Submit Cancel

7.4.2.2.1.2. Set the topic options

Go to the Options tab, you can select status, state, type of the topic and more.

ew Topic
New Topi x
Content Icon Options Permissions
Type [ Untyped -
State [Open -]
Status Uniocked -]

Posts Moderation []
Posts Notification [
Sticky [m]

Preview Submit Cancel

Details:

Description

Type Type of the topic specified by the topic type
name and its icon. You can select it from the
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Field Description

existing types. The administrator can add a
new one by clicking the

¥

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.

7.4.2.2.1.3. 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.

New Topic x
Content Icon Options Permissions

@' Anybody can post in this topic
Restrict who can post in this topic to

@' Anybody can view in this topic
Restrict who can view in this topic to

Preview Submit Cancel

To set the permission to certain users, you can enter usernames manually or:

+ Click

to select users.

+ Click
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-
=

to select users defined by specific roles.

+ Click

B
to select groups.
7.4.2.2.2. Edit atopic
Regular users can only edit their own topic.

1. Click & Mereictions = 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 x
Content Icon Options Permissions

Title New features of PLF2,5

Reason
Message i Blo~|B7ufEsssisiz=E k8 * 3

What are new features 7|

Files Attach files

3. Make changes to your desire. Also, leave the reason in the Reason field if needed.
4. Click Submit to finish.
7.4.2.2.3. 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 #° Mereactions = on the Action bar and select Add Poll from the drop-down menu.

3. Enter the poll question and options.
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Poll x

Poll Question: |pg you like the new website design?

Poll Options: 1oy <4— Remove options
Like
Don't care
Dislike
Hate + <— Add options
Close Poll After: |7 Days After 11/23/2011

Users may change their votes.: M
Allow Multiple Choices: [

Submit Poll Reset Fields Cancel
]

Details:

Field Description

Poll Question Question raised for polling that is required.
Poll Options 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 to complete. After adding a poll to the topic, i is then displayed in the topics
list.

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.

Poll: Do you like the new website design? More Actions v
Votes will be dosed on Wed,Nov 30,2011, 07:19 AM GMT+0 B Edit
B Close
Do you like the new website design?

B9 Remove

O Love

O Like

© Don't care

© Dpislike

© Hate

Vote Now

7.4.2.2.4. 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.
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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 ®

Cancel |M|

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.

7.4.2.2.5. 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 names. Using tags allows you
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 atopic

1. Click ¥ Tag on the Action bar.

An input text box will pop up.

okmark [Z] RSS Rate L& Tag

newsl

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.
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¢ Post Reply Taag: News % eXo* Platform =

G» watch [l Bookmark [0 Rss

] New Content Management features in eXo Platform 3.5

@ Mary Williams
Moderator

We've added more than 100 new features in this new release but I will focus on just 2 f

MNew Features for a Better User Experience

Inline editing

Last yvear, 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 3.5 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]

Join Date: 5 days ago Featured Products
Posts: 6

Last Post: 2 minutes ago
Last Login: 1 hour ago

Ice powers enable instant freeze cap Published &% a4 wl
addition, you can create ice formations without a ‘_ @ Wi
' water | pouble-click to edit Ubes, skating rinks or fan

even ] fon
me

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 ¢ manageTag on the Action bar then select Untag from the drop-down menu.

#” ManageTag

- 4 Rating Last Posts ~ Rep & Yntag | O
1 week ago
0 by John Smith [ o & O
1 week ago
z by John Smith [* 1 9 O
7.4.2.3. 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:
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« 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.

# post Reply
& Watch £ Bookmark [J RSS | Rate & Tag (} Search This Topic -

& Mary wWilliams | New Content Management features in eXo Platform 3.5 Posted: 13 minutes ago

Mod . . . .
odarator Wwe've added more than 100 new features in this new release but I will focus on just a few of these in this post.

MNew Features for a Better User Experience
- Inline editing
Last year, in @Xo 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 3 great
! improvement in term of product refiability.
T eXo Platform 3.5 will offer an improved in-line editing expenence. With this new feature, you can edit a spedfic individual content item then submét it. That's sll. For simple edits,

bypassing the rediraction to the Content Editor (which is useful for more complax edits) means faster content updatas:

Join Date: 5 days ago Featured Products
Posts: 6 pra— - _
T Toe pawers enable instant freeze cap Publihed @& ((JED W

addition, you can creste ice formations without a | (NN W1
Last Login: 1 hour ago Ve | Doble-click 1o edit UbeS, Skating finks o o o
N Do s,

foi

& Attachments:
& Benefit table.jpg
Size: 406.5 Kb
Reply with quote
A View ¥ Download
Last Edited by mary on 11 minutes ago
T Private # Quate
#rostrepy | = Advanced reply
Quick Reply Private reply -

Message:

Quick reply box
Preview post —» Preview Quick Reply | e Quick reply
7.4.2.3.1. 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.

Message:

Preview Quick Reply

2. Enter you message. Use BBCodes to format text 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
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7.4.2.3.2. 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 | #restrey | gn 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.

New Post x
Content Icons and Smileys

Title Re: New Content Management features in eXo Platform 3.5 =

Message =] B B 7 UISE=S=Ei

my
s
4
1
#
3

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 ¥ icon in the topic title allows you to jump to the last read post in that topic.

See al so

« Edit your post
7.4.2.3.3. 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#emvat=_ | ynder 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!'.

7.4.2.3.4. 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 | ® ut= | ynder the post you want to quote.

This will bring up the "Quote" form, with the previous message already quoted in the textbox.

Quote x

Content Icons and Smileys
. Quote
Title Re: New Content Management features in eXo Platform 3.5 *
Messzge J= B|o =B suiss=siZiE == hi0*Q -
[QUOTE=mary]

eXo Platform 3.5 will offer an improved in-line editing experience. With this new feature, you can edit a specific individual
content item then submit it. That's all. For simple edits, bypassing the redirection to the Content Editor (which is useful for
more complex edits) means faster content updates:
[img]http:/paillereau.comiblogiwp-contentiuploads/2011/10/blog1.pnglfimg]

pauoTE] *

Quoted content

Attach File Attach files

Preview Submit Cancel

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 % from the WYSIWYG editor toolbar:

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.
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3. Click Submit to finish.
7.4.2.3.5. Edit a post

After submitting your post and you want to change it, you can do as follows:

1. Click | < Edt | ynder 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.

7.4.2.3.6. Delete a post

1. Click | 2 pelet= I ynder your post that want to delete.

2. Click OK in the confirmation message.
7.4.2.4. 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.

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.

BBCode help
¥

%19 #(2)

]
i
5
-}
by
=
i
i
Ml
1
i
111
fil

Click -2_ 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
BB 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 E
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 get on a forum-by-forum basis by the administrator, so you should check 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.
BB Code List
b, [, [ul Bold / Italic [ Underline
Jcolar] Color
[size] Size
font] Font
highlight] Highlight
[ieft], [right], [center], [justify] Left / Right / Center / Justify
[indent] Indent
[emaill Email Linking
Turl], Nlink] URL Hyperlinking
Jlist] Bulleted Lists / Advanced Lists
[ima] Images
Thimi HTML Code
ki Wiki Markup
uote Quote e
] i +

7.4.2.5. 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 or avatar and select View Public Profile in the drop-down menu.

2 Mary Williams [] re: New Content Management features in eXo Platform 3.5
Moder . . sharing, John :)
LB View Public Profile

¢ Send Private Message
J [ all Posts by Mary williams
# [ All Topics by Mary Williams

L ma

Join Date: 5 davs ago

The View User Profile form will be displayed.
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View User Profile

Profile of : Mary Williams =

Username:

Moderator

Join Date: 5 days ago
Posts: 7

Last Post: 3 minutes ago
Last Login: 2 minutes ago

Website

Close

7.4.2.6. Private messages

This function is for all logged-in users who want to send messages to other users privately. These

First Name:
Last Name:
Birthday:
Gender:
Email:

Job Title:
Location:
Home Phone:
Work Phone:

mary
Mary
Williams

female

mary.williams@acme.exoplatform.com

+84 9384783452
+84 9736873658

. /portalfintranet/profile/mary

messages will not be moderated and only viewable to the recipient.

7.4.2.6.1. Send a private message

1. Click the username or avatar of the user you want to send message then select Send Private

Message in the drop-down menu.

= Mary Williams

[ view Public Profile

- Send Private Message
[F] all Posts by Mary Williams
[Z] all Topics by Mary Williams

Tnim Miata: 5 dAave ann

The Private Messages form will appear.

.__l Re: New Content Mana:

ks for sharing, John @
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Private Messages x

| »

Send to mary

Title =

Message | g | B B 7 BiSEEESiziz =8 T

m

2. Enter the username of the recipients and type your message title and contents.

3. Click Save to send the message.
7.4.2.6.2. Receive a private message

When you have received a private message, there will be a notification on your User bar.
! Private Messages{1) &5 Pending:(0)

Click Private Messages to open the Private Messages form.

Private Messages x
Inbox Sent Messages Compose New Message
Message From Received on
Why is my topic locked? james 1 minute ago @
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.
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7.4.2.7. 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.

7.4.2.7.1. 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 & Beckmatk 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.

7.4.2.7.2. View bookmarks

To view bookmarks, click - Beckmarks on the Action bar. This will bring up the My Bookmarks
form, with the list of your bookmarked links. To view the bookmatrk, click a desired bookmark title
from the list.

My Bookmarks x
Link Name
Industry News
Caffeine Lounge
Cancel

7.4.2.7.3. Delete a bookmark

Simply click ' corresponding to the link that you want to delete.

The selected bookmarks will be removed from the bookmarks list.

7.4.2.8. 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.
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%® Watch [4 Bookmark | ] RSS | 4% More Actions~ ', Search this Forum ~
- & Rating ~  Last Posts ~  Replies ~

5 hours ago

by Mary Williams [» 3

Or right-click the item you want to subscribe to.

General Discus~i~=-

f2 Bookmark
s Watch
Y| = Brss
(-]

ot Caffeine Lounge 5>

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. The browser used in this example is
Firefox 8.0.

r "
Subscribe with Live Bookmark ﬁ

Name: | e idlegi]
Folder: ’ E Bookmarks Toolbar - ]

[ Subscribe] [ Cancel ]

The following illustration demonstrates the RSS feed subscription using the Firefox Live
Bookmark:

(R © rorar x [ ewran

(l c,‘ localhost:B080/ portal fintranet/forum?initial URI=/ portal fintranet/forum

|72 General Discussion| 5 Stepcase Lifehack |5 Lifehacker sharedcopy

Za  Please helppp!

iz, Mew Content Management features in eXo Platform 3.5
Z Re:New Content Management features in eXo Platform...
Z,  Re:New Content Management features in eXo Platform...
Za] Join the Code Fest changllege!

Re: Join the Code Fest changllege!

[
Z/ Retloin the Code Fest changllege!
iz RetJoin the Code Fest changllege!
Z/ Retloin the Code Fest changllege!
iz Re:Join the Code Fest changllege!
[z 5an5an is a copycat company?
Za  Hithere!
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« 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 (nhame 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).

7.4.2.9. 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 as new categories, topics, posts
created, you will receive a natification.

To watch a desired object, go into the object (category, forum or topic) click == on the Action
bar or right-click the object title and select Watch from the drop-down menu:

[~ Industry News G>
.— Caffeine L¢r=-~
Fs Bookmark

Lt Introduce Y .
[ Rrss

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.

7.4.2.10. Permanent links

This function is for all users to view and copy the link to a specific forum/topic and share it with
others.
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1. Go to forum/topic which you want to share link.

2. Click Permalink label at the right corner.

Search: oy | | = Permalink

¢ Private Messages(1) &: 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.

7.4.2.11. User settings

You may configure your settings yourself, such as personal profile, forum settings and
subscriptions.

Click @ **"%* 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.

¢ Change forum settings.

 Edit your subscriptions.
7.4.2.11.1. Edit a profile

By selecting the Profile tab, you can see your personal information and other preferences.
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Settings x

Profile Forum Settings My Subscriptions

Username : | mary
Screen Name : |Mary Wiliams
User Title : |Moderator

Signature :

Display Signature : [

Avatar :
S

Update | Reset
Display Avatar : M
Watch topics I start : [
Watch topics I postin: [J

Save Cancel

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 notifications 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.

7.4.2.11.2. 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.
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Settings x
Profile Forum Settings My Subscriptions

Time Zone [ (guT 0:00) Greenwich Mean Time: Dublin, L[~ |
Short Date Format mmiddiyyyy (11/23(2011) |Z|

Long Date Format | eee, mmmm dd, yyyy (Wed, November 23, 21 |Z|

Time Format [1o_hour [-]
Topics Per Page [qg |Z|
Posts Per Page |4 |Z|

Show Forum Jump

Save Cancel

Check/Uncheck the Show Forum Jump if you want to show/hide the Forum quick navigation
at the bottom of the Forum page.

7.4.2.11.3. Edit a subscription

Go to the My Subscriptions tab in the Settings form, where you can update or delete existing
subscriptions.

Settings x
Profile Forum Settings My Subscriptions
Title R
Industry News O O
|:] Your personal feed URL is : http:/localhost:8080 rest ks fforum,rssjuser fmar
Your watches are sent to : mary. williams @gmail.com| Update
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

471



Chapter 7. Organize Your Know...

column.

+ Click

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.

7.4.3. 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.

See al so

e Forum user guide for Regular users
e Forum user guide for Administrators
7.4.3.1. 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
7.4.3.1.1. Edit a forum
1. Go to the relevant forum.

2. Click ¢ Mereactions = on the Action bar then click Edit from the drop-down menu.

3. Edit the forum properties.
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Forum o
Add Forum to Category: | jopie development [

Add Forum Moderation Options Permissions

Title Industry News|

Order |,

State [gpen |Z|

Status | yniocked |Z|
Description

Save Cancel

4. Click Save to save all the changes.
7.4.3.1.2. 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 #° MereActions = on the Action bar then click Lock/Unlock from the drop-down menu.
7.4.3.1.3. 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.

2. Click #° MereActions = on the Action bar then select Close or Open from the drop-down menu.
7.4.3.1.4. Move a forum

You can move a forum into another category as follows:

1. Go into the forum you want to move.

2. Click #° Mereactions = on the Action bar then select Move from the drop-down menu.

473



Chapter 7. Organize Your Know...

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 Categaory

Mobile Developement

§ | eXoFC

Spaces

Cancel

7.4.3.2. 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

* Stick/Unstick a topic

» Merge topics

» Split a topic

7.4.3.2.1. 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: I:I Q H L= Permalink

! Private Messages #; Pending:(1)
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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 ®

7] How i can change my avatar?

Posted: Fri, September 30, 2011, 09:28 AM

2 James Davis
User

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: 00/30/2011, 00:20

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

The first way

1. Select topics by checking their relevant checkboxes then click &1 "°deraten = gn the Action bar
if you are in a list of topics.

Or if you are in a topic, simply click #° MereActions = o the Action bar.
2. Click Approve from the drop-down menu.

The second way

1. Click ®Mederation ™ o1 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 ®x
Type Name Created Date
How i can change my avatar? 00/30/2011 00:28 AM

Please helpl! Hi guys, I want to change my avatar, please help! ] 00/30/2011 00:10 AM

Close
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3. Click Approve to accept your approval. Approved posts are shown normally for regular users
to view and take some actions.

7.4.3.2.2. Edit atopic

1. Select a topic to edit by ticking its respective checkbox.

2. Click &/ Mederatien = 51 the Action bar.

3. Click Edit from the drop-down menu that appears.

RSS 4 More Actions ~ . Search this Forum = & Moderation ~
4 Rating ~  Last Posts - Replis & Il
0 3 hours ago 0 #| Open @
by John Smith > & Close
2 hours ago il
0 5 o Lock O
by Mary Williams & Unlock
2 hours ago @ Stick
0 by Jack Miller > 0 i . i
@ Unstick
21 hours ago
0 by John Smith [ 4 %/ Move U
1 hour ago €. Delete
0 £ 0 @z O
. M
by Mary Williams m Merge
X Censor

4. Edit the topic as you wish. Leave the reason for the editing in the Reason field if needed.

7.4.3.2.3. Close/Open atopic

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

/| Moderation * oy the Action bar.

When you are in a topic, click #° MereActions = on the Action bar.

2. Click Close or Open from the drop-down menu that appears.
The icon of the closed topic will be changed to “& automatically.

7.4.3.2.4. 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.

1. Select a topic by checking its corresponding check-box then click €/ Mederatien~ gn the Action
bar when you are in a topics list.
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Or, if you are in a topic, click & Mereactiens = o 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:

1 | General Discussion
= £ | Mobile Developement
| i05 development
| Windows Phone development

B | eXoFC

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.
7.4.3.2.5. Delete a topic

Delete a specific topic

1. Select topics by checking their corresponding checkboxes then click & M°deen = g1 the Action
bar when you are in a topics list.

Or, if you are already in a topic, click ¢ Mere Actiens = on the Action bar.

2. Click Delete from the drop-down menu then click OK in the confirmation message.
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Delete topics of a specific user

1. Click the username or avatar of the poster.

2. Click All Topics By [User name].

2 Mary Williams £ APK manager

Modera”
[E% view Public Profile

/ Send Private Message
5] All Posts by Mary Williams
. 7] All Topics by Mary williams

Join Date: 5 days ago
Posts: 7
Last Post: 31 minutes ago

All topic posted by the selected user will be displayed.

Topics by User x

Totalpages: 2 « <« 1 2 > »

Topic - Rating Last Posts  Replies Views Delete

[=] [E New SDK released zlahgoours 0 2 ]
=] SanSan is a copycat company? 22ahgoours 0 2 =]

o New Content Management features mingL?tes 5 5 5
] in eXo Platform 3.5

ago

[=] [E ICS source code s out 1 hour ago 0 1 @
[=] El eXo FC members 2lahg00urs 0 1 )

Total pages: 2 « <« 1 2 = %

Close

3. Click -# corresponding to the desired topic then click OK in the confirmation message.

7.4.3.2.6. Lock/Unlock a topic

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 #1Med=raten = gn the Action
bar when you are in a topics list.

Or, click #° Mereactions = 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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7.4.3.2.7. 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 Mederation = gn the Action bar
when you are in a topics list.

Click ¢ Meresctions = on the Action bar if you are already in a topic you want to stick/unstick.
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.

Topic in forum Android Development @ Watch % Bookmark
Topic
- i @ Sticky: Android development forum rules - Read before posting! B
= John Smith

- = 1CS source code 's out G
= Mary williams

- @ Chainfire 3D OpenGL &
2a W a0k Miller

- APK manager! 5
& Mary Williams

How to root Sameung Galaxy S 00007 &
When creating a new topic, you can also make this topic sticked by ticking the Sticky checkbox
in the Options tab.

7.4.3.2.8. 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.

3. Click & Mederation = o1 the forum Action bar.

4. Click Merge from the drop-down menu that appears. The Merge Topics form opens.

Merge Topics x

Destination Topic | ey Nebula ROM - fast and furious [=]

New Topic Title New Mebula ROM - fast and furious

Save Cancel
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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.

7.4.3.2.9. Split atopic

A topic with more than two posts can be split into separate topics.

1. Go into the topic you want to split.

2. Click & Mereactions ~ o 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

New Topic:

Post Name Created Date Created by Action

09/30/2011, 09:26

M demo

|| Re: New Nebula ROM - fast and furious

Save Cancel

3. Enter the name for the new topic in the New Topic field.
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.

7.4.3.3. 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 #1Mederation ™ o1 the Action bar and select a desired action from the drop-down menu.
All the moderation actions will be reached via this menu.
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. Search This Topic~  #  Moderation =

Poste Move M
Censor
Hide

Show

o EEEE

Delete

The followings are actions that a moderator can perform on a post:

¢ Approve posts
* Move posts

¢ Delete posts
» Hide posts

» Show posts

* Uncensor posts
7.4.3.3.1. 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.

[E] Re: Which features of eXo Platform that need changes? (Pending for Approvall)

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 &1 Mederaten ™ o the Action bar and select Approve from the drop-down menu.

The second way

1. Click @/ Mederation = o 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.
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Approved posts are shown normally for regular users to view and take some actions.
7.4.3.3.2. Delete a post

The first way

1. Click ©Mederaion = 51 the Action bar and click Show in the drop-down menu.
2. Click OK in the confirmation message.

The second way

1. Click | _P/pelet=_ | ynder the post you want to delete.

2. Click OK in the confirmation message.
7.4.3.3.3. 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 ®Mederation = o1 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.

7.4.3.3.4. Hide a post

When a post is hidden, only administrators and moderators can view and mange it.

To hide a post, select & Mederatien = o the Action bar and click Hide from the drop-down menu.

2 John Smith ] re: Platform 3.5 (Post Hidden!)
User Ilike it 1)

fg'-‘{ﬂ

AN\

Join Date: 16 minutes ago
Posts: 5

Last Post: Just Now

Last Login: 3 minutes ago

After being hidden, the hidden post is marked by 'Post Hidden!" label and regular users cannot
view it.
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7.4.3.3.5. 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

& 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 @/ Mederation = o the Action bar and click Show from the drop-down menu.
2. Select hidden posts by selecting its checkboxes.

3. Click Show.
7.4.3.3.6. 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.

2. Select hidden posts by selecting the respective checkboxes.

3. Click Show.
7.4.3.4. 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.
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View Topic ®

7] How i can change my avatar?

& James Davis
- Posted: Fri, September 30, 2011, 09:28 AM

User

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, 09:29

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 ®x
Type Name Created Date
How i can change my avatar? 00/30/2011 00:28 AM
i guys ? Ay - |
Please helpll! Hi guys, Iwant to change my avatar, please help! ] 00/20/2011 00:10 AM

Close

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: | | - = Permalink

¢ Private Messages &= 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.
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7.4.3.5. 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 & Meresctions = gn the Action bar and select Banned IPs from the drop-down menu. The
Banned IPs form opens.

Banned IPs b 4
Filter:
P
4 W 4 W [add]
192.168.1.11 [Posts] [¥]
192.168.1.25 [Posts] [¥]
192.168.4.77 [Posts] [%]
Close $
view posts
&

3. Do the same actions as the Ban IPs section of Administrators.
7.5. Build an Answers & FAQs system

7.5.1. Administrator

The administrators have the global role and take care of the entire management tasks.

7.5.1.1. Set up the 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 --

485



Chapter 7. Organize Your Know...

> 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

i. Click ¥ --> Portal --> Page on the Administration bar.

John Smith &

Users »

Documents FAQ Applications fiki

Search: Content iy
Pages Portal »
Sites Administration »

Group Sites IDF o o

ii. Click " that corresponds to the page containing the Answers portlet in the Page Management
page.

Title Site Name Type | portal

Page Id Title Aocess Permission Edit Permission Action
portal::intranet::spaces Spaces [*:/platform/users] manager:/platform/admanistrators f M
portal::intranet::invitationSpace Imvitation Space [=:/platform/users) manager:/platform/admenistrators i) ':[
portal:zintranet:; pendingSpace Pending Space [=:/platform/users] manager:/platform/admanistrators £ M
portal:sintranet: : publicSpace Public Spaces [=:/platform/users] manager:/platform/admnistrators # W
portal:sintranet: :forum Farum [*:/platform/usars] = /platform/adminestrators # M
portal:intranet: ; mail Mail [=:/platform/users] = fplatform/adminstrators = |
portal:sintranet::calendar Calendar [=:/platform/ /users] = /platform/adminstrators = |
portal:intranet: :contact Contact [=:/platformjusers] = platform/administrators = |
portal:sintranet:: documents documents [=:/platform/ /users] = /platform/adminstrators |
portal:sintranet:: detai Detail [Everyone] =:/platform/adminstrators “ |
portal::acme: :overview Dverview [Everyone] aditor:/platform/web-contributors 7 0
portal::acme::news News [Everyone] editor: /platform/web-contributors " |
portal::acme: products Products [Everyone] editor:/platform/web-contributors = |
R Cmmerh D [EN— [T S S — r e

Add New Page

e The second way
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
sjte - Content T
Page * 1§ Layout
Site ' i SEO
es Spaces
+ Add Page
stionSpace Invitation Space

Now, you should be in the page edit mode.

% @ Answers Portlet & €3 | ~ Page Editor B x
[ ANSWEers POrtet

| »

Applications Containers

ECM Admin
ECM Admin

m

Administration

Adoption

3. Hover your cursor over the Answers portlet, then click ¢ on the quick toolbar that appears.

4. Make changes in the Answer Portlet form.

Edit Mode Window Settings Select Icon Decoration Themes Access Permission
Display Mode Email Notifications Discussion Category Scoping

Display: [z

Order by: | created Date

O B E

Ascending

Enable Votes and Comments
Anonymous users may submit guestions
Enable Automatic RSS

Display Avatars

HEREE

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
7.5.1.1.1. Change the display mode

In the Display Mode tab, you can set all the default display properties of the Answers application,
including:
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Display: Display all entries in the Answers application for administrators and moderators..

 All: All entries, including approved and unapproved entries/questions, are displayed in a list
when administrators and moderators view.

« Approved: Only approved entries are displayed in the list when administrators and
moderators 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.

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.

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.

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

7.5.1.1.2. Customize the 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
emalil 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 Notifications Discussion Category Scoping
New Question Edit/Answer Move Question
Email Template = O

1

Anew 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 for going to new questions.

&answerNowLink_: will be replaced by the link for going to new questions and open pop-up form
Answer question.

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 * .
You can use the text editor to format the template as you wish.

See al so

View details of Answers

Change the display mode

Enable the "Discuss in Forum" feature

Define the default category for discussions
7.5.1.1.3. 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.
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Edit Mode Window Settings Select Icon Decoration Themes Access Permission
Display Mode Email Notifications Discussion Category Scoping

Discuss in Forum

Select a forum General Discussion/Industry News &

Save

Close

See al so

View details of Answers

Change the display mode

» Customize the email notification template

Define the default category for discussions

7.5.1.1.4. Define the default category for discussions

1. Click ' next to the Select the forum field to open the Select a forum form in the Discussion
tab.

Select a forum x

Select a destination forum for discussions.:

=5 | General Discussion
= Industry News
= Caffeine Lounge
= Introduce Yourself
2 | Mobile development
S | e¥o FC
® i | spaces

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
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In the Category Scoping tab, show/hide categories in Answers. The hidden category is not
displayed in Answers.

Edit Mode Window Settings Select Icon Decoration Themes Access Permission

Display Mode Email Notifications Discussion Category Scoping

& | CeXoEvolution
¢ | Mexo evolution

| Mservices

¢ | Mproducts
g Msolutions
t | 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

7.5.1.2. Set up the FAQ portlet

The FAQ portlet can be added to a page for users to view questions and answers quickly and
easily.

SR exo evolution Home  Agenda  Answers  Discussions  Documents | FAQ | Members  Wiki

Services

Solutions

Training course
5 How can | register a training course?

Other questions

© How to add the Answer portlet to my site?
@ Wher can 1 find the Platform user quide

a test

What is eXo Platform?

* :xuhﬂlatf%rm 3.5 is the first and only doud-ready, integrated user experience platform for building and deploying transactional websites, managing web and social content and creating gadgets and
jashboards.

ar
xo f::lanformlezs companies levarage thaeir existing Java infrastructure, while accommodating changing user behavior driven by censumer web tachnologies such as social netwaerks, social publishing
and forums.

*

Where to download Platform userguide?

The Edit Mode of the FAQ portlet allows you to set the properties to display questions and answers
in the View mode.
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Configure the FAQ portlet

1. Click % --> Portal --> Pages.

John Smith % »

Users »

Documents FAQ Applications fiki

Search: Content 1y
Pages Portal 3
Sites Administration »

Group Sites ID_E o 7

The Page Manager page will be displayed.

Title site Name Type | poral = q

Page Id Title Access Permission Edit Permission Action
portal:zintranet::spaces Spaces [*:/platform/users] manager:/platform/admanistrators = |
portal:zintranet:invitationSpace Irmvitation Space [:/platform/users] manager:/platform/admanistrators S W
portal:zintranet:; pendingSpace Pending Space [:/platform/users] manager:/platform/admanistrators = |
portal:sintranet:: publicSpace Public Spaces [*:/platform/users] manager:/platform/admenistrators = ﬁ
portal::intranet: forum Forum [=:/platform/users] = folatform/adminestrators = |
portal:intranet::mail Mail [=:/platform/users] = fplatform/adminstratars = |
portal::intranet: :calendar Calendar [=:/platform/users] = /platform/ adminstrators = |
portal:-intranet::contact Contact [=:/platform/users] = /platform/adminstrators = |
portal:-intranet:: documents documents [=:/platform/users] =:/platform/adminstrators 5 @
portal:sintranet:: detad Detail [Everyone] = fplatform/administrators 7 o
portal:-acme: :overview Overview [Everyone] editor:/platform/web-contributors = |
portal::scme: news News [Everyone] editor /platform/web-contributors & 0
portal::acme: products Products [Everyone] editor:/platform/web-contributors = 0
el s D e Cmmrrh D TE el [T S S — ]

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 /# €

AL - Page Editor B X
Applications Containers =

Admin =

ECM Admin
ECM Admin

m

Administration

Adoption
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i. In the Display Category tab, you can control what categories will be displayed.

Edit Mode Window Settings Select Ican Decoration Themes Access Permission

Display Category Edit Template Preference
Select Category:
[ & | eXoEvolution

[ i |exXo evolution

Save

Close

ii. In the Edit Template tab, you can use CSS to customize the FAQ template.

Edit Mode Window Settings Select Ican Decoration Themes Access Permission
Display Category Edit Template Preference
Content Template: =
<% -
import org.exoplatform.faq.service. CategoryInfo;

import org.exoplatform. fag.service. Utils; o
impart org.exoplatform.web.application. JavascriptManager;

mn

def recontext = _cte.getRequestContext();
JavascriptiManager jsmanager = rcontext.getlavascriptiManager();

jsmanager .addJavascript(“eXo. fag. UIAnswersPor tlet. createlink (UIFAQPor tet!, ™ +uicomponent.useAjax +7);") ;
%o

<div dass="FAQViewerContainer" id="$uicomponent.id™>
<%

CategoryInfo catelnfo = uicomponent.getCategoryInfo();
if{catelnfo 1= null) {

List subCategorylnfos = catelnfo.getSubCatelnfos();
List questionCates = catelnfo.getQuestionInfos();

Strinn nath = rataTnfn natbathii

Close

This is an example of the FAQ template after applying the new style.

2R eXo evolution

Home  Agenda  Answers  Discussions  Documents FAQ | Members  wiki
»
M

What is eXo Platform?

e¥o Plstform 3.5 is the first and only cloud-ready, integrated user experience platform for bulding and deploying transactional websites, managing web and social content and creating gadgets and
dashboards.

a¥o Platform lets companies leverage their existing Java infrastructure, while accommodating changing user behavior driven by consumer web technologies such as sodial networks, social publishing
and forums.

iii. In the Preference tab, you can enable or disable the bookmarkable URLs in FAQ.
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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
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

7.5.2. 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.

7.5.2.1. 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
guestions 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.
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8 Q

Categories

[i

g

i =Y

Product
Export e

Services

[ =

Import

Add l-
Submit Question
Edit

Delete )

Solutior

r
o

8L

Training

N

Other g

A S v A

Move
Watch
RSS

B ® I e

The second way

If you are already in a category that you moderate, you can perform all actions on this category

Category =

by clicking on the Action bar, then select an action from the drop-down menu.

&n v eXo evolution

i¢| | [ RSS Category ~ | &% Submit Question | &3 Manage Qu

1 Edit Platform?

5 i @ Add Category atrorm:

ZERiZ A L Delete
4t Export N ..

4 ! P :gister a training course?
{j, Import

Score A sweas

See al so

* View details of Answers

« Add a new category

« Edit category properties

¢ Delete a category

* Move a category

« Export/Import a category
7.5.2.1.1. Add a new category

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.
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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.

Add Category

Category
Order

Restricted Audience

18 & B
Description
P
Moderate New Questions M
View Question Authors [
Moderate Answers [
Moderator ighn =
! 4 g &

Details:

Save

Cancel

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

Restricted Audience

Moderate New Questions

View Question Authors

Moderate Answers

The order of the category which must be in the
numeric format.

Select specific users/groups to be restricted
from the category.

Check this option if you want moderate
all newly posted questions before they are
viewable.

Check this option if you want information of the
question poster to be shown.

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.
7.5.2.1.2. Edit category properties

1. Follow one of the approaches described in Manage categories.

2. Select =,
3. Edit the properties.

4. Click Save to save all changes.
7.5.2.1.3. Delete a category

1. Follow one of the approaches described in the Manage categories section.

2. Select from the drop-down menu and click OK in the confirmation message.
7.5.2.1.4. Move a category

1. Follow one of the approaches described in Manage categories to open the drop-down menu.
2. Select

3. Select the destination category from the list.

Move Category To x

Double-click Destination Category

i
g eXoEvolution

| eXo evolution
g Services

B Products

B Training course

i Other questions

Cancel

7.5.2.1.5. Export/Import a category

Both functions can be executed on all categories and questions in the Answers home or a specific
category in Answers.
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Export categories and questions

1. Click & Bwort o 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 & ot tg 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.
7.5.2.2. Moderate questions

In this section, the following topics are covered:

« View all questions

« Edit a question

¢ Approve/Disapprove a question
 Activate/Deactivate a question
» Delete a question

« Move a question
7.5.2.2.1. View all questions

Each question may be displayed in different ways, depending on the preset properties when

creating or editing these questions. To view all posted questions, click & ranase aueszens on the Action
bar to open the Manage Questions form. Here, you can have the overview of all the posted
guestions in the category you manage.

7.5.2.2.2. Edit a question

1. Select & wnaz=cuzzions on the Action bar to view all the open questions.

2. Click ¥ nextto the guestion that you want to edit and scroll down to see the Edit Question form.
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3. Make changes to your question.

4. Click Save to save all changes.
7.5.2.2.3. 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 when approving/disapproving answers:

» All: all approved and unapproved questions are displayed and visible for all users.

« Approved: only the approved questions are displayed while the unapproved questions are
hidden.

If you select Approved, the Moderate Question function will determine the unapproved questions
to display 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.

2. Select/Deselect the Approved checkbox.
The second way

1. Right-click the question title and select Answer Question from the drop-down menu. The
Answer form will be displayed.

2. Select/Deselect the Approved checkbox.

The third way

1. Click & wemma=cuesions on the Action bar. The Manage Questions form will be displayed.

2. Click ¥ or * to approve or disapprove the respective question.
7.5.2.2.4. 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.
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2. Select/Deselect the Activated checkbox.
The second way

1. Go to the Answer form.

2. Select/Deselect the Activated checkbox.

The third way

1. Click & wanaseuesions on the Action bar.

2. Click ¥ or * to activate or deactivate the respective questions.
7.5.2.2.5. 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

éj Manage Questions

on the Action bar, and then click
°

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.

7.5.2.2.6. 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
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2. Select the category to which you want to move your selected question.

Move Question x

Double-click a destination category.:

o
B eXoEvolution

i | eXo evolution

- :
i Services

; .

g Solutions

B Training course

i Other questions

Cancel

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 notification will be only sent to the creator of the question that has been moved.

7.5.2.3. 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.

7.5.2.3.1. Approve/Disapprove an answer

Click IE// f2 on the top right of the answer content to approve/disapprove that answer.
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Note
The approved answer is visible to regular users while the unapproved question is

invisible.

7.5.2.3.2. Activate/Deactivate an answer

Click (% / (2 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.

7.5.2.3.3. 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.

7.5.2.3.4. 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.

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

Z) Comment

from drop-down menu.

2. Enter your comment in the text-input field.

502



Regular user

3. Click Save to finish.

To promote a comment as an answer, click 52 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.

7.5.3. Regular user

7.5.3.1. View details of Answers

After accessing Answers, the left pane is hidden by default. To toggle the left panel, click =¢ 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 ’-i-L eXo evolution Search: ..
3?:::“0"5 %) [ rss | &% submit Question | & Settings | (=) Print
Categories 5 3 What is eXo Platform? «—— Click the question title to view its contents
Jack Miller
.
b Products 3 3 How can | register a training course?
Mary Williams
P Services - —
b Solutions A
4 2  Where to download Platform userguide
b Training course - - John Smith
P Other questions ‘

Rating  Number 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

* Print
7.5.3.2. 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
& swmravesnon from the drop-down menu

or go into the category that you want to submit questions, then click « swemtauesion 0N the Action bar.
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The Submit Question form appears as below.

Submit Question x
Question : =
Defails : | |: ) B I UISES=Esiisi==&= |6 # 3
Language : |Engish (Default)
Author @ [0, *
Email : john.smith@acme. exoplatform, com =
Attach Files :  Attach 3 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.

See al so

* View details of Answers
« Edit a question

« Answer a question

« Comment on a question

» Send a question to others
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« Discuss a question in forum

« Rate a question
7.5.3.2.1. 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
&

L&

as below.

S (£ [9 i =

4.0
ﬂ How can I register a training course?

How can 1 register a training course for Platform 3.57 Which course is right for me?

Thu,Nov 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.

3. Click Save to save all the changes.

See al so

* View details of Answers

e Submit a question

» Comment on a question

« Send a question to others

» Discuss a question in Forum

« Rate a question

7.5.3.3. Answer a question

A question may have multiple answers and each can be moderated separately.
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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.

f v eXo evolution

9 |l RSS | &% Submit Question Settings ' [ Print

4 3 How to add the Answer nortlet to mv site?
- L Jack Miller =) Comment
Score [ 7
5 2 Where can | findthe P = Send
_ Mary Williams
core ANSWers

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.

The Activated option enables your answer to be shown or hidden. By default, an answer is always
shown.

4. Click '* 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

7.5.3.3.1. Edit an answer

Regular users can only edit their answers.

1. Click " on the top right of the answer that you want to edit.
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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

7.5.3.4. 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

 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

e Answer a question

» Send a question to others
 Discuss a question in Forum

« Rate a question
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7.5.3.5. 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
=A

2. Enter the receiver's email address into the To field.

Send Question by Email b 4
-
From: [3ames Davis #
Email: james.davis @acme . exoplatform. com #
i *| Add CC | Add BCC |
Language: English El
Subject: Where can i download the eXo Platform manual? &
= - . o — — = &
Message: i g | Y /B 7 ui=S ===

F— =

=== iE e i0 % 2

-

Hi,

You may be interested in this question::

m

Question: Where can i download the eXo Platform manual?
Details:
thats is...

Click here for more details.

Send Cancel

3. Select the display language for the question content. English is set by default.

4. Click Send.
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See al so

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 question's subject and the message content will be changed
accordingly.

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.

* View details of Answers

e Submit a question

¢ Answer a question

« Comment on a question

 Discuss a question in forum

« Rate a question

7.5.3.6. 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

(i

on the top right of the question pane.
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& =@
4.0

The second way

» Right-click a specific question and select Discuss in Forum.

5 2 Where can | find the Platform vear auida
Mary Williams ) Comment
Score Answers
v Answer Question
4 3  How to add the Answer p M  Send
Jack Miller &;s_:l
Core Answers

The topic posted in Forum needs to be approved by the administrators or moderators before you

can
the

view it. To go to that topic, right-click the question title and select Discuss in Forum from
drop-down menu again.

Topic in forum eXe evolution 5

See

Topic

&, @ sticky: Forum rules G
= John Smith

= How to add the Answer porlet to my site?
John Smith

al so

* View details of Answers

e Submit a question

¢ Answer a question

« Comment on a question

e Send a question to others

» Rate a question

7.5.3.7. 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.
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2. Click the star on the top left of the question content.

avea=

After being rated, the vote statistics will be updated.

BZeH=
40
N

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

7.5.3.8. 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 investment. Atten
gain hands-on experience with eXo Platform, while learning the key concepts related the successful architectural desian
and administration of eXo-based solutions. eXo hosts training sessions in several professional training centers around ¢
instructors to customer locations.

eXo provides 3 courses on different subjects and attender: eXo Training and Certification Program
eXo Fundamentals (2 days), eXo Developer (3 days), eXo Architect (2 days)

For detailed information, refer to this page http://exoplatform.com/company/en/services/development-training

Thu,Nov 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.
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Note

You cannot vote for an option twice but changing your voting is possible.

See al so

* View details of Answers
« Answer a question

+ Edit an answer

7.5.3.9. 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 = ,

Categories

P

Services @
Solutions @

Training course &

R A v

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

7.5.3.10. 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.
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T By Rss Category = | &% Submit Quest

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

7.5.3.11. Edit user settings

When going to user settings, you can change how Answers will display the entries][513], manage
your subscriptions [513] and change your avatar [514] here.

Change your user settings

Click @ sstines o the Action bar. The Settings form will appear.

Settings x
Order by: |Created Date - |
|;'-‘«sc:ending M |
Sort question by [
popularity
Watches &

Avatar: @
€

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.

Manage watches

1. Click # to open the User Watch Manager form.
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User Watch Manager b 4

Category Unwatch
categories = eXo evolution > Products
categories = eXo evolution > Services

categories = eXo evolution > Solutions

¢ @@ @

categories = eXo evolution > Training course

Watch by Email:
4 james.davis@acme.exoplatform.com

Cancel

2. Click the category title if you would like to view details or click S 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
7.5.3.12. View public user profile

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.

User Profile x

Profile of: James Davis

Username: james
First Name: James
Last Name: Davis

Birthday:
‘.‘ / Gender:
K'/ Email: james.davis@acme.exoplatform.com

! Job Title:
James Davis Location:
Join Date: Thu,Mov 17,2011 Home Phone:
Last Login: Wed,Nov 23,2011, Work Phone:

06:01 PM Website: /portalfintranet/profile/james

Close
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This form shows the selected user's profile, including the join date and the last login time.

See al so

* View details of Answers
7.5.3.13. 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.

7.5.3.13.1. 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 .y

2. Click 4, or press the Enter key to perform your search.

The Search Results window will open with all matching categories and questions.

Search Results x

Matching Entries and Categories

Name Created
on
(7 Where to download Platform userguide 11/24/2011 =
L Platform 11/24/2011 -
= Where can I find the Platform user guide 11/23/2011 =
i What is eXo Platform? 11/24/2011 -
Close
¥
Details:
Item Description
) The question has been answered.
E-] The question has not been answered.
£ The category containing your entered
keywords.
Click this icon to go into a question or a
category.
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See al so

¢ View details of Answers

* Advanced search
7.5.3.13.2. 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. Click # on the Search area.

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 deselecting the categories or entries from
the "Search in" drop-down menu. This form is set by default.

Advanced Search x

Term [piatform

Search in |Z|
Created between

And

Search Close

« Searchin 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 x

Term |platform
Search in Categories Iz'

Name |prodycts
Is Moderate |yes [-]

Moderator

Created between 09/02/2011

And (1112472011

Search Close
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« Search in entries/questions to find your expected questions, answers or comments by selecting
Entries from the drop-down menu.

Advanced Search x

Term |platform

Search in | Entries [-]

Author

Author's Email

Language |Engiish [=]

Question |iink download

Answer

Comment

Created between [pgn2/2011

And (1172412011

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

* Quick search

7.5.3.14. Print

Print all questions with their answers of a category and its sub-categories

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.
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i » eXo evolution » Products

|| o 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 === on the top right of the question pane. You will see the question and its details as below:

Where can i download the eXo Platform manual?

that's is...

2

Fri, September 30, 2011

Answers

The eXo Flatform manual is included with the Platform package so you dont have to download it

b2

Mon, October 03,2011
root

this link may be useful:

http://community.exoplatform.org/portal/public/classic/documentation-public

Man, October 03, 2011
mary

Print Close

3. Select the Print to start printing.

See al so

* View details of Answers
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Build Social Network

Social is an application of eXo Platform, which gives users rich experiences with many features
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 your own profile. Besides,
Social supports the OpenSocial API standard 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.

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

dcme

default

After entering Intranet, you will be directed to the Intranet homepage as below.
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™ My Sites My Spaces Dashboard Edit John Smith & #
Network Updates Space Updates My Status
Invitations Bookmarks
People Space e
o . . ﬁ John Smith * Discussions
2. Jack Miller & Waorkang with UL Team b wiki
Find More & hitp:/fexoplatform.org » Documents
Source : http://exoplatform.org » Agenda
N o about ites ago * Comment | Like
Agenda Zo—dl Favorite Documents  Show all =
Events (D) Tasks (0) Mary Williams My Favorites My Doguments
| Mary Wiliams is now connected with John Smith,
- Comment | Like
Featured Poll ~ John Smith
Y You are now connected with John Smith.
“ o about 21 minutes 2 Comment | Like
g~  JohnSmith
7 You invited James Davis to connect.
.\m - 1 Comment | Like | Revoke

8.1. 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.

John Smith

f_.‘ Write something...

N\

sy

My Profile Activity Streams
My Netwaork Find People
Change Language
(® Logout

The Account Profile form is displayed with information you have set previously.

Account Profiles Change Password
Username: john "
First Name: jghn "
Last Name: gmith *
Email:  john,smith@acme. exoplatform.com #

Save Reset

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

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

The first way

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

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

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

John Smith

Write something...

[ o]
o\ First way Second way

My Profile Activity Stream

My Network Find People

My Account3y . Change Language
’ Third way g quag

@ Logout

The My Profile page is displayed as below.

John Smith

Team Leader(EdD
Basic information GED
User name: john
First name: John
Activity Stream Last name: Smith
Email: exoiohnsmith@exoplatform.com
My network Contact @
Gender: male
Phone: Work: 083567982
work: 045672944
Ms: Skype: JohnSmith_eXo
urls: no contact link entered
Experience G

Mo 12, 2010 Team Leader at JBRAS Corporation
Nowember 12, 2010 Until now

Lead two teams: Social and CT

Leadershap, JavaScript, Managemant

Past
Jun 1, 2009 Technical Leader at ACME Corporation

June 1, 2009 to November 11, 2010
Manage Social Team and resolve technical issues. Development, Management, Leadership

From here, you can:

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

« Update your current position.

View profiles of other 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
* 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 other
users.

See al so

¢ Manage accounts

Build networks

Follow activities in your organization

¢ Manage spaces

Use the Dashboard workspace

8.1.1. Edit your information

Your own information is visible to all people using the network. You can change your information
as follows:
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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.

Contact

Gender: male

Phone: Work - 083567982 Remove |

Work ~ 045672044 [Remove] [(2dd]
IMs: Siype «  JohnSmith_exXo Remove | Add

Urls: no contact link entered Add

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

Basic Information

Field Description

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

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

Email The email address which must be
in a valid format, for example,
johnsmith@exoplatform.com.  (See  more
details about the Email Address format here
[12].)

Contact

Field Description

Gender The gender of user. Select your gender from
the select box, either male or female.

Phone The phone numbers at work, home or at other
sites which must be 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
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Field Description

Organization

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

Position The job title which is limited from 3 to 90
characters.

Job Details Brief description of your job without any
character-related limitations.

Skills Used Skills used without any limitations.

Start Date The start date of your work.

End Date The end date of your work.

Still in this position

Indicate that you are currently at the described
position.

See al so

» Upload your profile avatar

« Update your current position

8.1.2. Upload your profile avatar

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

Manage permission.

1. Click the Change Avatar link, or directly click your current avatar in the left pane to open the

Avatar Upload form.

Avatar Upload

Please upload a picture with a size below 2 MB.

Name:

Upload:

2. Click Browse... to open the File Upload form.

[Gowes. |

3. Select your desired image, then click the Open button to upload your selected image. The

uploaded photo must be smaller than 2 MB.
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4. Click Confirm to open the Avatar Preview form to see some related information, such as file
name, file type and image size.

Avatar Preview »

File name: [John] JohnSmith - System Administrator jpg
File type: image/jpeg

Image size: 5.0 KB

=

Ao

Save Abort
5. Click Save to accept your changes.

Note

Your image will be automatically resized to a specified value.
8.1.3. Update your current position
1. Click the Edit link.

John Smith

Team Leader

The form to update the current information will appear.

John Smith

|Technica| Leadeﬂ |* 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 Position field of the
Experience section will be retrieved when you do the Search function.
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8.2. Manage spaces

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

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

™ My Sites My Spaces Dashboard Edit

The My Spaces page appears as below.

Find Space: P + add New Space

Filter By Alphabet

m,:acnl:rcullKLMNOPGRSTuvwxvz
All Spaces My Spaces Received Invitatbions Pending Requests

Spaces Found: 2 matching “All’ filter.

ﬁ eXo Support Team 3. EeX0o)|
Fo s ¢ Forp

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.

8.2.1. 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:

1. Click +#~wnewsezee - gt the right corner of Space page.
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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 b 4
Settings Wisibility Invite users from group

Name |.xqFc *

Priority | intermediate El

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

Description The space for all members in eXo Football Club.

| Create |

3. Select an access level in the Visibility tab.

Add New Space x
Settings Visibility Invite users from group

Visibility @ visible © Hidden
Registration ) Qpen @ validation © Close

(Space membership requires validation)

| Create |

 Visibility: By default, the Visibility value is set to be Visible.
* Visible: The space is always visible in the public spaces list.
» Hidden: The space is not visible in the public spaces list.

* Registration: By default, the Registration value is set as Validation. 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.
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 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.
e 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 Hew Space x

Settings Wisibility 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 wvou want to select a group to invite users to join the newly created
space, please click the check box.

| Create |

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

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

Select a target group for this space b 4
4 platform
Croup to invite users The child group to invite users
‘ﬁ v Splatform/administrators

= &, Platform
s Administrators

You will see your selected group as below.
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Add New Space b4

Settings Wisibility Invite users from group

Selected group: /platform/administrators
Select a target group for this space

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

If vou want 1o 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 this is the
first time you create a space, so you cannot select a target group.

Add New Space X

Settings Wisibility Invite users from group

Select a target group for this space

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

This feature is disabled because you need to be manager of a group
10 inwvite 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.
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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.

8.2.2. 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 L

Members: 1

For members of PLF team.

| Leave | Delete

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 =7,

M8 X0 Platform@®

8.2.2.1. 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.
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m
¥ FLF DOC Team Home Agenda Discussions Documents Members Wiki

Access & Edit

e)(g

Applications

Nawgations

Name: ps poc Team

Description: 'For peopk wha are responsbie for PLE

Priority:  Intermediate

Save

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

« To change the space avatar, click
&

, 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.

3. Click Save to accept your changes.

8.2.2.2. 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.

8.2.2.3. 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.

8.2.2.3.1. 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
a2
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To invite multiple people, use commas to separate your multiple entered usernames.

The second way
1. Click & to open the Select Users form.

Select Users x

Search: Usemame

[ Username First Name Last Name Email
|:| Larry Larry Tran Larry@gmail.com
] demo Jack Miller jack.miller@acme.exoplatform.com
= 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

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 & 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.

8.2.2.3.2. Revoke your invitations

If your invited users have not accepted your requests, you can revoke your invitations by clicking

I . The users will be removed from the Invited list.
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8.2.2.3.3. Promote/Demote a member

« To promote a member to the manager position, click

o

in the Manager column. The user will be automatically promoted as a manager in the current
space.

* To demote a member, click
)

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.

8.2.2.3.4. Remove a member

Click ' corresponding to the member you want to delete in the Members list.
8.2.2.4. Manage space applications

To manage space applications, click the Applications tab to go the Applications page.

Bl pLF DOC Team

Dacuments Members Wiki

Sattings

) Delete application
Access & Edit s Members —=[@]
Membere Members Partiet

Navigatians

===u| Space Setting
Space Setting Portlet

s Wiki
Wiki Portiat

L

Add Appication id new application Total
pphca e Add new applicabor Total pages: 2 ® o« 1/ 2 »

8.2.2.4.1. Add a new space application

1. Click Add Application to open the Application List.
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Application List X

Controller
Dashboard
ECM

Add this application

"ad|  Ccontent Browser
Content Browser

m

=an|  Fast Content Creator

Fast Content Creator

Form Generator Portlet
Forms

Gadgets

Integration

MNavigation

Newsletter
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.

8.2.2.4.2. Delete applications

To remove an application, click fu corresponding to the application name.

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

8.2.2.5. 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.
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PLF DOC Team &

[spaces/plf_doc_team

Settings
Access & Edit ﬁ
Members [=RS :
+ Add new Node
Applications Discussion
4 Edit Node's Page
& Edit this Node
e = Document:
['] Copy Node
i |=] Agenda .
2 Clone Node
12 Members
4 Cut Node
P 2] Space Setl
Delete Node
4 Move 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.

* Right-click any white area to display

=+ 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.
8.2.3. Join/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:

e The first instance: For spaces without validation required, click Join corresponding to your
desired space. You will automatically become their members.

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

eXo FC 2

Members: 1

For activities related to eXo FC's club

Leave a space

» To leave the space which has been validated, simply click Leave.

Doc Team &

lf Memhbers: 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 4

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.

8.2.4. 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
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 After entering the My Spaces pane within the Spaces application, left-click the name of your
desired space.

Left-click this link to see -
N details of this space [SrA®] <o Platform 2
& Members: 2

0 X0 FC's club Formembers of PLF team

Edit | Leave | Delete

&Xo Developer Teams 2
o 25 and ideas related to Co

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.

8.2.5. Delete a space

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

8.2.6. Search for spaces

The Search function in the Spaces application helps you easily find spaces from one of the tabs
in the Space navigation.

After accessing your desired spaces tab, you can search for spaces by Name and Description
or Alphabets.

Search by name/description
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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.

8.2.7. 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.

ansoaces | mysoaces | ([ETESMTANRENI | Pending Requests

Spaces Found: 4 matching "All' filter.

exo eXo Platform ﬁ Support Team
i

Members: 2 Members: 1

For members of PLF team For members of Support Team

Acoeit | Deny

~ Mobile Team ¢ n Other stuffs &

.N.:E Members: 1 {/ Members: 1
For members of Mobile Team This space has no descriptive summary
Accept | Deny Accept | Deny

 Click Accept to accept joining the space.

 Click Deny to refuse joining the space.

8.3. 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.

John Smith

!’_." Write something...

i

My Profile Activity Streams
My Netwark Find People

My Account Change Language
() Logout
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The Network page appears and allows you to do the following actions:
» Search for your contact.

* Send connection requests.

pople directory

Find Contact: #  More option
W= &
A

Pe
‘ Bl » 8 cp EF G H I J KL MNOPG GRSTUVWIXY Z

atar All People m Received Invitations | Pending Requests

Activity Stream

Change

People Found: 3 matching "All" filter.

Mary williams v m Gabriel Pascal v @ James Davis v
- o ®
Delete Delete

Delete

My Profile

This page consists of the following tabs:

« All People: list users who have registered in the eXo Platform 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.

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

8.3.1. 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.
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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: | @ btion

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.

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

8.3.2. 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.

John Smith

f_.‘ Write something. ..

e
sy
My Profile Activity Streams
My Network] |Find People]
My Account Change Language
Q) Logout

2. Invite your desired contact via one of two ways.

People directory

B (»][=)[c)[e][E][F][s][w] ] a] [x] ] [w] (] o] (e fa) [r] ][] [w] [v] (w] [x][¥][z

Jack Mi ;no n James Davis
3 ack.n ne.exoplatform.com £ james. davis@acme.exoplatform.com
Deny | Accept nvite

Paople Found: 4 matching "All’ filter.

m Gabriel

The first way

Click Invite to send your connection request.
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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

o

Activity Stream Last name: Williams

My Profile * Email: mary.williamsDacme. exoplatform.com

My network

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.

8.3.2.1. 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.

8.3.2.2. 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.

8.3.2.3. 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

B} A||B||C|D|E|[F||G|/H|[1||J|K|I[L||M|N|[O|P|Q|R|S|T|U|V WIX|Y|Z

AllPeople | | Received Invitations | Pending Requests

People Found: 2 matching "All" filter.

ﬁ James Davis + n Mandy Rose +
o ¥ -
%0 | [Sa e e frst way Delets

The first way

The second way
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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.

Mary Williams ~

Activity Stream =
Profile + Email: mary.williams@acme.exoplatform.com
My network

8.4. 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
5‘ e ething
sy
My Profile Activity Streams
My Network Find People
My Account Change Language
Q 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 established 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 activity streams.

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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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.

8.4.1. 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.

Tem’g‘ John Smith

~
i

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.

Working with LI Tieam|
Waa
W& Add: & Link W File 4— Share document T

E—

My Profile

My network Mary Williams
Mary Wilhams is now connected with ) it
| - i i

3. Click Share to accept sharing your status.

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

8.4.2. Share a link

1. Click @ Link
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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.

What are you working on?

Add: ¢ Link B File
T Cheap flights | Jetstar

& /4G Flease select yourcountry and language:
D No thumbnail http:/fwww.ISAights.com/vn/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 your entered link with your connections, or click @ Link again to remove
your entered link.

8.4.3. Share a file

1. Click ™ File to open the Browse files box.

Add: @ Link B File

| B

2. Click Browse files to open the Select Document form.

Select Document x
Select Drive Personal Drives -
'ﬁi\;:‘fpersunal Documents Private "'4:"’ [ 3]
50 videos B
Music

| &

=0 Pictures
02 Searches

L% Favorites

m

LY Folksonomy
I3 Bookmarks

0 hbgvfds

’ Select ” Cancel I

3. Select the relevant drive category from the Select Drive drop-down menu.
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Delete activities/comments

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

Note

You can also click % to select a file from your local device; or click ' to create

a new folder.

You will see your uploaded file in the Browse files box as below.

What are you working on?

Add: @ Link

B Test.vcf

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

« To remove your uploaded file, simply click

s

next to your selected file, or click

B File
again.
8.4.4. 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.

All Updates Network Updates Space Updates My Status

2. Select the activity you want to delete, then click . The confirmation message will be displayed.

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

8.4.5. 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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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.

Mary Williams
d Mary Williams is now connected with John Smith.
l' = about 11 hours ago = | Like
f. Do you remember me?

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

8.4.6. Like/Unlike activities

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

Like activities

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

2. Click Like beside the activity.

Mary Williams
- Mary Williams has a new profile picture.
) ® |ess than a minute ago * Comment | Unlike
|

You like this.
Unlike activities

You only can Unlike an activity after you liked it.
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