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

* 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 content, newsletters and
workflows.

» 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 FAQs.

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

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

» 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.

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

Portal

A web-based environment which is used 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

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 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
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A node tree (so-called menus) which contains 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
dcme
£ default Add: ¢ Link B File

« My Groups: This menu contains the navigations binding to groups that you belong to. When being out of the box, this
menu does not appear, but a portal administrator can assign you to a functional group. It means that you are granted
the access to restricted pages of 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 the space's applications.

" My Sites Dashboard Desktop Edit

DOC Team
My Profile i
eXo Platform »
John Smitd . -
(o] =M™ Find Spaces Add: @ Link B File

Edit Mw Pr

« 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.

N My Sites My Spaces Desktop Edit

h Click & Type Page Namea
Mu Profile

» 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.

- My Sites My Spaces Dashboard Desktop

Content
My Profile
Page
Johm Smith
. &0 Li : site
!:." Edt My Profic Add: & Link B Fila i

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.
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Gadget

A mini web application which is run on a platform and can be integrated and customized in the website. You can add these
gadgets to your dashboards by yourself.

Modes

eXo Platform offers two access modes by default:

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

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

Permission

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

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

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

» Edit permission enables users to change portal content (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 modify any page of 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

A locus where content or digital data are maintained. Users can access without traveling across a network.

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

In details, a drive consists of:

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

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

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

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

Node

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

This term 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

An audio file which you can download and listen to on your device, such as a computer, or a MP3 player.

File Plan

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

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

« Describe what broader category of records to which the items belong.

* Indicate where records are stored.

« Describe the retention periods for records.

« Delineate who is responsible for managing the various types of records.

Symlink

A special file which contains a reference to a document or a folder. By using symlinks, you can easily access specific nodes
(target) to which symlinks point. In Sites Explorer, a symlink has a small chain symbol next to its icon.
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Documents.ink

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.

exXo

Welcome to

eXo Platform 3.5

What's New in Advanced Content Rich Social and
eXo Platform 3.5 Management Collaboration Features

eXo Platform 3.5

The Cloud-Ready Portal and User Experience Platform

Getting Started

S cars may want ta chack aut
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User Guide
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More Resources

il T
=iis
Community

s Prepare Your
What Can You Do with eXo Platform 3.5 ? Team

Here, you have an overview of eXo Platform through default content 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
Management

Login to the ACME website

Rich Social and
Collaboration Features

Login to the ACME social intranet

e Or, at the bottom of default page's body:
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http://mycompany.com:8080/portal/default.

Explore the ACME website and social intranet:

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

7 Note

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

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

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:

Create a New Account
reate a few un i Fill this form to register your

usar account. Then click here to

Username:; john lazxgim
Password: sassss - Click to check if your username
Confirm Password:  ssssss - = avalable
First Name: john =
Last Name: smith -
Email Address:  johngmith Gacme. exaplatform.com -
Text Validation: sys .7
’,,-———-—-..__h“-
GySed| =
Subscribe Reset
Details:
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. The username must be:

* Lowercase (a- z), digit (0 - 9), underscore (_), and dot
(.) characters, but consecutive underscore (_) and
dot (.) are not allowed.

« From 3 to 30 characters in length.

* Lowercase for its first character.

« Lowercase or digit for its last character.
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Field Description

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 email address, called local part
and domain (for example, local_part@domain):

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 (0 - 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.

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.
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Explore the ACME website and social intranet:

Visit the ACME website Enter the ACME social intranet

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

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

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

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

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

=, ) Iohn Smith
& An administrator with administrator rights on the platform. he can manage security access and application.
Login as John

The second way
1. Click the Login link to open the Sign in form.
Sign in

Username |2 John

Password e TESEEREERRE

[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.

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

My Account Change Language

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

John Smith 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 here

[6].

Change your password

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

Account Profiles Change Password
Current Password: see =
New Password: essses =
Confirm New Password: sessss =
Save Reset

2. Input your current password to identify that you are the owner of this account.
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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 first way. [7]

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

1. Click the '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 quickly, please follow the troubleshooting steps below.

1. Recover your password: enter your username, then click "Send".
2. Recover your username: enter your email address, then click "Send”.

® Forgot My Password
© Forgot My Username

Next Back

2. Select the appropriate option, then click Next.
You will be prompted to provide identification information, depending on your choice.
* If you select the Forgot My Password option, you will be prompted for your username.
Forgot Username/Password
Username: &

Send Back

« If you 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.

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

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

TN My Sites My Spaces
default
My
intranet  » |
§ acme file

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 = sesconfig jn the Edit Inline Composer form. The Site Settings form appears.

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

N —

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 E to save all changes.

The second way

1. Hover your cursor over %, then select Portal --> Sites.
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Who is

John Smith ©F

Users »
C . -
Applications

Your col Content .\

Pages
Sites
Group Sites

The list of all existing portals will be displayed as below.

acme #| Edit Layout
default m Edit Layout
intranet a Edit Layvo

Portal »

Administration »

IDE
Ed ga 0 Edit t nfig
) Edit Navigation & Edit Portal's Config

Edit Mavigation & Edit Portal's nhg

Add New Portal

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

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

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

The third way

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

0

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 ©F

My Account

Change Language

Q) 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

French

Apply

2. Select your desired language.

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

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

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 &F 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@omail.com Z
demo Miller Jack jack.miller@acme.exoplatform.com =
James Davis James james.davis@acme.exoplatform.com = m
john Smith John john.smith@acme.exoplatform.com =
mary Williams Mary mary.wiliams@®acme.exoplatform.com =
raot Sandler Adam root@localhost.com = 1

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.

i -3 .

User Management Group Management  Membership Management

Account Info User Profile User Membership

Given Name: Jack
Family Name: jadk
MNick Name:  smith
Birthday: 21/2/1983
Gender: Male hd
Employer:  acve
Department: PLF Team

Job Title: Developer

Language: -

English
French

4. Click Save to accept your changes.
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This chapter covers the following topics:

* Add auser
* Manage users
* Manage groups

e Manage memberships

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

John Smith <

¥

Add Users Lsers
Applications

Group and Roles
wur wu Ccntent »

Portal »
Other (( o )

Administration »

1DE
Bookmai...

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

User Name: [,

Password:

........
Confirm Password: [,,.eeess
First Name: [jonn

Last Name: [grih

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

Save Reset

2. Fill all fields in the Account Settings tab which must be completed. For more details on these fields, see here. [6]

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.

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

memberships.
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John Smith &

Add Users Users »

Group and Roles Applications
Content »
Portal y

Administration »
IDE

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

User Management | Group Management  Membership Management
Isear(.l\: Ines hame [= |

User Name Last Name First Mame Email Action
anh nguyen anh adfsdfifigmail.com i
demo Millar Jack Jack millen acme. exoplatform.com ! W
james Davis James james. davis @iaome. exoplathorm.com f W
pohn Smith John pahismith @ acme. exoplationm.com f W
mary illiams Mary mary.williams§acme.excplatform.com f W
root Sandler Adam rect@localhost.com f

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.

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 User Name E|

User Name
Search term
Email
demo TTTITET
james Davis

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

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

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

2. click & corresponding to the user with the information you want to edit.

3. Selectthe Account Info tab to edit main information of the user, including First Name, Last Name, or Email Address.
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& & 2

User Management  Group Management — Membership Management

Account Info User Profile User Membership
User Name: james *
First Name:  James -
Last Name: Davis *
Email Address:  james.davis@acme exoplatform.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. [6]

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

5. Select the User Membership tab to see the group membership information of the user.

The User Membership tab displays which groups the selected user belongs to.

To remove the user from a group, click .

6. Click Save to accept your changes.

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.

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

& Mansgement | Group Mansgement | Memberahig Mansgemeant
l B Oroznizat Employees ]
Groups Group Info
t User Name First Name Last Name Mambership Type Email Action
S i Employees )
mary Mary Williams member mary.willams@acme.exop |
# i Management
pohn John Smith manager john.smith@acme.exoplat! - |
demo Jack Miller member jack miller @ acme. exoplath A |
james James Davis member james.davis@acme.exoplz A |
raot Adam Sandler . root@localhost.com - |
Add Member
Usemame
Membersh | mamoer o0

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.

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.

#F Organization » Management

Groups + =
t
@ Employees
Ellﬂi Management

:.ﬂ:i Executive Board

oy
[+ s Human Resources

Click *'in the left pane.

The Add Group form will be displayed in the right pane.
Add Group
Group Name |ayg plaform H
Label

Description |For excers

Save Cancel

Details:

Field Description

Group Name Name of the group that is required and unique within the
portal with its length from 3 to 30 characters. Only letters,
numbers and underscore characters are allowed for the
Group Name field.

Label
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3.
4.

1.
2.

3.

Description

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.

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.

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

Click = 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 forganization/management group

Save Cancel

Make changes on the fields, except Group Name.

Click Save to accept your changes.

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

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

i - &
User Management  Group Management Membership Management
i Organization » Management
Groups -+ & Group Info
t User Name First Name Last Namwe Membership Type Email Action

& 4 Employees
& 4 Management
Add Member
#- s Executive Board

% s Human Resources Username -

Membership | memper ;I (w]

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.

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

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

User Management | Group Management | Membership Management
Eid " » Management
Groups + = W Group Info
t. User Name First Name Last Name Membership Type Email Action
H-- s Employees
= ¥ Management
Add Member
- s Executive Board
& 4 Human Resources Usemame O

Membership | member .@

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

Select User x
Search: jame| Username |z| 4
O username First Name Last Name Email
O 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  demo
Menbership [mber 1@

Save

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.
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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.

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 |Z|
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.

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.

- ;-
Group Management Membership Management
Created Date Modified Date Description Action
10:11:23 2011-11-17 10:11:23 2011-11-17 member membership type Al |
author 10:11:23 2011-11-17 10:11:23 2011-11-17 author membarshep type f
editor 10:11:23 2011-11-17 10:11:23 2011-11-17 editor membership type A |
manager 10:11:23 2011-11-17 10:11:23 2011-11-17 mana edit f
redactor 10:11:23 2011-11-17 10:11:23 2011-11-17 redactor membership type A |

Add/Edit Membership

Membaership Name membe

Desoplon |mesber membersho fpe

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.

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

3. Click Save to accept your changes.

Click in the Action column.

2. Click OK in the confirmation message to accept your deletion.
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This chapter covers the following topics:

» Manage permissions instructs you how to set permissions on a portal, page, category and portlet.
* Manage sites gives steps on how to create/edit/delete a portal, and how to switch between various portals.

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

» 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.

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 [3] section.

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.

John Smith L

Isers

Applications

Content
Pages Partal
Sites Administration
Group Sites IDE

=" Tirwt

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.
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acme i@ Edit Layout (#) Edit Navigation it Edit Portal's Config | @ Delete

default U@ Edit Layout #) Edit Navigation i Edit Portal's Config

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

Add New Portal

2. Select Edit Portal's Config --> 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.

Note

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

After entering into the Permission Settings [23] 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

Empty Data

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 ®

LTy

Browse and select a group Select a Membership
1. b member i
lﬂi Development » author
: o » editor L
lﬂi Organization » manager £
lﬂi Platform ' redactor
- 48 sandbox v validator 0
lﬂ'r Spaces L] A
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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.

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 the Edit permission to a
user, you must add him/her to the editors group of the relevant portal.

After entering into the Permission Settings [23] 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.

To set permissions on a page, you first need to go to the Permission Settings [42] 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:

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

2. Locatethe page you want to edit using the Page Id column, then click = corresponding the page in the Action column.
You will be taken to the Page Editor window.

3. Select the Permission Settings tab.
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Note

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

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

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.

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.
&3 Manage Applications = Portets == Gadgets
=7 Add Category Actions 4| Impart Applications
Categories Admin » ECM Admin
i e \ Display Name: ECM Adnin
- i ] s Hame: local._ecmadmin ECHMAdmnPortiet
b Adrministration } e Description: ECH Admin
¥ Adopbion
+ Collaboration Default Permission Settings
boration Make it public (evaryone can access £
+ Content
» Controlier These access permissions are sst by default when this component s used.
* Development
2.

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

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

1. Gotothe Manage Applications page.

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

The selected portlet will be highlighted in grey in the left pane with its detailed information in the right pane.
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Catego, i A
20 ggfe ed category Admin » ECM Admin
2

* Admin . i

- Display Name: ECM Admin

ﬂ Name: local._ecmadmin.ECMAdminPortiet
Description: ECM Admin
+ Administration
* Adoption
Default Permission Settings
* Collaboration L
» Collaboration Make it public (everyone can access): [
» Content Group 1d Membership Type Action
* Controller Empty Data
+ Deveal t —
Dol &F Add Permission [#—— Add Permission
* ECM
* Fag
These access permissions are set by default when this component is used.

* Form Generator Portlet

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

You can perform this action only when you are a member of the /platform/administrators group.
1. Open the Create New Portal window by following one of the two ways:
The first way

Hover your cursor over Edit --> Site on the Administration bar, then select Add site from the drop-down menu.

My Sites Dashboard Edit
U Content
Site » I Layout

ol & Mavigation

The second way

i. Hover your cursor over 1 on the Administration bar, then select Portal --> Sites from the drop-down menu.

acme & Edit Layout (#) Edit Navigation i Edit Portal's Config G Delete
default I& Edit Layout () Edit Navigation £ Edit Portal's Config
intranet I& Edit Layout (#) Edit Navigation Q Edit Portal's Config @ Delete

Add New Portal

ii. Click the Add New Portal button.

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

Portal Name: -
Label:

Description:
Locale: English - =

Skin:  Defauk -

Save Cancel

2. 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.

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

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

Portal Settings Properties Permission Settings Portal Templates

Keep session alive: On Demand -

Show info bar by default &

Details:

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 "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;
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Description

meanwhile new portlets, which are created after this
option is deselected, will be shown without the info bars.

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

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

Note

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

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

Click Save to accept creating your new portal.

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.

My Sites Dashboard Edit

intranet
default

acme

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.

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

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

acme i@ Edit Layout (#) Edit Navigation L Edit Portal's Config @ Delete
default i@ Edit Layout (&) Edit Navigation & Edit Portal's Config
intranet i@ Edit Layout () Edit Navigation & 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.

3

Change the portal's navigation by clicking Edit Navigation.

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

Delete the portal by clicking Delete.

To edit your selected portal's layout, your first need to follow one of ways above [29] 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 LR X
Banner Signin Searchbax
Apphcations Containers

Admin

/ \ ECH Admin
Navigation i ECM Adn

Aty
Administration
Adoption
SodalBogkmarki
eeamasEmarn Callaboration
Callaboration
Cantant
‘Controller
Development
Page Description ECM
Fag

& Site's Config Switch View Mode

Note

For more details on how to edit elements, see the Edit a specific portlet section.

To edit your selected's navigation, your first need to follow one of ways above [29] to open the Edit Navigation form.
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acme & Edit Layout () Edit Navigation {:L Edit Portal's Config | @ Delete
default I& Edit Layout () Edit Navigation L3 Edit Portal's Config

intranet & Edit Layout (#) Edit Navigation & Edit Portal's Config | @ Delete

Add New Portal

The Navigation Management form appears.

Mavigation Management x

acme

Qverview
News
Products
Questions?

Search

New Account

page2

Add Node Save

Note

For more information about actions, which can be done in the Navigation Management [31] form, see
the Manage navigation nodes section.

Configurations of a portal include settings, properties and permissions that can be set by following one of ways above[29]
to open the Edit Configurations window.

Portal Settings Properties Permission Settings

Portal Name: ;e

Label:

Description:
Locale: |gngish =
Skin: [ Defautt |z|

Save Cancel

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

Note

For more details on these fields, refer to the Create a new portal section.
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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. [29]
2. Click Delete corresponding to the portal you want to delete.

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

The accessibility subject is quite vast, but we have some guidelines like WCAG 2.0 (Web Content Accessibility Guidelines)
and also the RGAA for the French Administration. eXo Platform has been improved to be compliant with these rules. eXo
Platform has priority in providing users with a way to create an accessible site and accessible contents regardless of their
roles, by using the "Sample Accessible Website" template. This site is accessible without JavaScript enabled on the browser.

To check the compliance of this template, the following tools are used:
¢ W3C validator XHTML 1.0 Transitional
* Achecker with the rules of WCAG 2.0 AA

Create an accessible site

To create an accessible site, simply follow steps described in the Create a new portal section. Next, in the Portal Templates
tab, select Sample Accessible Website from the templates list.

Access an accessible site

After creating the accessible site, you can access the site by hovering your cursor over My Sites on the Administration
bar, then selecting the newly created accessible portal from the drop-down menu.

The homepage of the accessible portal appears as below.

— s
JBiic bo contant | stamap | accesstiey @ A A [2 —— /\ccessibility toolbar Search:
1 2 3 4 -]
ex ) Sample Accessible Website
7
Home I Home > Features > The P ;-.1-_--...3.r'=-em=|
The Platform Difference
The Platform Defference
Social and Collaboration eXo Platform's strength relies on twao characteristics that make it unigue among portal and conkent management providers: the tight integration of pertal, content
Partal and Content g , social and s features and a powarful built-in developmant platform.
Technology » .
Integrated Solution
Competence »
All servaces are available across the platform and can be combaned to fit the unique need of your projects:
Customers >

. management, web content, workflow, FAQS, messaging, calendar, forum

Applications ara bridged togathar:

Content Categories
» Server-hosted document sharing in activity streams and emails,

# Calendar invitations to Adress Book contacts,
» Application updates to activity stream: forum posts, FAQ answers, calendar events...

o Gadgets rendering in web content.

Features of an accessible portal

The accessible portal provides you with some following features:

) Skip to content “! : Allow you to ignore navigation links, banner, or redundant information, and directly go to the main
content of a page.
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Site map " : Show a list of pages of the current template.

Accessibility “® : Allow you to access a specific page about the accessibility policy. It explains what the accessibility
is, how to navigate into the site, and describes the available features of the accessible portal.

Font size “*: Allow you to select your desired font size, including Normal, Medium, and Large sizes. The default
size is Normal.

Color themes “# : Allow you to change the skin color of the website into High Contrast, or return to the default skin
with Normal Contrast.

Search " : Allow you to search for accessible content in the website.

Breadcrumb T : Allow you to ease and keep a consistent navigation. With the breadcrumb, you can easily navigate
in an accessible website.

Navigation without JavaScript: One of the successful criteria of a website is to have accessible links and menu before
the content when it is displayed like a screen reader. If JavaScript is disabled, you are still able to navigate, and the
menu is expanded by default in this case.

If you are the portal administrator or granted the appropriate permission privileges by the portal administrator, 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
t.
Oy o
+ Add New Node
e Ne
: # Edit Node's Page
2 Pro
: # Edit this Node
Qu )
: ['] Copy Node
i sed
[Z] Clone Node
Ne!
& CutNode
pat
Delete Node
[&] Move Up
4| Move Down 2

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;

¢ Or, simply click the Add Node button.

The Add/Edit Page Node form appears.

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

uri:
Node Name:
Extended Label Mode: ¥
Language: English -
Label:

visible: [¥

Publication Date & Time:
Save Back

Details:

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

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

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

Label The display name of the node on the screen in the
selected language. This field is not required and may
be changed. 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.

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

Publication Date & Time This option enables this node to be published for a given
period. Two fields, including Start Publication Date and
End Publication Date only display when this option is
checked.

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

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

Note

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

3. Select a page for this node in the Page Selector tab if you want.
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ADD/EDIT PAGE NODE

Page Node Settings

Details:

Page Selector

Selected Page Info

Page 1d:
Name:

Title:

Icon

g: Create Page

@ Search and Select Page

Save Back

Field Description

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

Name The selected page's hame.

Title The selected page's title.

Clear Page Remove the inputted page information from fields.

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

Search and Select Page Search and select an existing page.

« If you select Create Page, input the name and title for the page.

« If you select Search and Select Page, you do not need to enter values in these fields. They are automatically
recorded after you have selected an existing page from the Select Page form .

Select Page

itle

Page Id

portal::intranet:

portal::intranet::
portal::intranet::
portal::intranet::
portal::intranet::
portal::intranet::
portal::intranet::
portal::intranet:

portal:intranet:

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

homep:
welcom
Registe
people
activitie
profile

all-peo)
networ

receive

Site Name

Title:

Home Page
Welcome Page
Register

People Directory
Activities

Profile

All Paople
Network

Recaved Invitations

Type | portal [+

Access Permission Edit Permission Action
[=:/platform/users] *:fplatform/administratc (]
[Everyone] *:/platform/administratc (]
[=:/platform/guests] =:/platform/administratc (]
[*:/platform/users] manager:/platform/admi [ ]
[*:/platform/users] manager:/platform/admi (]
[*:/platform/users] manager:/platform/admi []
[~:/platform/users] manager:/platform/admi (]
[~:/platform/users] manager:/platform/admi []
[=:/platformjusers] manager:/olatform/admi (] S

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, you will see the page details in the Page Selector form.

4. Select one icon in the Icon tab if you want.

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

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

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

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.

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 node and select Paste Node.

3. Click Save to accept your changes.

Note

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

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.

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, then click Paste Node.

3. Click Save to accept your change.

The cut node will be moved to your newly selected place.
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Note

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

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.

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.

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

Select a navigation node and create the page

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

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

You will be switched to your selected portal only after a few seconds.
2. Hover your cursor over Edit on the Administration bar.

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

t v Selected Page NodE:Q— The path of the selected node

5 > - :
Portal Administration Add New Page

Application Manager Node Name: =

Page Manager Extended Label Mode: ¥

Add Users Language: Engiish -
User and Group Manage Display Name:

Management Visible: ¥

Monitoring Publication Date & Time:

Group Navigation

Sites Management

1|[2][3

The wizard is divided into two sections.
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« 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:

Field Description

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

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

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

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

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

Visible This checkbox toggles the global visibility of this page.

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

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

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

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

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

4. Click Next or number '2' of the wizard steps to go to Step 2. [38]

Select a page layout template
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& | Page Creation Wizard: Select a Page Layout Template

Mix Page Configs -

» Two Columns One Row Layout wo Columns One Row Lavol
» One Row Two Columns Layout

F Two Columns Three Rows Layoul

}

Layout template list

mixPage.TwoColumnsOneRowlayout l

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

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

2. Click Next or number '3' of the wizard steps to go to the last step. [39]

Arrange the page layout

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

< Add your desired applications, containers or gadgets by dragging and dropping them from Page Editor to the main

page body.
& | Page Creation Wizard: Re-arrange the Page Layout and add Portlets to the Page = Page Editor ol B
Applicabions Containers
Advanced Search Admin
Administration
Adoption
Collaboration
1]2]3 Collaboration
Content
— Advanced Search
Page Editof ———n Advanced Search
=S Category Content
egory Content
iaf View Page properbes
Switch View Mode
a
Details:
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.

» There are various layouts available, including Rows
Layout, Columns Layout, Autofit Columns Layout,
Tabs Layout, and Mixed Layout.
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1.

2.

Tab

Description

For Tabs Layout, you can add more tabs to the layout,
and reorder the position of the tabs.

Tabl & Tab2 & 71-— Add more tabs

¥ Tabl & @

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

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

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 E in the Page Editor window to save all changes, or X |to close without saving your changes.

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

Select Portal --> Pages to go to the Pages Management page.
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Title Site Name Type  podal

Page 1d Title Access Permission Edit Permission Action
portal::intranet: spaces Spaces [*/pilatform/users] manager:/platform/ adminkstrators A |
portal::ntranet::invitabonSpace Imatation Space [*:/platform/users] manager:/platform/adminestrators M |
portal::ntranet::pendingSpace Pending Space [*:/platform/users) manager:/platform/ adminestrators A |
portal::intranet::publicSpace Public Spaces [*:/platform/usars] manager:/platform/adminstrators i |
portal::ntranet: forum Forum [*:/platform/users] | o
portal:: ntranet: :mad Ml [=:/platform/users] =/ platform/ adrminestrators M |
portal::ntranet::calendar Calendar [*:/platform/usars) =/ platform/ administrators A |
portal::mtranet::contact Contact [:/platform/users) =:/platform/ adrmnestrators I |
portal::intranet:: documents documents [*:/platform/users] =:/platform/administrators R |
portal::ntranet:: detail Detad [Everyone] *=:/platform/ adminestrators M |
portal:: acme: overaew Overnew [Everyone] editor: /platform/web-contributors % ™
portal:: acme: :news Hews [Everyone] editor: /platformyweb-contributors o
portal:: acma: |products Products [Everyona] aditor: /platform/wab -contributors N |
portal:; acme: ; searchResult SearchResult [Everyone] editor; platform/web contribators A |
portal:: acme: :detail Detail [Everyone] =:/platform/ administrators # M
3. Click Add New Page to open the Add New Page form with the Page Settings tab.
Page Settings Page Layout Permission Settings
Page Id:
Owner Type: | ponal
owner 1d: [ipiranet
Page Name: =
Page Title:
Show Max Window: [
Save Cancel

Details:

Field Description

Page Id The page's identification string which will be automatically

generated when the page is created.

Owner Type < If Owner Type is "portal", the page is created for
a portal. Therefore, only users who have the Edit
permission 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.

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'.

« The name of the current portal is automatically
selected for Owner Id, ensuring the Edit permission
is assigned to users who can edit the current portal.

Page Name
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Field Description

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

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

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

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

« 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.

« Ifthe 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.

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 x

acme

Owverview

-+
News Add New Node

Products [ Edit Node's Page

Newsletters & Edit this Node

Questions? J Copy Node
Search _JI Clone Node
fer 2] New Account 4 CutNode
Delete Node
¥ Mowve Up
Add Node Save

|4t Mowve Down

The second way
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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.

= Page Editor B
Homepage Latest news
Applications Containers

Admin

Events Dacuments -"C ECM Admiin

&0

Adrninistration
Products
Adopton
Collaboration
Collaboration
Content
Contraller

Development

Switch View Mada

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 Set permissions on a page
section.

Click Save, then select El in Page Editor for all changes to take effect, or X|to abort.

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

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

Click OK in the confirmation message to accept your deletion.

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

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

Note

The page navigation of portal is created automatically when a portal is created.
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The navigation will be deleted automatically after its portal has been deleted.

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.

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 1 on the Administration bar, then select Portal --> Group

Sites from the drop-down menu.

The Group Navigation Management page will appear.

Content Management
Description: the /platform/web-contributors group

eXoEvolution
Description: the /spaces/exoevolution group

eXo evolution
Descniption: the /spaces/exo_evolution group

Development
Description: the /developers group

Administration
Description: the /platform/administrators group

Employees
Descrniption: the /organization/employees group

Executive Board

Descrniption: the /organization/management/executive-board

group

Visitors
Description: the /platform/users group

Here, you can do many actions, including:

« Edit a group's page navigation
< Create a new page navigation
« Change priority of page's navigation

¢ Delete a group's navigation
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Delete Navigabon
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Click Edit Navigation corresponding to the group navigation you want to edit. The Navigation Management form will

appear.

Mavigation Management
[platform/web-contributors
i = Content Explorer

#{administration.editor}

- =] 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.

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.

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

Page & Navigation Explorer
Owner Type: |group
Owner Id: | fplatform/web-contributors
Priority: [

Save Close
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2. Select another priority from the list of available priorities.

3. Click Save to accept changes.

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

1. Click Delete Navigation corresponding to the navigation you want to delete.

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

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

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

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 ==l Gadgets
4 Add Category | Import Applications
Categories Admin * ECM Admin
= Admin b ) "
Fd \ Display Name: ECM Admin
i} e\ Hame: local_ecmadmin ECMAdminPortlet
\ '\/ Description: ECM Admin
+ Administration Fa S

+ Adoption

- Default Permission Settings
* Collaboration

Make it public (everyone can access): ¥

+ Content
+ Controller These sccess permissions are set by default when this component is used.

* Development

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.

Here, you can manage portlets and gadgets through the following actions:
« Import portlets and gadgets
« View/Edit detailed information of a portlet/gadget
« Edit a specific portlet
¢ Add a gadget
¢ Add a new gadget from Dashboard
« Edit a gadget

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

1 Click #mesmens gt 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.
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To view details of a portlet/gadget, simply select one portlet/gadget in the left pane. The details of that portlet will be shown

on the right pane.

& & Manage Applications

“ Portlets =% Gadgets

% | Import Applications

% Add Category
Categories Administration > Application Registry Click to edit > @
+ Admin =

it Display Mame: Application Registry
- Administration + Mame: ApplicationRegistryPortiat
] Description: Application Registry

+ Content Administration ]

+ Group Navigations o Default Permission Settings

+ New Uiser Account m Make it public O

ever an
+ Organization i § access
» Pages '}
Group Id Membership Type Action
+ Register ir |
latform administra I

+ Services Management m B rmnistran =

» Workflow 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

1. [ .
Click = on the top corner of right pane.

The Edit Application Information form will appear.

Edit Application Information
Application Name: | ApplicationReqgistryPortet

Display Name: Application Registry

Description: Application Registry

Save Cancel

2. Make changes on these fields, except Application Name.

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 [39] and/or while editing a page.

The Edit form will be displayed.
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Edit Mode Window Settings Select Icon Decoration Themes Access Permission

Content Selection

Content Path ACME Logo = & 2

Display Settings
Show Title Show Date Show Option Bar .

Prnt Settings
Show in Page printviewer

with content-d
Advanced
Save Cancel -
Close
Normally, a portlet has four tabs: Window Settings, Select Icon, Decoration Themes and Access Permission.

However, some portlets may also have Edit Mode and Preferences tabs. For example, IFrame and Dashboard portlets
have the Edit Mode tab where administrators can define the interface details.

3. Make changes on fields in the various tabs.

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

Details:

Field Description

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

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

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

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

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

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

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

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

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

« The Decoration Themes tab allows you to select a theme for the portlet from the themes list. By clicking Get
Default, you do not have to choose any theme, it will be automatically set.

* 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.
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" Note

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

permission on a portlet.

4. Click Save And Close to accept your changes.

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.

4% Manage Applications | = portlets

| Gadgets

| Add a Remote Gadget < Create a New Gadget

10 slowest templates Cadget Details
Activity Stream
Gadoet name: TenSlowest Templates
- Agenda

= Description: null

all templates statistics View URL: http://plf-2.5.0-ga-sr acceptance m.org/rest/jer/repository/portal
system/production/app:gadgets/app: TenSlowestTemplates/app: data/app:resources/templates-

Apphcations Statistics slowest.xm

Bookmarks Edit URL: http://pif-3.5.0-ga-snapshot. acceptance. exoplatform.org/rest/privatejor/repository/ portal-
systemy iony d I /i e 25/t

Cachas slowest.xml

Calculator Referance:

Categories: Monitoring
Calendar

Currency Converter

EEEEEEEEE EE

eXo Calendar Gadget

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

Add a remote gadget

1. Click the Add a Remote Gadget link.
2. Enter the link of your desired gadget which is in the .xml format in the Gadget URL field.

Gadget URL =

Add Cancel

3. Click Add to accept your inputted URL.

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

Create a new gadget

1. Click the Create a New Gadget link.

2. Enter values in the form.

For example:

8 Add 2 Remote Gadget W Create 3 New Gadget

it
Mame

Actreity Stream
Agenda 11> < /Cantant > < Modkule >

= Al templates statistics.

Apphcations Statestics

B & & &

Bookmarks

Cachas

Caloulator

Calendar

Currency Converter
eXo Calendar Gadget

eXo Scripting Console

HEEEEEEES

Favonte Documents

Source: |chg verson="10" encodng="UTF-§77 > <odule > <MpguieFrefs tée =helo worid example” desopbon="The helo world gadges. "/> <Content type="hami™> </[CDATA Heflo, woridh
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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.

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

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

Name: TenSkwestTemplates

Sournce:  «?yml version="1.0" encoding ="UTF-8" 7>
<Mpdule >

<MogylePrafs tie="10 dowest templates”
author=Frederic DROVET"

author_emall="frederic.drouet@exoplatform. com”
>

<Require feature="dynamic-height" />
<Locale meszages="locale jdefault.yml” /=
<Locale jang="f" messages="Tocale/fr.xml" />
< MogulePrefs >
<Content type="hml">
<![CDATA[
<head:>
<title> 10 dowest templates < lithe >

<ink type ="text/css" rel="stylesheet” hrefa hitp: /ajax. googleapis. com/ajax/fibs fjqueryui/1.8.9 themesui-ightness jquery-ui.css" f»

<k rel="stylesheat” type="text/css" hraf="/axp-gadget-rasnurces/skn Exo-gadget/gadget-common. gy />

<script language = Jayascript” type = "text fayasarpt” sre =" socal rescurces javasript/elo/sodal Sacialt js" > < fsoript >
<saript language ="jayascrint” type="text/lavasaued” six ="fexa-gadoet-rescurces/soipt foueny/1.6. 2 jguery.min.35"> < fsaript >

Save Cancel

mn

This portlet is to host mini-applications known as gadgets. The dashboard uses a variety of graphical effects for displaying,
opening and using gadgets.

In the Dashboard portlet, you can do some specific actions as follows:
¢ Use the Dashboard workspace

¢ Change gadget preferences

< Add more external gadgets from Dashboard

Note

You can open many gadgets with different settings at once.

In addition, eXo Platform is compatible with most gadgets which can be found here
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News .
.
BBl s pEE
———
GRE Veard of the Day Spder Misiting Pany
o]
e ‘ Vi
R v
Maabibar Tasis Rastigs
- Billy's Real Age|
& M) —
Beat Potical ok ey 2016208 2

2 el (O

1. Click Dashboard on the Administration bar to access the Dashboard portlet.
2. Click Add Gadgets to open the Dashboard Workspace window which lists all available gadgets.
Gadget Directory X
+ -

+ Administration

m

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.

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 @,— X Forums Statistics =B Agenda
Forum Statistics o Agends -
Actrty Stream Sl -] e penda
* Total topics: 23 Events (0) Tasks (0]
Filters * Total posts: 45
Filters can be used to cusiamise the Scthty in your stream Ade * Total members: 6
" * Acthoe members: 5
» Maximum rumber of onling users: exo Calendar Gadget ] (B (€
Display Options 72011 07:49:26
Appearance  Quick add  Refresh
Limitto | 10 = items « 11 Mo ®
[] Automatically relresh this aciivity siream MTWTFSS
123 458
Road Map AL 8 81011
Save| Cancel Hudson Bulld Status i 14 15 18 17 18 19 20

Change preferences of a gadget

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

L click [ to open the edit form of the RSS gadget.
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R

SS Reader

_:|><

Number

of items —» #Of Itemlsogljl- 10

FEED URL: https://feeds.feedburner

| save | | cancel |

Ay Gateln Portal 3.2.0 Beta01 Released!

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

Ay Gateln Portal on the road to JBoss AST

A Gateln 3.2 M1 reached

A4 Wew Blog, New Project Lead and New Release!

Ay Sneak preview of Gateln navigation i18n

ﬁ Does Developing Portlets Make You a Better Developer?

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

Ay ANew Age of Portlet Bridges - A JUDCon Interview

2. Enter your preferred RSS into the FEED URL field and one numeric character (from 1 to 100) in the Items field. The

numeric character you entered is

the number of items displayed in the RSS gadget.

3. Click Save to accept your changes.

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

oo, bejeweled, googlecode., com) |-

# Administration

m

Services Management

¥ Adoption 4

Forum Statistics
Latest Forum Posts
Login History

Top Rated Topics

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

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.

eXo Platform currently provides 3 types of Engagement gadget as follows:

e Latest Forum Posts
e Top Voted Topics
¢ Forum Statistics

¢ Friend Suggestions

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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Latest Forum Posts settings

Lastest Forum Posts Click _IEL_ [=]]E3

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
pragram and run WAP (xhtml for

| have read your mobile feature listing here:

I'm looking for 3 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...

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

Details:

Field Description

Total

Forum portlet

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

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.

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

to be shown.

Top voted rating topic #| = [B] X

Top voted topics

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

intranet)
Zyedlriki - 201 1/0524

= Feature Proposal: eXo Ajax library
tugdual_grall - 201 1/05/24

= Motifications on new members to validate in spaces
Jjulien_brulland - 201 1/02/18

» Drives/Spaces and publication policy and access logics
oualid - 2010/ 2/28

» iwould like to be able to make a search in the infranet
fdrouet - 201 1/03/14

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.
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http://mycompany.com:8080/portal/rest/ks/forum/getmessage.
http://mycompany.com:8080/portal/rest/ks/forum/getmessage.

Top voted rating topic £ =] (3] [X

Maximum to 5 |z|
display:

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.

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.

Forums Statistics =) 8] [X

Forum Statistics

» Total topics: 192

» Total posts: 2434

» Total members: 186

+ Active members: 31

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

Weekly statistics view

* Click E= to switch to the 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
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Forums Statistics =) 8] [X

Forums Weekly Statistics &

» 201110/09 - 201110/11 : 16 post(s) created
» 201110/02 - 201110/08 : 33 post(s) created
» 2011/09/25 - 201110/02 : 15 post(s) created
» 2011/09/18 - 2011/09/25 : 2 post{s) created
» 2011/09/11 - 2011/09/18 : 3 post(s) created

Ce I AEEEE E ] [

* Click & to switch to the Chart view.
Chart view

Forums Statistics =3 [X

Forums Weekly Statistics =

2011081801 1/092201 1092201110

CEEEEEEEE

* Click = to go back to the List view.

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

Friend Suggestion ! -] (] [X

Maybe you know these people ?

Patrice Lamarque 18 mutual friends
Send invitation

Trong Tran 5 mutual friends
Send invitation

Ali HAMDI 13 mutual friends

Send invitation

Ahmed zaoui 12 mutual friends
Send invitation

Alain Defrance 7 mutual friends
Send invitation

Anouar Chattouna 7 mutual friends
Send invitation

Hieu Lai Trung 5 mutual friends
Send invitation

SERF @

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

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.

eXo Platform provides 7 types of Management and Monitoring gadget as follows:
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¢ Memory Charts

e Cache Levels

* Applications Statistics
¢ All Template Statistics
¢ 10 Slowest Templates
» Services Management

¢ eXo Scripting Console

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

Memory = (0 [X

Memory

heap memory
free / used : 591.54 Mo / 424.58 Mo

_

non-heap memory
free / used - 154.55 Mo / 133.45 Mo

The chart shows:

e The ratio between free and used heap memory.

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

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.

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

« If the cache is empty, it should be configured differently, for example, increasing its lifetime.
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Caches £ (=] (3] [X

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

Consumption Hit ratio Details

Template Service
MOP Session Manager
|
Identities Count Cache
query
Resource Bundle Data
composer
Script Service Impl
Activities Cache
Identity Index Cache
|
drive
|

Spaces Cache

Activities Count Cache

« The Hit ratio tab shows the ratio between requested data fetched from cache and data fetched from database.

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.
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Caches ) (=] (21 [

Consumption  Hit ratio Details
Template Service 0 % full
* max size 300
» Time to live 600
e Hit / Missed 98 % /2 %
MOP Session Manager 2 %% full
* max size 5000
* Time to live 600
e Hit / Missed 92% /8 %
query 0 % full
* max size 300
* Time to live 600
e Hit / Missed 0%/0 %
Resource Bundle Data 61 % full
* max size 3000
* Time to live 600
e Hit / Missed 96 % [ 4 %
composer 0 % full
* max size 300
* Time to live 600
+ Hit / Missed 0% /0%
Script Service Impl 1 % full
* max size 300
+ Time to live
e Hit/ Missed 100 % / 0 %
drive 2 % 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.

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

Applications Statistics - B [X

Applications Statistics (30)

ApplicationRegistryPortlet/ ACTION_PHASE

min: 220 ms | max: 3 352 ms | exec: 2

ApplicationRegistryPortlettRENDER_PHASE 812 ms
min: 10 ms | max: 3 176 ms | exec: 4
ChatBarPortlettRENDER_PHASE 459 ms

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

ContentListViewerPortlet!RENDER_PHASE

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

DashboardPortlet/ ACTION_PHASE 730 ms

min: 0 ms | max: 2 703 ms | exec: 31

DashboardPortlett RENDER_PHASE
min: 59 ms | max: 66 590 ms | exec: 62

ForumPortlet/ACTION_PHASE 71ms

ForumPortlettRENDER PHASE 522 ms

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

Copyright © 2009-2012 eXo Platform SAS p.59 Manage Your Portals



Applications Statistics (17)
DashboardPortlet/ACTION_PHASE 607 ms
min: 0 ms | max: 2 401 ms | exec: 4

DashboardPortletRENDER_PHASE

min: 214 ms | max: 3 505 ms | exec: §

min- 11

PlatformAdminToolbarPortlet/RENDER_PHASE 223 ms

Each application is provided with these statistics:

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

¢ The maximum execution time (max).

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

All templates statistics - 0] [X

All templates statistics (85)

= lexorecmiiewsemplatesicontent-listviewerllistannouncement.gtmpl
(nb exec: 3,00-min: 1,00 ms - max 1 549,00 ms - avg: 648,67 ms)

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

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

» system:/groovyfwebui/core/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/lUIForumPortlet.gtmpl

Each template is provided with these statistics:

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

« The average execution time (avg).

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.

Copyright © 2009-2012 eXo Platform SAS p.60 Manage Your Portals



10 slowest templates

10 slowest templates

» system:/groovy/portaliwe buiworkspace/UIPortalApplicationChildren.gtmpl
(nb exec: 59,00 - min: 11,00 ms - max: 163 670,00 ms - avg: 14 406,86

ms)

= system:/groovy/portaliwebuiliworkspace/UIWorkingWorkspace.gtmpl

(nb exec: 60,00 - min: 10,00 ms - max: 158 100,00 ms - avg: 13 630,98

ms)

» system:/groovy/portaliwebuifpage/UISiteBody.gtmpl

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

= system:/groovy/portaliwebuifportal/lUIPortal. gtmpl

(nb exec: 60,00 - min: 9,00 ms - max: 132 315,00 ms - avg: 7 921,58 ms)
» system:/groovy/portaliwebuiipage/UIPageBody.gtmpl

(nb exec: 60,00 - min: 9,00 ms - max: 131 168,00 ms - avg: 5 746,72 ms)

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).

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

Services Management £ =] [T [X

Services | portalstatistic m_ Select a service

Method | getThroughput [ =] 4 The respective method

Name value
Name getThroughput

e The number of request per second of a
Description

specified portal

Method get

Parameters portalld

Properties | PortalList [=}¢—— The respective properties

Name value
Name PortalList
Description The list of identifier of the known portals

¢ Select the service from the Services drop-down list. For each selected service, its respective methods and properties
are shown.

* Click @ 0 get the description of the selected service.

Manage a remote service on another Platform settings

1. Click <"l in the Title bar.
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The form to edit the gadget settings appears.

Services Management Click —»fZ]= @ x
Services URL: |
| Save Cancel |
Services [+] [i )
Enter services URL
Method El
Name Value
Properties E
Name Value

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

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 APl 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
elp’ for help

* Click EEBZII to change the font size.
« Click £ to change the font color.

* Click IFlEER to view the Groovy Console Help.

eXo Platform currently provides:

* One type of Audit gadget that is named Login History.
« One type of Collab gadget that is named eXo Calendar Gadget.

Copyright © 2009-2012 eXo Platform SAS p.62 Manage Your Portals



Under the group of Audit gadgets, Login History records user login history and provides statistics.

Login History

=|[E][X
Login History
Statistics | History
User | Find | Reset |
User Last login Before that More
John Smith 29 secs ago 2 days, 15 hrs =

ago

Jack Miller 12 mins ago unknow =

< i |

You can look up a specific user by entering his username in the User field and click Find.
Click Reset to clear the User field and return the default list of users who have signed in.

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

* Click = corresponding to the user to view his login statistics.

Login History =] [

Login History

Trung Khac Nguyen
Statistics | History

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

4

Average logins / day: 26 67

* Click = corresponding to the user to view his login history.

Login History =14

Login History

Trung Khac Nguyen
Statistics | History

Today (3)

1 minute ago

Earlier this week
Earlier this month

Earlier

Under the group of Collab gadgets which are designed for collaborative activities, the eXo Calendar gadget displays a mini
calendar and allows you to quickly add an event.
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Appearance Quick add Refresh

&« 2011 Oct W
M T W T F 5 &

3 29 30 1 2
3456 7 8 9
10 11[12|13 14 15 16
17 18 19 20 21 22 23
24 25 26 27 28 29 30

£0 £ £

fa's]

11 2 3 4 5 6
1211072011 .
14:26 buy cinema ticket
1411072011

13:00 Local Serminal

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

Appearance

Appearance Quick add Refresh

Select visible calendars
[¥| defaultCalendariame

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
selecting add.
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eXo Calendar Gadget = (3]

Appearance |Quick add| Refresh

defaultCalendarName ~ €=—— The calendar name
From 2011 Dec 1512:00:00
To 2011 Dec 15 12:00:00
Summary Weekly meeting|

close | add |#—— Click

&« 2011 Dec B

M TWTFS S s

282930 1 2 3 4

5 6 7 8 9 10 1

12 13[14]15 16 17 18

19 20 21 22 23 24 25

26 27 28 29 30 31 1

2 3 4 6 7 8
141122011 -
14:47 Weekly meeting

To go into the Desktop application, simply click Desktop on the Administration bar. You will be directed to the Desktop

user interface as below:

(1 1 My Sites Dashboard Desktop

Ma
L5 Sent
& Spam
£ Trash
= Personal Folders
i [Gmail]
i = Cine
¥ SMS
L@ = Design
v Lifehack &
& O Misc
L& % Sodal

T o Tags

Edit. q John Smith &
- |= 0 %
KnowFree.net Feed Update KnowFreenet Fee: Nov 3 .
2
1 phduraadn - arankic dacian | dacion i 1 stact asticlas M 2
Address Book -||=00 %
5 Contact [9 AddressBook | [§ Import [§ Export | &% view~ [G Layout~
Address Books >
'y
Parsonal E Xo AddressBook
[ My Contacts
The Address Book application allows you to import, manage and organize your contz
[ callected Addresses share them with your collaborators.
Shared eXo Address Bock offers many features to enhance your productivity : sharing, sean

veards and other group actions.

Public Groups
|/ developers

|| administrators -
i

S

Number Meaning

1

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

The background of Desktop.

2

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.
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Meaning

5 The application.

In the Desktop, you can do the following actions:
« Add an application to the Dockbar
* Open an application

¢ Quit an application

Change the Desktop title and background

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.

Add Applications

The second way

Right-click any area inside the Desktop background and select Add Application from the drop-down menu.

Close all

Refresh

Page Title

Change Background

The Add Application form will appear.

Add Application
Add the application

Categories Select Applications ¢
+ Administration 4 -3
+ Adoption 1 Address Book @
. @ | Type: portlet =
» Collaboration — Created by: exo Platform SAS.
+ Collaboration Description: Contact Portlet
» Content 3
+
+ Controller == Agenda Gadget
Type: gadget
(] | it
cvelopmen Created by: eXo Platform SAS.
¥ ECM — Description: Tasks and Upcoming Event

list.
+ Fag 4 1

Close

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

3. Click *' corresponding to your desired application. Your selected application is then automatically added to the Dockbar.
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« 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.

~||=| O/ [%

] KnowFree.net Feed Update KnowFree.net Fee Nov 3 .

Mail
[ Sent
LS P2 pddress Book ~|[= 3%
s Tra -
59 Contact [¥ AddressBook | [# Import [# Export | =% view~ [1@ Layout~

~ Personal

& [Gm:z
N, |
# Cir

= wsm || Address Books ~ '
& Xo AddressBook

m

L@ = De | Personal

= v U [ My Contacts
o amM The Address Book application allows you to import, manage and organize your contz
Ea * sc [0 collected Addresses share them with yeur collaboratars.

Shared eXo Address Book offers many features to enhance your productivity : sharing, sean

veards and other group actions.
T @ Tags || pypiic Groups
[l developers

[l administrators

Address Book Sl

* 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 Bl or the application icon on the Dockbar.

* To maximize the opened application window, click E' on the info bar of the application to view its full size. & will be

changed into &, Click £ if you want to restore to the original size of the application.

* Toreset a changed application, right-click any area outside the application window and select Refresh.

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

Quit

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

Add Application

Refresh
Page Title

Change Background

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

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 = q
background_1.jpa = g
background_2.jpg = ey
background_3.jpg B 4
background_4.jpg B 4
background_5.jpg = |
background_6.jpg = |
background_7.jpa = '}

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.
Upload Images

Browse_

Save Back

2. Click Browse... to locate the image you want to set as background image and upload it.
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 4-— 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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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.

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

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

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

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 content, such as texts, images, links, tables, and more.
« lllustration 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.

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

Hover your cursor over € on the Administration bar, then select Content --> Sites Explorer from the drop-down
menu.

Click John Smith D

g Users

Applications

Sites Explorer | I 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 are
displayed.
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Publication System

* GENERAL DRIVES
=y 2cme-category iy collaboration - DMS Ea Sites Management =% Trash
Administration
' GROUF DRIVES

1, Development Ky, Employees I Executive Board KL, Administration 5L, Visitors 51, Content

Management

* PERSONAL DRIVES

Personal 2., Private Public
Documents

Personal drives
This 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 working space of users of a specific 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 groups' drives.

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.

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

m o
vate ¥ Upload 05 New Folder
Documents Name Versionable owner Date Modified Date Created
Favorites
b Music Documents false 20/12 1:28 AM

Pictures Favorites false

& Public & Music false
Videas Pictures false

Public false
nitialized folders

videos false

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.
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» 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.
» Cut/Copy/Paste/Delete nodes.
* Lock nodes.
* Rename nodes.
* View document content by the WebDAYV function.

» Download documents (folders) to your machine.

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 N ypload

g New Folder  [g] Overload Thumbnail

No initialized folders

This drive consists of some initialized folders as the Private drive.

Personal Documents % Upload ..:; New Folder [x] Overload Thumbnail

P

Documents
-

-[] Favorites = e = —— e
& D B 8 B =

Music

Pictures Documents Favorites Music Pictures Public Videos

2 Public

Videos

!

Initialized folders

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

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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Employees ¥ Upload [ New Folder

- Documents

-\ SharedData

T

Initialized folders

Document Title

Note

Drives which are created during space creation are visible and accessible by their members only.

The space drives only can be deleted when the spaces are deleted by the space manager.

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 4 to hide the sidebar as the illustration below.
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Employees % pload [ New Folder

Documents - ——
Hments Name Versionable Owner Date Modified Date Created
= SharedData
& Documents false 2/29/12 1:28 AM 2/29/12 1:28 AM
SharedData false 2/29/12 1:28 AM 2/29/12 1:28 AM
v (9+— Click to hide the sidebar
All [tems J

* Owned by me
* Favorites
¢ Hidden

The drive will be displayed like the illustration below.

—

"," Upload I New Folder

Name Versionable Owner Date Modified Date Created
=2 Documents false 2/29f12 1:28 AM 2/29/12 1:28 AM

I SharedData false 2/29/12 1:28 AM 2/29/12 1:28 AM

®<— Click to show the sidebar

* Click P to show the sidebar.

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.

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 Manage views section for more details.

In this view, each item in the list includes following information: Name, Versionable, Owner, Date Modified , and Date

Created. These information will help you manage nodes easily.
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= aEe

Private . ¥ Upload '_la_‘a New Folder & Acbons
i Nodes in
Docume”téscending —o—yo Name Versionable  Owner
Favorites  ardar .
M Music < Documents false
Pictures Favorites false
- g, Publhc & Music false
- B videos
% Videos Pictures false
= Public false
8 videos false

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

* indicates that nodes are ordered in the ascending order.

. means nodes are in the descending order.

&, Relations

Date Modified

2/29/12 1:28 AM
2/29/12 1:28 AM
2/29/12 1:28 AM
2/29/12 1:28 AM
2/29/12 1:28 AM

2/29/12 1:28 AM

O Properties

Date Created

2/29/12 1:28 AM
2/29/12 1:28 AM
2/29/12 1:28 AM
2/29/12 1:28 AM

2/29/12 1:28 AM

2/26/12 1:28 AM

£ Audit

&a References

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.

o E) &

Sites Management

facme/documents

" upload | TG New Folder

. Fo Delete
= documents
&M | conditions.doc

* metra.pdf

30| offices.jpg

& web contents

All Ttems
» Owned by me
* Faverites
* Hidden

Filter By Type

* Cantent

ERN N

conditions.doc

metro.pdf fHices.jpg

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

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

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

In this view type, nodes in a specific folder will be viewed as icons. The name of each node will be shown under its icon.
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= G)El 7 /acme/documents

Sites Management ¥ Upload Fr_é New Folder Fe Delete  [g] Overload Thumbnail
=" documents -

M| conditions.doc

L ™
T metro.pdf N l@j i

'] offices.jpg conditions.doc metro.pdf offices.jpg
-5 | events

m

- @i js

g lINks

& 28 medias

- web contents

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.

m O 1 = <'_- Jacme/documents
Sites Management FO New Content r-lé New Folder @ Add Translation o Add Symlink
| @ documents -
. B-M] conditions.doc Iﬂ
& metro.pdf
. ®-m= offices.jpg
b = conditions.doc ~ metro.pdf offices.jpg
L @-3 | events y
| -lagis
+~gg links

E! 8 medias

i E-web contents

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

To view pictures in the slide show, click =

m = |B2lo & O

If nodes are pictures, they are displayed like the following illustration.
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The Slide Show view automatically shows all picture nodes. Users can control this slide show by clicking the below buttons.

Button Function

Go to the first picture node.

View the previous picture node.

Pause the slide show. After clicking this button, |I| will

become (> Click = to continue viewing the pictures node.

View the next picture node.

View the last picture node.

()

This view enables users to view all document nodes created and uploaded by simply clicking

EirZI:: ml £ 00 -

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

|:| HHE Jacme

Sites Management % upload TG New Folder [ Metadata I, Delete
- acme -
-5 categories * Document Title Date time
@-EZ css [ Today > |+—— Click to review the full list
B documents - = Time Trave! 3/1/12 1:31 AM
B-§ | events
is L Ice 3/1/12 1:31 AM
@ links &
& 8 medias MNew: Invisibility 3/1/12 1:31 AM
=] web contents L .
Fire 3/1/12 1:31 AM
v P (5] Power 2 - Tce 3/1/12 1:31 AM
All Items . :
AL Earlier This Year
Q0 d by
nedbyme = offices.ipg 2/17/12 6:24 PM
* Favonites
* Hidden = metro.pdf 2/17/12 6:24 PM
e e o ditions.d e e B
Filter By Type conditions.doc 2/17/12 6:24 PM
* Content
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¢ Click the node name to view its content in details.

< Click a timeline category, such as Today, Yesterday, Earlier This Week, Earlier This Month, and Ealier This Year
to review all the nodes of the category. Click it again to return the the default.

* Click to mark your item as favorite, or of a favorite node again to remove it from favorites.

Note

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 function enables you to add a category to a node.

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

2. Select ###%t=0v on 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.

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.

aticle |Podcest |Sample |FilePlan |Kofax  Content Document
node dovument folder_folde
Pl © © ©o© ©o© o o o o
arice g © © ©
st @ | © | ©  ©  © © ©
e @ v - B
AlePan @ © © © o o
o @ © © © © o ©
el @ @ | ©@ | ©  ©  © © ©
coment @ @ | @ | @ © ©
bocument @ © © © o o
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Note

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

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

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

Add a new document

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

Click & New Content oy the Action bar to open a list of content templates.

Select your template in the list below

=1 ®

A

Cancel selecting

@ - — = -— - - - - =a template
— = O
[cc ] Css .
Accessible Announcement Article CS5 File Contact Us Event File File Plan Free layout
Media webcontent
-_— -— = - = -_— _— -_— _— - _—
i {
— : ® [
- ' Bresdcmmt Wavigation
Is L | Meviged
HTML File J5 File Kofax Picture on head Podcast Product Sample node Site Site Navigabion
document layout Breadcrumb
- -_—
@l
I q
Site search box Web Link
webcontent

3. Click your desired template. See more details in Step 3 [155] of the Add content section.

Each document (except Article) must be added to categories when being created.

Attach files to a document

Select a document or a folder that you want to attach files, and click =+ Upload gn the Action bar.

The Upload File form will appear.

Upload File x

Name

Select 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.

Click Browse... to select the attachment file. You can click ' to add more files.

4. Click Save to attach the files.

To view the attached file directly in Sites Explorer, simply click its name.
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| Maven_introduction.odp |-4—— The file name Download the file —hlZl

I4 Page 1 of3apl Q @ [100% 3| 02 @ Save ——»{#, Save as POF Fie |

Open source integration
with Maven

http://maven.apache.org/

Note

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

Create a new File document

1. Follow the steps in the Add a new document [80] 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 (@ # % & * () “"':;[]1{}/!) 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:

« 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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Create a new article

1.

Name [ J

Calegories &

Mime Type [ text/plain

133

Languags | en oS
Cortent
Title [ Ji==
Descripion l J A
Creatar l J X
Source [ ] T

Optionally, fill values in all the rest fields, including Title, Description, Creator and Source.

Click *' to open more fields.

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.

- View 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. Volmtesr 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 leamner, 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

b ViewasHIML || « View as Plain text

Hard Work and Success - One Follows the Other%20

<p>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 you get a job,

work harder than others. Volunteer for unpopular jobs -- and then do a great
job. Yes, if you want to become an outstanding performer, it&$39;s important
to be a lifelong learner, set and achieve high geals, and get organized. Buc
ic&$#389;=2 also 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>

»

m

Follow the steps in the Add a new document [80] section to open the corresponding form to add a new Article

document.

Input name and title of the Article in the Name and Title fields. Special characters (@ # % & * ()" "':;[]1{}/) are
not allowed in the Name field.

Input values for both fields: Summary and Content.

Click Save or Save & Close to accept the inputted values.

After being created, your newly added Article document will be shown as below.
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Mew Features in Gateln 3.2 That Will Improve the eXo Platform 3.5 Experience !t’/‘ :i

Summary

Cateln is the open source portal fram ework that serves as the backbone of eXo Platform, and the upcoming Gateln 3.2 will provide 2Xo Plaiform 3.5 with a set
of great portal features. Cateln 3.2 Is a logical evelution of the Gateln 3.1 release; the vision is to improve the project and continue the implementation of
what we started with Gateln 3.0. In this post, | will describe a few of Gateln's num erous new features

Content -

Navigation Controller
The navigation controller is a major change that could be summarized as the decoupling of URL expression and URL processing in Gatein. This means that

URLs processed by Gateln can be easily changed bacause they are now declarad in an XML fila
Friendly URLs are now suppored, giving the portal administrator freedom to configure how himp URLs should appear

e Related documents

Arachments - s Uploaded files

47 Gateln Refarance Guide en.pdf]

Avag, Rating: 0.0 Vates: 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 [80] 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 [80] section to open the corresponding Podcast form.

Name | -
Categories +
Title

Link =

Author
Explicit No -
Category
Keyword
Publish Date
Language en -

Description

Upload File Browse.

Mime Type auda/mp3 -
Lenath

Details:

Description

Name
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Field Description

The document name which is required. Special
characters (@ # % & * () “"':;[]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 It is 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.

Once being created, a Podcast will be displayed.

Podcast:
Title:

Link:

Author:
Explicit:
Category:
Keywords:
Publish Date:
Mime Type:
Length:

Description:

My favorite song :)

Proud of you
Proud of you

yvoutube.com

no

Proud, love

November 28 2011

audio/mp3

Avg. Rating: 0.0 Votes: 0

Create a new Sample node

A w0 NP

Complete the appropriate fields.

Click Browse... to locate your desired image, and upload it.

Click Save or Save & Close to finish.

Copyright © 2009-2012 eXo Platform SAS

Follow the steps in the Add a new document [80] section to open the Sample node form.
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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

One of the best sight-sesings in Vietnam.

Summary
The fresh and quite atmosphere.

Relations

Content

It is a good place to relax at weekend :)

Attachments

The Relations area is used to list all its related documents. See the View a relation section.

You can click the links to view content of the related document.

The Attachments area is used to list all its uploaded files. See the Attach files to a document [80] section for more details.

Create a new File Plan

1. Follow the instructions in the Add a new document[80] section to open the corresponding form to add a File Plan

document.

Mame

Categories F

Language en -

File Plan Note

Details:

¢ The Name tab

Field Description

e The Record Properties tab
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Name The name of the file plan.

Categories 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.

Organize Your Content



Record Category
Identifier
Disposion
Authonty

Permanent Record
Indicator

e

Disposition
Instructions

Contains Records Tue
Folder

Default Media Type  Bectronic
Default Marking List  None -

Default Onginating
Organization

Field Description

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

Disposition Authority A reference number to the regulations that govern the
disposition.

Permanent Record Indicator A type of record indicators which should never be
deleted.

Disposition Instructions A readable guideline on how to handle the records

associated with the file plan.

Contains Records Folder The confirmation is about whether the records folder is
contained or not.

Default Media Type The choice for preset media types which are made
available to simplify the data entry for the record. The
frequently-chosen value is "electronic" or paper.

Default Marking List Handling and classifying information that is printed at
the bottom of the record, such as UNCLASSIFIED, or
NOCONTRACT.

Default Originating Organization This option is to enter the original arrangement as

default which is made available to simplify the data
entry for the record and to assume that originating
organizations are the same for the information in the
file plan.

Vital Record Indicator This flag is to allow tracking or reminding you of the
record as essential or not.

Vital Record Review Period The choice for the interval of time between vital record

reviews.

* The Process Properties tab
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Name Record Properties Process Properties
Process Cutoffs T v *
Event Trigger
Cutoff Period  One Minute
Cutoff on Obsolete  True
Cutoff on Superseded Tne
Process Hold  Tnue
Hold Period  One Minute

Discretionary Hold  True

LR R R RN R

Pracess Transfer T

Defaule Transfer
Location

Transfer Block Size
Process Access  True -
Access Location

Access Block Size

Process Destruction e v

Field Description

Process Cutoffs

Event Trigger

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.

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

Cutoff on Superseded

The record is cutoff when it is obsolete.

The record is cutoff when it is removed or replaced.

Process Hold

Hold Period

Discretionary Hold

This boolean data type is used when a record process
may be held before the further disposition is handled.

The duration when a record may be held after cutoff
which is normally measured in Years.

The Boolean data type is used when a hold may be
discretionary, such as after acommand change. So, the
discretionary hold flag allows the records management
module to track these manual checks.

Process Transfer

Default Transfer Location

Transfer Block Size

Process Access

Access Location

The boolean data type is used to determine how a
record process will be transferred.

The text data type is used to determine where a record
is transferred by default.

The float data type is used to determine in what size
blocks for organizational purposes that is normally
measured in Years.

The Boolean data type is flagged when a record, which
is held permanently, must be ultimately transferred to
the national records authority.

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

Copyright © 2009-2012 eXo Platform SAS p.87

Organize Your Content



Description

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.

2. Fillin the appropriate fields of the tabs in the form.

3. Click Save or Save & Close to finish.

Create a new Kofax document

1. Follow the instructions in the Add a new document [80] section to open the Add Kofax Document form.

MName *
Categories 4
Language en -
2. Input a name for a Kofax document in the Name field which is required. Special characters (@ # % & * () “"':; [1{

} /1) are not allowed in this field.

3. Select categories for a Kofax document by clicking *'.

4. Click Save or Save & Close to finish.

After being created, a Kofax document will be displayed.

File View Document View
Kofax Document Name Kofax Document

Downloadable File #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 [80] 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 3
eXo-Big Event E

eXo will attend the “Soltions Intranet et Travad Collaboratif” event on May Sth and 6th in Paris.

eXo will atiend the "Solutions Intranet et Travad Collaboratil” event on May Sth and Gth in Paris. Come to meet us to talk about Intranets and
Colaboralive Solutions eXo i oflering. It also wil be a nice cpportuniy 1o share aboul indusiry trends and new eXo developmenis.

Create an accessible media
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1. Follow the instructions in the Add a new document[80] section to open the content template list, and select the
Accessible Media template.

Name =
Categones +
Language en -
Content Browse_
Title . E
Description +
Creator < Attach the exisisting files from your local device
Source -+
Captions | T 5
Audio description I e— t

Alternative text

Elsource B I U = = & E EE=EE=E=
v & % | Norma il - - @

body p

Details:
Field Description
Name The document name which is required. Special
characters (@ # % & * () “"':;[]1{} /") are not allowed
in the Name field.
Categories The name of the selected categories.
Language The language of the media.
Content The content of the media which is required.
Title The display name of the media.
Creator The creator of the media.
Source The source of the media.
Captions Provide the text of the dialogue and important sounds.
Audio description Provide the narrate track of the media. You can browse
and upload another media file from your local device to
set it as the audio description.
Alternative text Provide the descriptive information about the media.

2. Input the information in the fields, and attach existing files from your local device to the following fields:

« Content: It must be a .flv or .mp3 file.
e Captions: It must be a .srt or .mp3 file.
« Audio description: It must be a .flv or .mp3 file.

3. Click Save or Save & Close to finish.

The accessible media can be played right after being created.
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[Monk tife.fiv j-——The name of the media @ Download

Download the media

O 20 (D) L -
&) [Eude d=s5otion J&——— The audio description
[fhe monk ife Je— The altenative text

Details:

Button Function

(=] Stop the media.

h Play the media. After clicking this button, 'h will become Il

H and vice versa.

e Play the previous media.

3 Play the next media.
Listen to the audio description. This icon only appears if you
attach another media with the audio description to the Audio
description field. After opening the audio description, to
back to the original media, click

=1 Activate/Deactivate the media caption. If you attach an .srt
or .xml file to the Captions field, the caption will appear
when you clicking this button.

Note

You can also attach Captions and Audio description to the uploaded media when editing this document.
To know how to upload a file, see the Attach files to a document [80] section.

You can create a document immediately in a specific drive. However, adding a document to a specific folder enables you
to manage documents better.

There are two types of folder:
« Content folder.

* Document folder.

&~ Documents
- Document Folder

.| Content Folder

In the default skin, the icon for a content folder node is displayed in blue and the icon for a document folder node is displayed
in yellow.
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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.

Click "5 New Folder on the Action bar to open the New Folder form.

New Folder x
Type Content Folder ~ % Select type
Title  Travel =
Name tavel = B
Save Cancel
A
3. Select a folder type.
4. Input values for both Name and Title fields which are required. Special characters (@ # % & * ()" "':;[]1{}/!) are

not allowed in these fields.

5. Click Save to accept creating a new folder.

Note

The name of a folder may be the same as that of the existing one. When a new folder is created with the
same name as other existing folders, an index will be added to the name of your newly created folder (for
example, test[2]).

You can only create a content folder in another content folder.

You can create a document folder in a content folder or a document folder.

This function enables users to add multiple languages for a document. This action is similar to adding a language.
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1. Select a document to which you want to add the translation. For example, select an Article in English.
&%) documents
: = Article En
= | Article Fr

2. Click & add mansiation ony the Action bar to open the Symlink Manager form.

Symlink Manager x

Path Node (.?

Save Cancel Click

s Click ¥, then browse to the target document that has different language with the first document. For example, the
Article version in French.

Select Document x

Content Browser Content Search Form Search Result

Filter All E|

/i~ |Personal Drives + Personal Documents +  Private [¢— The path to the node

m

& General Drives - Name Date Created Size
E Group Drives Article En 28/11/11 04:56
, [ Article Fr |  28/11/11 04:55
= Personal Drives
+ Personal Documents:
- Private Click
+ Documents
+ Videos il

4. 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.

O [[Privaterarticleen | q— The cument node

Languages IR, tew Content NewFolder @ AddTranslation o Add Symik By Comment R Tag g Vote Maore ¥
(i iarsde ) Jo—Click to review the

Relau different language

No Related Document

Refere st Article En

No Related Document

Summary :

It is English

Content :

Content is empty

A symlink in Content works like shortcut to a directory or file. To add a Symlink, you can follow one of these ways.
The first way

1. Select a node where you want to add a Symlink.
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2. Click ¢ Addsymiink o the Action bar to open the Symlink Manager form.
Symlink Manager x
Path Node 3
Symlink Name *

Save Cancel

Details:

Description
Path Node The path to the target node.
Symlink Name The name of the Symlink.

Click *' to open the Select Target Node form.
4. Select the workspace which contains the node that you want to add a Symlink.
Click @ in the row of the node that you want to add. The path that the node will appear in the Path Node field and the
name of the node is set by the name of the selected node. You can also edit this name.
Symlink Manager x

Path Node  collaboration: Usersfi___fio__fioh___fjohn/Priy +

Symlink Name  pLF user guide. tt.Ink =

Save Cancel
6. Click Save to finish adding a Symlink.
- _— 3[/Provate/content-folder Jo— i node
Y . ik 4 Eort N B impot — &

Date Crested  Date Modifisd (e Versonable Auditing

. . ®, PLF user gusde txt e k added e AOCLME 11/26/11 5:40 AM 11/28/11 5:40 AM  john true false
Content Folder

& i PLF use

The second way

1. Right-click a node that you want to create a Symlink. Note that if you follow this way, the Symlink will be created to
the current node.

2. Click Add Symlink from the drop-down menu.

This node will become a Symlink to the current node.
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Sites Management Sites Management

- The current node [ P
=" documents —p :
i (target node) =" documents
i Sales Materials [ ERT
& js.
4 Add To Favorite _| Sales Materials i
; . Bl s
@ (] Copy :
4 cut iz links 4
gl . 8- /& medias
el 52 shared.Ink
- =1} e ! L
8 teck - g shared.Ink
@®- g shal | Rename s =2

led
@ view Information e
All Ttems All Items
E2 Download And Allow Edition
+ Owned E Copy URL To Clipboard + Owned by me
» Favorites = Favorites
, Note
You should notice the different behaviour between adding a Symlink via the Action bar and the right-click
menu.

« After you have right-clicked a node, then selected Add Symlink, a Symlink to the current node is
created.

e Meanwhile, when you select Add Symlink on the Action bar, a Symlink Manager form will appear
to let you select the target node.

Warning

You will get an error message if you create a Symlink inside the following content types: Article, CSS,
Event, HTML, JS, Kofax, Podcast, Sample node, Weblink.

This function is used to comment on a document.

7 Note

You cannot comment on a File Plan document.

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

) Comment

Click on the Action bar to open the Comment form.

3. Add your comment to the Comment field.

4. Click Save to commit.

The comments are shown at the bottom of the document.
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The best places for summer 2011

Summary :

If you're on the lookout for a fantastic deal on summer holidays in 2011, you've come to the right place. With plenty of
low cost package holidays available, we've got something for everyone, Whether you're a couple looking to get away
for a relaxing break, a group of friends in search of some fun in the sun or a 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 & family planning a child-friendly trip
abroad, there are a host of cheap summer holidays on offer in 2011,

[&2 Links:

& Attachments:

Avg. Rating: 0.0 Votes: 0

Last cormiment 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, 2011 (4 1l

It's interesting :)

You can edit your comment by clicking <l or delete it by clicking @.

There are two ways to edit a document.

The first way

1. Select a document you want to edit in the left panel.

Edit
Click I on the Action bar.

The second way

1. Select a folder that contains the document you want to edit.

2. Right-click the document you want to edit and select Edit from the menu.

The form to edit the document 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.

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

1. Select a node that you want to export.
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Click ™ BP9 5 the Action bar to show the Export form.

Export x

Path to Export: /sites content/live/acme/documents

Format: @ system View
) Document View

zip: O

Export Export Version History Cancel

Details:

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 form can contain Export Version History if the exported node or any of its child nodes
is versioned.

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

Nodes which are in the .xml file format can be imported into the JCR Explorer system.
1. Select the location where you want to import the new node.

Click 1 Import o the Action bar. The Import form appears.

Import x
Upload File:
UUID Behaviour: Create Mew -
Version History:
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.
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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.

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.

There are some actions you can perform as follows:
¢ Add an action
¢ View an action
« Edit an action

¢ Delete an action

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

Actions

Click ¢ . on the Action bar.

The Manage Actions form will appear.

3. Select the Add Action tab.
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Manage Actions - 4

Available Actions Add Action =

Create Action of Type  exo addMetadstaAction -

Add/Edit Action

MName

Lifecycle |iser Action -
Content Addiion 3
Content Remaowval =
Proparty Addition
Proparty Remaoval il 1
Metadata  metadsta steMetadats - 1
Is Deep [V
MNode Types +Q
Description
Affected Node Types + 0
Save Back
Details:
Field Description
Name The name of this action. This name is internal to the JCR
explorer.
Lifecycle Select the lifecycle for this action. The action will be

executed, depending on the lifecycle:

e '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.

* 'Content Removal': The action will be executed on
a document, but not on a subfolder in the folder when
the document or the subfolder is moved.

* 'Property Addition': The action will be executed
on a document when a property is added to the
document.

« 'Property Removal': The action will be executed on
a document when a property is removed from the
document.

« 'Property Modification': The action will be executed
on a document when a property of the document is
modified.

» 'Schedule': The action is done at specific time.

If you need the same action to be executed in several
lifecycles, you have to create several actions.

Copyright © 2009-2012 eXo Platform SAS p.98 Organize Your Content



4. Select one type for your action from the Create Action of Type drop-down menu.

exo:autoVersioning
exo:create R55FeedAction
exo:enableVersioning
exo:get Mail Action

exo populate TaMenu
exosendMail Action

exo taaonomyAction
exco transform Binany To Text Action
Details:
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.

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.
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Manage Actions

Available Actions

Action Name

Is Deep

MNode Type Names
Lifecycle

Affected Node Types
Metadata

Description

Add Action Action Info

add action

true

node_added

metadata:siteMetadata

Cancel

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

Manage Actions

Available Actions

Name

User action

2.

3. Edit properties in the Action Form.
Edit action
Action Form

Name

Lifecycle

Metadata
Is Deep

Node Types

Description

Affected Node Types

4. Click Save to accept your changes.

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

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

Manage Actions

Available Actions

Name

User action
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Add Action
Triggered Action Life Cycle Action
[exo:addMetadata,  User Action @
Close Edit
x
add acton #
Lser Action a
Content Addition =
Cartert Removal 3
Property Addition
| Property Removal - |*
metadata:site Metadata -
I
P | -~ =
+ Q
Save Back
x
Add Action
Triggered Action Life Cycle Action
[exo:addMetadata,  User Action @ ¢ |m]
Elose Delete
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2. Click @ that corresponds to the action you want to modify.

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

This function logs property changes in nodes.
1. Select a node.

click gt Audit

Activate Auditing

on the Action bar. The Activate Auditing message appears.

Auditing has not been activated for this node.

Are you sure to activate?

Activate Cancel

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

g Audit. . .
Click = "= again to view the audit information of the selected node.

The Auditing Information list appears.

Auditing Information

‘Operation Username Date

Property added john 09/30/2011 18:22.17

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

Operation Username Date

Close

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.
2. Click WaCateoriss o the Action bar.

The Add Category form appears.

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

Referenced Categories Select Category

Category Tree  System

Root Tree @
Name
] ems i | ems
lend
§_1 calendar §_| calencar
Close

4 Click @ to add the corresponding category to the node.

(C <]

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. Go to 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.

& [[Movementl¢——The selected category

Status

acme-category £ Add Category ;('.a New Content ¥ Upload = == Content Navigation
& [ L Fire -

. Document Title Created Date Author Last User
@[ Ice L Flight 3/1/12 1:31 Ab root

- | Movement L speed 3/1/12 1:31 Ah root

-[21 Flight
[ speed

FL Time Travel

I

3/1/12 1:31 Ak

root

Published
Published
Published

L Time Travel
§ | Natural Elements

Note

The list of documents

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.

Delete a category

1. Select a categorized node.

2. Click ¥ Categories

3. Select the Referenced Categories tab.

4. Click @ that corresponds to the category you want to delete.

Nodes can be hidden or shown easily.

Hide a node
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1. Select the node you want to hide.
2. Click [ shewide Content o the Action bar to hide the node.

A confirmation message, which notifies that the node has been hidden, will appear.

Show a node

To show a hidden node, click [ Show/Hide Content 5qain

This function is used to manage node publication.

1. Select a node (on the left or right pane) which you want to manage its publication.

Click s PHPICATONS. o the Action bar.

The Manage Publication form appears.

Manage Publication x

Rewvision History

Revision: 1

Status:

v . v v
Published

Scheduled

From To

Revisions Date Author | Status Action
Revision: The best places for Sep 29,2011 1:47:54PM  |john Drafticurrent revision] T,
honeymoon
Revision 1 Sep 20,2011 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 [ 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 Publication process section to understand more Manage Publication.

There are some actions you can perform on relations as follows:

¢ Add a relation
¢ Delete a relation

¢ View a relation

You can use this function to create relations between nodes.
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3.

Select the node you want to add a relation to.

Click " PHPIEEHoNs 1 the Action bar.

The Add Relation form appears.
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.

A node cannot have a relation to itself.

Select a node that has links to related documents.

Click the == Publications button 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.

Select a node that has links to related documents.

Click on the Filter bar.

=gl /D icle-en The selected content

Languages List [B5 New Folder == Content Navigation

No Related Document
Name Versionable Owner

Relations List
' The relations list

- Article Fr

References List

No Related Document

[le—&—= Relation

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

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

There are some actions you can perform on versions as follows:

Add versions to a node
Add/Remove labels for versions
View versions

Restore a version

Delete a version
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1. Select a node to add a version to.

Vearsions

Click = on the Action bar.

The following message will appear.

Activate Version x

Wersioning has not been activated for this node.

Are you sure to activate it?

Activate Cancel

3. Click Activate to enable a version for the node.

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

Sample Node % Add Translation
28] Song

Name
2] Proud of you

PLF user guide Wil note for docxt

& note_for_docts ¥
= Kofax document | ° | Copy
aXo Big Event 4 Edit
Article Fr & Cut
il Delate
- ] Lock
All Items [ chedan
* Dwned by me -’. Rename
* Favorites e Add Symlink
v Hidden Ld Paste
Q View Information
Filter By Type 7 View Document

Download And Allow Edition

[

* Content
* Document 21 User actio...
* Image [) copy URL To Clipboard

Vearsions

Click “© again to open the Version Info window.

Version Info x

plf-user-guide

@ Version: 1 (Base Version) ;‘ @

Close

The node selected in Step 1 has been added as the Base version..

6. Right-click the node again and select CheckOut to obtain a version of this node.

Note

No actions (copying/cutting/renaming) can be taken on a node in the ChecklIn status. You must check it
out before you can perform any actions on it.
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If you want to add more versions to a node, right-click the selected node above and select CheckIn and

then CheckOut.

Add a label
1. Select a versioned node.
2' A Versions .
Click = on the Action bar.
3. Click ¥' 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 Iabels—»@ =
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' . YErsions .
Click = on the Action bar.
3. Click ©! on the Version Info window to show the Remove Label field under the versions list.
Version Info .S
*! plf-user-guide
|.__-pJ Version: 1 [PLF, User Guide,3.5] (Base Version) - E
Remove Label
Select Label PLF. User Guide.3.5 - Remove labels
Remove Cancel
Close
4. Select the label you want to remove from the drop-down menu.
5. Click the Remove button to remove the selected label.
1. Select a versioned node.
2' C||Ck N Yarsions
3. Click @ to see the current versions of the selected node.
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Version Info x
[a]
eXo news
1/ Version: 1 important] [eXo] [news] [article] w o 2 O m
|;;1J‘nl'ersion:2 Nu'- E.; :'- m
o Version: 3 v & O m
i Version: 4 (Base Version) ol [0
e ”
L q,.’
eXo news -
Languages English
Summary :
Document Management Systems (DMS) Overview
*© Content :
Document Management Systems (DMS) is the use of a 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 retantion and dispoesition functionality for managing records, E

; Note

Version viewing is not supported on folder nodes.

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

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

Vearsions

Click “
3. Select the version that you want to restore as the base version.

4. Click & to restore the selected version.

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

Click r , Versions
3. Click corresponding to the version you want to delete.

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

" Note

You cannot delete a base version.
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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.

Clle li Add/Edit Localised Content on the ACtion bar'
The Multi Language form will appear.

Multi Language x

Wiew Language Add Language

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

WView Set Default Cancel

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

3. Select the Add Language tab. This tab will be displayed differently, depending on which file you selected. However,
the area where you can add languages to a document is the same. The below illustration shows the Add Language
tab for a Sample node file:

Multi Language x
view Language 4dd Language

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

Name

This area is different
Select File -

Browse.

content type

4. Select a language you want to add from the Language drop-down list.
If the selected language has not been added to the current document, the content field will be blank.

Select the Set Default checkbox if you want to set your selected language as a default language.

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

1. Select a document that you want to view the languages list, then click the Relation button on the Filter bar:
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Personal Documents
T FICLUres
- &% Music
|| Folksonomy

@[] Favorites

m

= Documents

[] sample Node B
\{r_ﬁ_ Song

& Proud of you

PLF user guide

D—— R-‘elat'ion

2. The list of language (and all related documents) will be displayed in the left pane.

Languages List

- en (Mola Cafe)

- en [Mola cafe)

- de (New)

- ar (Mola)

- en [(Mola - Hanoi)

Relations List
- Best spots in Hanoi .odt
References List

Mo related document

You can view the document in the new language by clicking the corresponding link in Languages List.

For more details about Relations, refer to the Views relations section.

Note

You cannot add multiple languages to a File Plan document.

When a document is a sub-node of File Plan, you also cannot add language to it.

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.
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4. Click Save to accept your changes. The node will be stored in an exo:thumbnails folder.

If you want to publish one created content but you do not obtain 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.

Click k. Request Approval o he Action bar.

The content is displayed at the bottom of the Sites Explorer of the people who have the right to approve content.

When content is created by users, it is possible to approve the publication if there is an approval request. To approve
content, do the followings:

1. Select content that needs approving.

Click I Approve Content 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 content.
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 Manage views section to know how to add the Approve
Content button to the tabs on the Action bar in Sites Explorer.

After the content is approved, it can be published by people who have the "Publish" permission.

1. Select content that you want to publish.

2. Publish

Click “= on the Action bar. The content will be published as the schedule that you set up.

Note

The Publish button is only visible for users who have the "Publish” right.

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 Manage views section to know how to add the Publish
Content button to the tabs on the Action bar in Sites Explorer.

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

To hide drives, click & Show/Hide Drives g4
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This function allows you to view document nodes in a tree structure.

Show the JCR Structure

1. Select a document.

2. C'ICk 5 Show/Hide Content Structure on the ACtion bar_

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

2. Clle 4 Show/Hide Content Structure again'

Atag 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 " T29 on the Action bar. The Tag Manager will be displayed.
Tag Manager x
Tag Mames User guide Seperate mutiple tags with the
commas.
Tag Scopes FPrivate -
Linked Tags content ‘— Remove tags
eXo
Add Tags Close
Details:
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.

3. Input a value into the Tag Names field. Several tags can be added to a document at a time. To do that, input all tag
names in the Tag Names field and separate by commas.

4. Select a value for the Tag Scopes field.

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

6. Click T to delete tags.
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Remove tags from a document

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

Click T30 on the Action bar to open the Tag Manager form.

3. cClick @ corresponding to the tags you want to delete.

4. Click OK in the confirmation message to delete the tags.

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.

Click “+" Upload on the Action bar to open the Upload File form.

Upload File X
Name +
select Fle [[Browse | #— Click to select file
Categories List 3
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 m
Categories List T
Name
Select File m
Categories List - Opeﬂ maore

Upload File forms

Save Cancel

Click ' to close a Upload File form.

To change the uploaded file, click WU 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.

Click *' next to the Categories List field to select categories to which you want to add this file.
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| Add Categories x

Taxpnomy Tre2  Syslem -
1 Hame ACTian
v £ cne ©
e
; e £ | caendar @
E-3 | 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.

= idd Categories x
Calendar -
Taxonomy Tree  System -
Mams Action
; i | Birthcay ]
T Llﬂilhdﬂ i | Breakfast @ 3
&4 | Breakfest ] ca ®
il ca
B4 | cal 5
£ | unch (/]
&"§_|me £] meeting ©
E-4_| Meeting
. | other e |
B4 | Other
Ll Personal @
e Sl I ;
) Freana i | Professional ]
#-% | professonal . = n

Note

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

Click T 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 Manage categories section.

6. Complete uploading file by clicking Save.

After being saved, the main information of the uploaded file will be displayed.

upload File x
Information
File Name Node File Size Mime Type Manage
Name Metadata
take-note- take-note- . 1
] T T 45 Byte(s) text/plain @
Close Click
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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.

» 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.

This function allows you to view metadata attached to File nodes, Podcast nodes, File Plan child nodes and uploaded file
nodes (nt:file nodes).

1. Select an appropriate node (nt:file).

Click el Metadata po view Metadata form appears.
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View Metadata

2011-08-08T09:26:38.000+07:00

MAA

N/&

Adobe InDesign CS5{7.0.3)

N/A

Mac OS X 10.6.8 Quartz PDFContext

N/A N/A
N/A N/& £
MN/A N/A
N/A N/A
Add/Edit Cancel

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

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

Add/Edit Properties x
Title | 3 i

Creator e,

Subject oL

Source 3

Contributor A
Resource Type e ]

Date  11/29/2011 10:50:08

Publisher  eyq pLatform +
Description A
Rights e,
Relation o
Format +
Coverage -+ i

5. Click Save to accept the new metadata values.

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

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

Click ™ Types to view detailed information about the selected node.
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Properties Management

Properties Add New Property

Name

FTl  joriprimaryType

Bl jer:mixinTypes

vol  jer:uuid
exo:dateCreated
exo:dateModified
exo:index
exo:language
exo:lastModifiedDate

exotlastModifier

R 117 17 1 17 I 17 O 1

Multi Value Value

w false

v true

¥ false
¥ false
w false
¥ false
w false
w false
w false

w false

nt:file

exo:datetime; exo:sortable;

Action

exo:modify; mix:referenceable;

exo:owneable; mix:i18n;

mix:votable; mix:commentable;

exo:rss-enable;
publication:authoring;

publication:authoringPublication;

mix:versionable

edcdeDa6c0a801263ef07637c631

2011-11-29T10:46:00.999+07:0C

2011-11-29T10:46:01.118+07:0C

1000

en

2011-11-29T10:52:15.436+07:0C

john

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

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

1. Select a node.

Permission Management

User Or Group Read
root true
#/platform/administrators true
#/platform /web-contributors true
any true

Add a permission to that node

User Or Group
Read Right []
Add Node Right [[]
Set Property Right [
Remove Right [

Save

Add Node Set Property
true true
true true
true true
false false
-
13
Reset Close

Click i PEMISSIONS The permission Management form appears.

Remove

true

True

true

false

By opening the Permission Management form, you can perform the following actions:

¢ Add permissions [116]
< Edit permissions [118]

¢ Delete permissions [118]

Add permissions

1. Select a user or a group to whom you want to assign permissions.

Click @ next to the User Or Group field to add permission for a specific user.
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The Select User Permission form appears.

Select User Permission Select a user in a specific group x

v

Usemame

Group:| fplatformfusers 4 =
Username First Name Last Name Email Action
demo Jack Miller jack.miller@acme.exoplatform.com Select a user —_— e
Y
james James Davis james. davis@acme exoplatform.com @
. N . . )
john John Smith john.smith@acme.exoplatform.com @
mary Mary Williams mary.williams@acme.exoplatform.com @
root Root Root root@localhost @

Click @ corresponding to your desired user. Also, you can use the Search function to look for your desired users
quickly.

Search for users

Search for a user in a specific group

» Enter a group name in the Group field at the top of the form (for example, /platform/users). Then press Enter.
All users in the nominated group will be displayed.

* or, click “ beside the Group field to open a form that lists groups and their sub-groups. Select a sub-group
and all users of the sub-group will be displayed.

sSelect Group x

p platform
Select Group Select Child Group

-~
f » /platform/administrators

: I.ﬁ Development b /platform/guests

m

b . . b
- & Organization /platform/users

" F /platform/web-contributors
- &y, Platform

: I.ﬂ_;Administratiun

' I.fj Guests

[l AR isitars

Search for a user in any groups by Username, First Name, Last Name, or Email

 Enter the information of the user ino the textbox.
* Click “* to search for users matching with your selected information.

* Click > next to the User Or Group field to add permissions based on memberships.

Then, select a group in the left pane, and membership types in the right pane in the Select Membership form.

* Click & next to the User Or Group field to assign the "read" permission to all users/groups.

2. Select the permission you want to grant the selected users or groups by ticking the corresponding checkboxes beside
rights you want to add.
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3. 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 permissions table.

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 permissions table.

Click .

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

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.

This form has two tabs:

Properties

Click =1 Properties g show the Properties Management form.

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

Properties Management

Properties Add New Property

Hame Hulti Value

FT]  jerprimaryType ¥ false
W jermixinTypes 7l
we]  jeruuid x false
E exo dareCreated x false
E ewo:dareModified ¥ false
exoindex x false
exolastModifiedDate ¥ false
exo:lastModifier x false

[t exo:name x false
ow) axoowWner x false
Bl  exopermissions v e

Add New Property

Value

exotaxonomy

exo:sortable; exo:modify; exo:datetime;
exo.owneable; exoprivilegeable,
mix:referenceable; exoactionable;
mix:versionable

bfcaeddac0ad0l 4f00002472b6EAF143
2011-0%-30T17:04:36.690+07:00
2011-09-30T17:04:36.700+07:00

1000

2011-09-30T17:04:36.699+07:00
—_System

avents

__Eystem

& /platform fadministrators read; */platform
Jadministrators add_node; &/platform
Sadministrators set_property, *plaform
Jadministrators remove; */platform
fweb-contributors read, */platform
fweb-contributors add_node, */platform
fweb-contributors set_property; *./platform

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

Copyright © 2009-2012 eXo Platform SAS

p.118

Organize Your Content



Properties Management x

Froperties Add Mew Property
Namespace -
Name W
Type  Sting -
Multiple  true -
Value &

Save Reset Cancel

Select the Add New Property tab to add new properties to the selected node.
Select the namespace for the property.
Enter a name for the new property in the Name field.

Select the property type from the Type drop-down menu.

N oo o b~ w

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 g

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

. View a relation

Select a node, then click @z Shew/Hide Relations pocuments related to the selected node will be shown in the Filter bar.
Relations List

- wiki_page_edit.png
- use_wiki.wiki

If the node does not have any related documents, the message No Related Document will appear instead.

Relations List

No Related Document

. Hide relations

Click &z Show/Hide Relations auain 1o hide relations.

This function is used to vote for a document.
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Note

You cannot vote for a File Plan document.

1. Open the document you want to vote for.

Click =% Vote on the Action bar.

The Vote Document form will appear.

Vote Document x

Cancel

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

Vote Document xX

Cancel

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

Awg. Rating: 4.0 Yotes: 1

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/Unwatch
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 <@ Watch/Unwatch

A message will appear to confirm the action.
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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) will be different.

» Actions in the right-click menu for documents:

1@ Add To Favorite
(] copy

& Edit

4 Cut

Delete

5] Lock

Checkin

#| Rename

[ Add Symlink

IZ&ZI Wiew Information
[£] view Document
25l Download And Allow Edition

|5_ Copy URL To Clipboard

» Actions in the right-click menu for folders:

This function helps users easily add nodes (documents, folders or files) as favorite.

-

(] Copy
o4 Cut
Delete

=) Lock

#| Rename

[ Add Symlink

iﬂ:) View Information

Z5l Download And Allow Edition

|5_ Copy URL To Clipboard

1. Right-click a node you want to add as a favorite.

Click = from the drop-down menu.

A symlink of your favorite nodes (folders, documents, files) will be created in the Favorite folder.

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:
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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.

The Clipboard window will appear.

Personal Documents

PLF 3.5 releas

| note_for_doc.

txt gt

& Add To Favorits

e
| Folksonomy -
(- ) 4 Edit \
Music Click
| T
Pictures -
-- Searches Delete
- [B videos =) Lock
-] Public ChecklIn
tfﬂ Rename
hd [ Add Symlink
Al tems Clipboard [] paste
= Owned by me @' wiew Information
* Favorites [ view Document
+ Hidden 2 Download And Allow Edition
|5_ Copy URL To Clipboard
Clipboard
Path Cm Act
...hin/Private .
[Favorites ~ =°FY u L
...ments/plf- 1 =
35-release Ut u L
%2 Clear All

<,

4. Click 4 in the clipboard window to paste the copied/cut node into the selected destination node in Step 3.

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

* You can also click the Clear All link to delete all waiting statements in the list.

« After the action has been taken, a confirmation message will appear with detailed information about the destination path.

Note

You only can take the Copy action if you have this right on the source node.

You only can take the Paste action if you have the right on the destination node.

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].
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You cannot copy a content folder into a document folder.

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

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

This function helps you remove folders/documents from their locations easily. Do the same steps as in the Delete 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.

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 d}—"J

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

= ~ Document Title Created Date  Author Last User Status
Sites Management = L}

ApplicationData 0/30/11 5.02 PM
categories 9/30/11 5:02 PM

- categories - =
@ { | acme -
' exod 9/30/11 5:02 PM
B0 css i events 9/30/1
§ 9/30/11 502 PM
d-§ | events 1
i links 9/30/11 5,02 PM
s
. £ medias 9/30/115
s links ! ‘
Flatform User Guide /3411 2

B8 medias

web contents 9/30/11 5:02 PM
Plartform
] r'|

3. Drop them 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.

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

Lock folders/documents

Just right-click a folder/document (on either the right or left window pane) and select Lock from the drop-down menu. The
selected folder/document will be locked.

Note

Only users with appropriate rights can lock folders/documents.
After being locked, other users can only view the folders/documents.

The lock will be kept as current for a session only. If the locking user signs out, the node will be unlocked.
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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.

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  Mew: Invisibility [

Name zome W

Save Cancel

Input a new name in the Name field. You can also change the its title by entering a new one in the Title field.

Click Save to accept your changes.

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

To add a symlink, simply 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.

WebDAV 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, WebDAYV is used to view nodes.

1.
2.

Select the path of node you want to view WebDAV or open that folder from the left/right pane.

Right-click the node and select Download And Allow Edition from the drop-down menu.

With each type of node, the form to view in WebDAV will be different:

« Folder: The sub-nodes list of the current folder will be displayed in WebDAV.
e nt:file: The content of the document will be shown.

e 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 WebDAYV, 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.
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eXo Platform supports you to view all information of a document, such as name, title, creator, and publication state of the
document.

To view information of a document, simply right-click the document, and select View Information from the drop-down menu.

The View Information form appears as below.

View Information x
Mame events
Title events
Type X0 TAXONomY
Owner __system
Last Modifier __system
Created Date 2011-09-30T17:04:30.090+07:00
Last Modified Date 2011-09-30T17:04:36.600+07:00
Close

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, simply right-click it, and select View Document from the drop-down menu. The document is opened
in another tab.

The Copy URL To Clipboard enables you to copy the WebDAV URL of a selected folder or a document. You then can
view it with the WebDAV view on a browser.

1. Right-click a folder/document, and select Copy URL To Clipboard.
2. Paste the URL on another tab.

= ¥ 1ot El http:fflecalhostaoan ecmdema/rest-eemdemafeorfrepasitoryfcollaboration/Users rool /Private/Favorites -
<1 Gmail - Doc review-book... Cverview H Content Explorer H | [ WEBDAY Browser X
EI-—-— Up Lo the rool node
[E Dozumenisl~— 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.

Wk gy .E[I'tl prfflacalbosta0adfeemd emayrest-ecmdemafjorrepositanycallabaratiaon/Users/roat /Private [ ~|

| :
Chverview o Conkent Explorer [FE] wERD AV Brawser x |+

]:[-— Root node

DrocLirnents WebDAW URL al Lhe node
Favarites

Falksnnoery
Fusiz; — Fldors
Pistures
Searches
Witens

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

1 cClick Tag Cloud on the Filter bar, then click * at the upper-right corner of the tags pane.

Private Tags  Click —h®
user guide eXo PLF 3.5

Public Tags @

PLF 3.5 Symlinks

Ta§ Cloud —m[ #]
The Edit Tag form will appear.
| Edit Tag
Name Action
content Vg
eXo 7
User guide &

2. cClick ¢ that corresponds to the tag you want to edit.
3. Edit the tag to your desires.

Tag

Tag Name  pntent #

Save Cancel

4. Click Save to accept your changes.

Delete a tag

1. Do Step 1 [126] from the procedure above.
2. Click @.

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

Use your created tags

1. click

You will see all existing tags which are listed and classified by private or public tags.
Private Tags ~ Click ==y @
user guide eXo PLF 3.5

Public Tags @

PLF 2.5 Symlinks

Tag Cléud —gm[ ¥]
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Depending on the popularity of tag, the display of each tag will be different from others by font-size, font-weight, color,
font-family, and 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. Each tag is similar to a link listing all documents to which it is added. To display the documents list in the right pane,
click a tag name.

This page is used to manage all workspaces, drives, node types, metadata, templates, queries, and more. Only
administrators can access the Content Administration page.

To access the Content Administration page, hover your cursor over %*¥ --> Content --> Content Administration on
the Administration bar.

John smith @D

Users »

Applications

Sites Explorer | Content ’

Content Administration | Portal !

Administration »
IDE

The Content Administration page will appear.

Manage ECM Main Funclions Manage Calegaries
Name Workspace Home Path Permissions Action
Manages Categares Syetem Ama-gyatar

b Manage Tags
innage Tag acire ollabor stior

fmfmu

Atranstl eollaberation

From this page, you can access:

« Categories & Tags: Manage categories and tags.
« Content Presentation: Manage template, metadata, views, and drives.
« Content Types: Manage namespace registry, and nodetype.

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

This section is divided into 2 sub-topics:

» Manage tags

* Manage categories

The Manage Tags function enables you to manage tag styles. The tag styles will change, depending on the number of
documents in a tag.

By selecting Categories & Tags --> Manage Tags, you will be directed to the Manage Tags page as below:
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Manage ECM Main Functions Manage Tags

jories & Tags

Tag Manager Tag Permission Manager
£ ] Manage Catagories Style Name Document Range Tag Style Action
font-size: 129x; fort-weights bold
nearmal 0.2 color: #sbebeb; fort-family
verdana; text-decoration:none;
Content Presentation font-size: 13px; fort-weight: bold;
inbErestng 2.5 color: #35a66ce; font-famdy: verdana; £ 0

text-decoration:none;
font-size: 15px; font-weight: bold;
B ] ——— T active 5.7 color: blue; font-family: Anal; s B
= . 4 teot-decoration:nona;
font-size: 18px; font-weight: bold;
ot 7..10 color: ##9000; font-famdy: Arial A |
Lt -C0r BBON: N0,

font-size: 20px; font-weight: bold;
hottest 10.* color: red; fort-family:Arial; ? &

e - Cor AON:NON; ? ’

Here, you can perform the following actions:

Add a tag style

Edit a tag style
¢ Delete a tag style

¢ Set permissions on public tags

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

Edit Tag Style Configuration x
Style Name  normal W
Document Range 0,2 o
HTML Style |font-size: 12px; font-weight: bold; color: #6bébéh; font-family: verdana; #

text-decoration:none;

Update Cancel
Details:
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, and text-
decoration.

2. Input values in the fields: Style Name, Document Range, and HTML Style.
3. Click Update to accept adding a new tag style.
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Note

The format of valid range must be: a..b where 'a’, 'b' are positive integers. You can use * instead of 'b' to
indicate it is unlimited. For example, 0..2 (means 0-2 documents assigned to a tag), 10..* (means at least
10 documents assigned to a tag).

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

The Tag Manager tab enables you to edit the existing tags.

Edit an existing tag

Click ¢ 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.

To delete one tag style, simply click the corresponding Delete icon and select OK in the confirmation to accept your deletion.

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

Manage Tags
Tag Manager | Tag Permission Manager 1

Memberships Action
=:/platform/administrators 1]

Add Permission

Memberships: - @*— Select membership

Save

Set Permission To Tag Management

L Click & beside the Memberships field to select memberships to add a permission to those memberships. The Select

Membership form will appear.
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Select Membership x

4§ developers

Select Group Select Membership
o~
‘ b member
2 4 developers + author |
R ) |
s organization editor E
* manager
e platform
. ¥ redactor | 4
e sandbox
i » wvalidator
- & spaces Lo il

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
#:/platform /administrators ﬁ
author/developers ﬂ

Add Permission

Memberships

[

Save

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

A category can be understood as a classification practice and science. It is used to sort documents, aiming at facilitating
searches. The category management includes adding, editing and deleting a category tree.

By selecting Categories & Tags --> Manage Categories, you will be directed to the Manage Categories page as below:

Manage Categories

Name Workspace Home Path Permissions Action
. fexo:ecm /exo:taxonomyTrees rty rsterm y 1§
System dms-system /storage /System ...ertyj__system remove B
/sites content /live facme ]
acme collaboration - &fty|__System remove & a

fecategones facme

/sites content /live /acme

events collaboration &ty ;__System remove

fevents -
default collaboration [sites content /live /default ety EyEtem remove -
e Jeategories /default S e TEIRRONE d
ntranet collaboration fekee content /live /intranet erty;__system remove o
Jeategories fintranet e . o -

Add new category Add Category Tree

Here, you can do the following actions:

* Add a category tree

< Edit a category tree

1. Click the Add Category Tree button to add a new category. The Add Category Tree form will appear.
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Add Category Tree

Specify the category name, workspace and home path.

Name  Platform

Workspace  dms-system

Home Path ]

Reset

Clo

=

4— Click to next step

5e

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

Roct Path

exoiecm

Name

exo.ecm

* Click @ next to Root Path if you want to select the root path or;

Add

« Click the arrow icon to go to the up level path and click the plus sign to expand the folder in the left pane.

Click @ corresponding to the path that you want to select as a home path.

5. Click Reset if you want to reset values that have just been selected or Next to select permissions for a category tree.

Add Category Tree

Set permission for the category tree.

User or

Group

any

Read Add Node

true true

Add permissions to this node

User or Group
Read [}
Add Node []
Set Property |:|

Remove |:|

Previous

Save

Clos

Set Remove
Property
true false
885 &
Reset MNext
1=

Action

x

"

m

L]
i. Click @ to select a user or @ to select memberships or & to select everyone to set permissions. The user or
membership that you have just selected will be displayed in the User or Group field.

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

Add Category Tree o

Add an action to the category tree

Name #

Lifecycle |Cortent Addition
Contert Removal
Property Addition
Property Removal
Property Modffication

Is Deep

Node Types + '3'.-.;

A lm| »
1

Home Path  dms-system: fexo:ecm/exo: taxonomyTrees Fiatfi #

m

Target Workspace  system

-

Target Path « g
Affected Node  ntfile Q
Types -
exoartide
exo:podcast | &
exgisample
rma:filePlan
kfx:document +

7. Enter the name for an action of the category tree in the Name field which is required.
8. Selectvalues for Lifecycle, Node Types, Target Workspace, Target Path, Affected Node Types which are required.

9. Click Save to save all values, then select Next to go to the next step.

Note

Do not input some special characters into the Name field, such as: |,@,#,%$,%,&,*,(,)-
Do not add a category which has the same name and level with existing taxonomies in a node.

The category name must contain less than 30 characters.

1. click # 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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Click ' in the Add column to add more category trees. The Edit Category Tree form will appear.

Edit Category Tree x

Parent fexo:ecm/exotaxonomyTrees/storage/System

Category Name  yacation| *

Save Cancel

Enter a category name in the Category Name field which is required.
Click Save to save the category name.

Click Previous to return to the previous steps.

o 0~ W

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.

This section is divided into 4 sub-topics:

¢ Manage a template
¢ Manage metadata
¢ Manage views

¢ Manage drives

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 HManage Templates
Categones & Tags Maximum Page Size: 10 = Totalpages: 4 | ® || ¢ |1 2| 3| &4 || » || »
Template Name Action

Content Presentation

— exoiaddMetadatasction &
Manage Templates

¥

= &xniannaUncament t
Manage Matadata

| Mansge view CrEEES 2 i
- I-'Inna;e Orives axo: sutav'ersioning 'l |2}
@x0: businessProcassModel i |

Content Types exoicomments Z 1
Advanced Configuration D o
exgicraateRSSFeedAction g f

exaicssFile s

o0 enablelersioning 9

Totalpages: 4 (& || ¢ |1 2| 3| &4  » || ®

Add
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Add a new template

1.
2.

o 0~ w

10.

Click Content Presentation --> Manage Templates.

Click the Add button in the Manage Templates form to open the Template Form.

Template Form

Template Dialog View CSS

Name  : app-applicationregistry HEd

Label W

is Document |V
Template

Permission b
save Refresh Cancel

Select the template type from the Name drop-down menu.

Specify a name for the template in the Label field. It is required.

Select the is Document Template checkbox if you want your created template to become a template for a document.

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 ™ next to Any Permission.

Select Permission

L1

Any Permission (4

Select Group Select Membership

t.

- gis Development

: & Organization
& Platform

o sandbox

&b Spaces

Optionally, select the Dialog tab and enter the value in the Dialog Content field.
Optionally, select the View tab and enter the value in the View Content field.
Optionally, select the CSS tab and enter the value in the CSS Content field.

Click Save to create the template.

Edit a template

1.
2.

3.

Click Content Presentation --> Manage Templates.

Click ¢ in the Action column, corresponding to the template you want to edit.

Make changes on the values of each tab, including:

< 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.
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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 in the dialog row you want to edit.

ii. Click OK to accept your deletion.

Note

You cannot delete the default dialog. You must create a new one before you can delete the current
default dialog.

* In the View tab, you can do the followings:

Add a view

i. Enter content into the Content field.
ii. Input name for this view that is required.
iii. Select permissions for a group that can use this view that is required.

Edit an existing view

i. Click ¢ 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.
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ii. Click OK to accept your deletion.
iii. Click Save to accept all changes.
Delete a template

L Click 'l corresponding to the template you want to remove in the Manage Templates page.

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

Metadata is generally defined as "data about data". Metadata is information which describes, or supplements the central
data. Inthe Manage Metadata tab, you can manage nodes in the metadata format in the eXo Platform system. The metadata
may be considered as information used to describe the data. When data are provided to end-users, the metadata allows
users to understand about information in more details. All metadata nodes can combine with other nodes to create a new
node (add mix).

View metadata

1. Click Content Presentation --> Manage Metadata.

Manage ECH Main Functions Manage Metadata
. =
. . . Tcon Metadata Name Internal Use Mixin Type Templale's Actions
det o5 o fela s tus
Manage Templates
Tistadata: ptaMatadats M false ¥ . + ]
— rmaaccessionable v tue v e
tanage Drives rma:cutoffable v ue v o o
v ue v rue &
B e v . v ] |
1 Confi " rma:record o Tue ¥ tue f
rmactransferable v y rue F
rma: vitalRecord v e s e a0 4 BeDeket
Click "+ corresponding to the metadata you want to view.
The Metadata Information form will open.
Metadata Information x
-
[ Metadata Information
Metadata Name Is Mixin Type Orderable children
@dc:elementSet v true X false
[ Elements
Element Hame Type Description
KT deciresourceType String Description =
v dc:coverage String Description
R dc:creator String Description
(5 dec:description String Description
G decilanguage String Description
(1] dec:publisher String Description
) decisubject String Description
73 de:contributor String Description
[sC decisource String Description
[ decerights String Description
I detitle String Description

Edit metadata

Copyright © 2009-2012 eXo Platform SAS p.136 Organize Your Content



1.

The Edit Metadata's Template form will open.

2. Change the required properties of the metadata.

Note

You cannot edit the metadata name.

3. Click Apply to save all metadata changes.

Delete metadata

L Click "8 corresponding to the metadata you want to delete.

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

Click ¢ in the Template's Actions column, corresponding to the metadata you want to edit.

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 ]

Authoring View =:/platform/web-contributars [T E o= £ | (=R = S ey

Covaer Flow =:/platform/users [ CoverFlow ]

Icon View =:/platform/users [ Icons ]

List View *:/platform/users [List]

Simple View *=:/platform/users [ Actions ] [ Collaboration ]

Timeline View *:/platform/users [ Timeline ]

WCM Category View =:/platform/web-contributars [ Publication ] [ Collaboration

WCM View =:/platform/web-contributars [ Publication ] [ Collaboration

11 System ]

Add View

Here, you can do many actions through 2 tabs:

* Views tab

« ECMS Templates 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 X

View Form
Name Detail view =
Permission = N 0
Tabs Action &
Templates  List View -
Save Reset Cancel Add Tab

2. Specify the view name in the Name field that must be unique, and only contains standard alphanumeric characters.
It is required.

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

Select Permission x

1

Any Permission (4

Select Group Select Membership

m

:,‘} Development

:‘} Crganization

:‘} Platform

i :‘} Sandbox

:"ﬁ Spaces &

) 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.
4. Click the Templates field and select a template from the drop-down menu for this view.
5. Click the Add Tab button to create a functional tab on this view. It is required.

Add View x
The tab name
Tab Form

Name n | =

m

Add Category
Add Document
Add Folder

Add Translation
Add Symlink 4—— Specify functions onthe tab
Comment

Navigation by Content
deleteNode

Edit Document

Export Node

Import Node

Manage Actions

]DHHDDDDDDHHHE

Mommmn Acdibina

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.
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The newly created tab is displayed on the Tabs field.

Edit View x

View Form

Name Detail View

Permission  author:/developers e O

Tabs Action[f J&—— Delete the tab

Templates  Lst View -
Enable version [

Save Cancel Add Tab

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

Edit a View

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

Edit View x

View Form

Name Detail View

Permission  author:/developers e O

Tabs Action[f J&—— Delete the tab

Templates  Lst View -
Enable Version [

Save 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.

If the dialog has at least two versions, in the View tab, it displays the Restore button. You can use
Restore to roll back to the previous View.

3. Optionally, click the Add Tab button to open the Tab Form tab that allows you to add more Tabs to the View.
4. Optionally, click an added Tab to add or remove functions on it. Note that you cannot change the tab name.

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

Delete a view

L Click W' corresponding to the view you want to delete in the Manage View page.

2. Click OK to delete the view in the confirmation message.
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" Note

You cannot delete a view which is in use.
Preview a view

1.

The View form will open.

View

View Form

Name  e_admin-view
Permission = fplatform/administrators
Tabs [ Admin ]
Templates | List View

Enable Version [}

Close

2. Click Close to exit the View form.

Add a new ECM Template

1. Select the ECM Templates tab.

Manage View

Views ECM Templates

Maximum Page Size: 10 =
Name Value

Jfexo:ecm/views/templates

ST LT Jecm-explorer/ContentView

Jexo:ecm/views,/templates

Cover Flow Jecm-explorer/CoverFlow

. Jexo:ecm/fviews/templates
Icon View Jecm-explorer/lconview
List View Jexo:ecm/views/templates

Jecm-explorer/ListView

Jfexo:ecm/views/templates

Slide Show View Jecm-explorer/slideShowView

Jexo:ecm/views/templates

System View Jecm-explorer/Systemviaw

Jexo:ecm/views/templates

Thumbnails View Jecm-explorer/ThumbnailsView

Jfexo:ecm/views/templates

Timeline View Jecm-explorer/TimelingView

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

Content =

m

Name #

Input the content of the template in the Content field.

3

4. Input a name for the template in the Name field.

5. Select a type for the template in the Template Type field.
6

Click Save to accept adding a new template.

Edit a template

1. click ¢ nextto the template you want to edit.
2. Change the current template's properties.

3. Click Save to accept all changes.

Note

You cannot edit the template name.

If you tick the Enable Version checkbox, this template will automatically increase to 1 version after
you have clicked Save. It is displayed at the Base Version column in the ECMS Template tab.

If the template has at least two versions, in the Edit ECM Template form, it displays the Restore
button that allows restoring the template version.

Delete a template

L Click W' corresponding with the template you want to delete.

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

The function supports you to manage drives in the Sites Explorer. It allows adding, editing and deleting drives.

Go to Content Presentation --> Manage Drives.
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Manage Drives

Maximum Page Size: 10~

Icon Name Workspace

acme-category collaboration

collaboration collaboration

default-category collaboration

DMS Administration dms-system

Groups collaboration

intranet-category collaboration

Managed Sites collaboration

Home Path
/sites content [live

facme /categories
facme

[sites content [live
/default /categories
J/default

!

[Groups${groupld}

/sites content /live
fintranet /categories
fintranet

[sites content [live

Add a new drive

Here, you can do certain actions on the drives as follows:

¢ Add a new drive
« Edit a drive

¢ Delete a drive

Permissions

=:/platform
/web-contributors

=:/platform
Jweb-contributors, *:
Jplatform

Piaor

Total pages: 2
View
WCM Category View

Cover Flow, Simple
View, Timeline View,
Admin View, Icon
View, List View, WCM

=:/platform
Jadministrators

*:/platform
Jadministrators

=:${groupld}

*:/platform
Jadministrators

=:/platform
Jadministrators,™:
Jplatfarm
Jweb-contributors

Caty y View, WCM
View, Authoring View

WCM Category View
Icon View, Simple
View, aAdmin View

List View, Icon View

WCM Category View

WCM View

Total pages: 2

1. Click the Add Drive button in the Manage Drives page to open the Add Drive form.

Add Drive
Drive Apply Views
Name
Workspace  system
Home Path

‘Workspace lcon

Permissions

O

Show Referenced
Documents

Show [
Non-document

Nodes
Show Sidebar []
O

Show Hidden Nodes

Allow Folder
Creation

exo jsFolder
Unstructured folder
exo:webFolder
exolinkFolder

+

‘e @

2. Input a name for the new drive in the Name field that is required.

s B
v o
s
&

Fd

s
s

»

m

3. Select a workspace for the drive from the drop-down menu by clicking the Workspace entry.
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portal-system
portal-work
warp-system
pc-system
collaboration
backup
dms-system
wom-system
gocial
knowledge
dev-monit
4 Select the home path for the drive by clicking ¥ peside the Home Path entry.
Select Home Path x
Workspace | system
Root Path @
Name Add
t |
---_,jcr:system 5 Jrisystem @
Browse an icon for the workspace by clicking ' beside the Workspace Icon entry.
Select an icon by clicking © corresponding to your desired icon file.
Select Icon x
~
jcrisystem b
Workspace system -
¢ Name Add =
: Child not found!
H- | exo:namespaces
. jer:nodetypes
) exo:ecm
@[ exo:workflow
6.

Select permissions for groups that have access rights to this drive by clicking % peside the Permissions entry.
7. Select or deselect the various checkboxes to hide or show the drive elements respectively.
Show Referenced Document

Allow viewing preference documents.

Show Non-document Nodes
Allow viewing non-documents.

Show Sidebar
Allow showing the sidebar.
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Show Hidden Node
Allow showing the hidden nodes.

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

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

Add Drive

Drive Apply Views

Admin View
Authoring View
Category View

Cover Flow

Detail View

Icon View

List View

Simple View
Timeline View
WCM Content View

15 T T = 1 o

Save Refresh

Cancel

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

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

Edit Drive

Drive Apply Views

MName
‘Workspace
Home Path

‘Workspace Icon
Permissions

Show Referenced
Documents

Show
Non-document
Nodes

Show Sidebar
Show Hidden Nodes

Allow Folder
Creation

2. Edit the properties as required.

3. Click Save to commit the changes.
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Note

The drive name cannot be edited in this form.

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

2. Click OK to delete the drive in the confirmation message.

This section is divided into 2 sub-topics:

» Namespace registry

* Manage node types

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.

Manage ECM Main Functions Namespace Registry
Categories & Tags Maximum Page Size: 10 - Totalpages: 4 |® |« (1| 2|3 (4| » | »
Content Presentation Prefix L n
oo hittp:/fwww.gatesn.org/jcr/ applhication-registry, 1.0/
Content Types )
Content Types cia it wwwe.bull.com/Fr/atadinng/cia/ 1.0
cmis http/ wrurve. mcplatform, comer/cmis/1.0
de hite:/fipurl.org/de/ elements/ 1.1/
%" Manege Nods Type i flimthr
e hittp//www. excplatform, com/icr/exa/1.0
excnide hitgi/fexaplatiorm.argfide/ 1.1/
Advanced Configuratio -
dvanced Configuration fin it fwww. w3.0r/ 2005/ xpath-functions
fn_ald hittgi/fwwve.w3.0rg/ 2004710/ xpath-functions
Fud hitte/ fwvrer.exeplatfarm.com/ser/Fudl 1.1/
omn hittp:/Fwww.gatein.org/for/ gatein1.0S

Totalpages: 4 |® || ¢ (1| 2|3 (4| » | »

Register

Register a namespace

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

Register New Namespace x
Namespace Prefix *
URI W
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 contain special characters, such as !, @,#,$,%,&,*,(,).
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This function is used to control all node types in

Manage ECH Main Functions Manage Node Type

Content Types
Namespace Registry

# ' Manage Node Type

Advanced Configuratior

eXo Platform.

Node Type Name *|

Node Type Mixin Type
apg:application X false x
app:applicationregistry X false e
appicategory X false -
apo:padgetdata X false x
app:gadgetdefinition X false x
apo:padgetregistry X false x
app:localgadgetdata X fales x
8pp:remotegadgetdata x false b 4
crmis:document v true x
crnis:foider ¥ true x
Add Import

View node types

1.

View Node Type Information

Mode Type

Name Space
MNode Type Name
Is Mixin Type

Orderable Child
Nodes

Primary ltem Name
Super Types

Froperty Definitions

2. Click Close to exit this form.

Add a node type

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

Add/Edit Hode Type Definitions

Mode Type Froperty

Name Space
Mode Type Name
|s Mixin Type

Orderable Child
Nodes

Primary [tem Mame
Super Types

Property Definitions

Child Node
Definitions
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app
application #
false

false

gtn:protectedresource, mix:referenceable, gtnic *
[jerprimaryType ]

[ app:creationdate ]

[ app:lastmodificationdate ]

[ gtn:edit-permissions ]

[ gtn:description ]

[ gtniname ]

[ gtn:access-permissions |

Child Node
false -
false -
Save Sawve as Draft Cancel
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false

Y

Total pages: 38

Orderable Child Nodes  Description

nothing
nathing
nathing
nothing
nathing
nathing
nothing
nathing
nothing
nathing

u

Click “* that corresponds to the node you want to view. The View Node Type Information form will appear.

x

-

n

Node Type page.

x

-

mn
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2. Select a namespace for the node.

3. Enter a name in the Node Type Name field. This field is mandatory and its value must be unique.

Note

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

4. Select a value for the Is Mixin Type field.

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

5. Select a value for the Orderable Child Nodes field.

¢ True: Child nodes are ordered.
¢ False: Child nodes are not ordered.

6. Enter a value for the Primary Item Name field.
Click *' to add more parent types in the Super Types field.

* Property Definitions: List all definition names of the Property tab.

* Child Node Definitions: List all definition names of the Child Node tab.

8. Click Save to accept adding a new node type, or Save as Draft to save this node type as draft.

Export Node Types

1. Open the Export Node Types form by clicking the Export button at the bottom of the Manage Node Type page.

Export Node Types
soc:relationshipdefinition v
ntfolder )
exolinkable v
exa:trashFolder v
nt:childNodeDefinition )
exotagHome i
exa:answerHome v
exo:article )
exo:portalFolder i
rmadestroyable v

Export Cancel Uncheck all

x

-

-

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

Check all button.
3. Select nodes that you want to export by ticking the checkboxes.
4. Click the Export button in this form.

5. Select the location in your device to save the exported node.
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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. Open the Import 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 x

Upload Cancel

2. Click the Browse... button to upload a file.

Note

You must upload an XML file. This file is in the node type's format.

3. Click the Upload button.

Note

If you want to upload another file, click & to delete the file which has just been uploaded, then upload
other files.

4. Tick the checkboxes corresponding to the nodes that you want to import.

5. Click the Import button to complete importing a node type.

This section is divided into 4 sub-topics:

¢ Manage queries
¢ Manage Scripts
» Create an action type

¢ Manage locks

The function enables you to add, edit and delete queries by going to Advanced Configuration --> Manage Queries.
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Manage Queries

Name Type Statement Permissions Actions

Jfelement(* exo:artide)
[not{@jcr:mpanTypes =
Al Articles ¥path ‘exo:restorelocation’]] order =:/platform/users Z 0
by @exo:dateCreated
descending

/I=[(@jcr:primaryType =
‘exo:article’ or
@jcr:primaryType = ‘nt:file’)
and

Created Documents xpath @exoiowner="${Userld}$ =:/platform/users A |
and not{@jcr:mixinTypes =
‘exo:restorelocation’])] order
by @exo:dateCreated
descending

/felement(* 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 query

1. Open the Add Query form by clicking the Add Query button in the Manage Queries page.
Add Query b 4
Query Name N

Query Type  xPath -

Statement |fi:rootDocuments/Live)felement{=, gxn:artice)

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.

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
ant:fil e document named Fi | el. When you execute the query Test , only document Fi | el will be shown. After
that, create a nt : fi | 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 L
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7. Click Save to finish adding a new query.
Edit a query

1

2. Edit the properties of the selected query.
3. Click Save to accept all changes.

Delete a query

1.

2.

Click U corresponding to the query you want to delete.

Click ¢ corresponding to the query you want to edit. The Edit Query form will appear.

Click OK in the confirmation message to accept your deletion, or Cancel to discard this action.

The function enables you to manage all script codes in the eXo Platform and Browser Content system by going to
Advanced Configuration --> Manage Scripts.

Manage Scripts

ECM Scripts

Select Category: action -

Name

AddMetadataScript.groovy
AddTaxonomyActionScript.groovy
AddToFavoriteScript.groovy
AutoVersioningScript.groovy
EnablaVersioningScript.groovy
GetMailScript.groovy
PopulateToHomePageManu. groovy
ProcessRecordsScript.groovy
PublishingRequestScript.groovy

RSSScnpt.groovy

Add a new script in ECM

1.
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Click the Add button in the Manage Script page to open the Add/Edit Script form.
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Add/Edit Script x

Script Content

Script Name £

Save Refresh Cancel

2. Enter a value for the Script Content field.

3. Enter a script name for the Script Name field that must be unique and not contain special characters, such as
L@ #,$,9%,&,%,(,)-

4. Click Save to accept adding the new script.

Edit an ECM script

1 click ¢ corresponding to the script that you want to edit in the ECM Scripts tab. The Add/Edit script form will appear.
Add/Edit Script x
Script Content /= ~ I &

* Copyright {C) 2003-2007 eXg Platform 3A5.

*This program is free software; you can redistribute it andor

* 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.

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

* but WITHOUT ANY WARRANTY; without even the implied warranty
of

*MERCHANTABILITY or FITMESS 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.org
ficenses/=,

m

import java.ytil.Map;
import javax.jor. Session;

import jayax. jor. Mode;
import javax.jor. Ttem; i

import orq.exgplatform.services.log.Log;
is Enabled version [C]
Script Name  AddMetadataScript.groovy =

Save Refresh Cancel

2. Edit the properties in this form.

3. Click Save to save all changes.

Delete an ECM script

L Click U on the script that you want to delete in the ECM Scripts tab.
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2. Click OK in the confirmation message to accept your deletion, or Cancel to discard this action.

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

1. Select Advanced Configuration --> Create Action Type.

Manage ECH Makn Functhons Create Action Type
. wge Size: W v = 12 ]|=
HName Extends Action Type
exo:acthon [mt:-base)
. Nt Ty exo: addMetadatadction [ex0: action] [exo: scriptction] [nt:base]
- . . exo:addToFavoriteaction [exo:action] [exo:seriptaction] [nt:-base]
exo:autoVersioning [ex0; achon] [exo:scriptAction] [nt:base]
Manaos Quees exo:createRSSFeedAction [exo:action] [exo:scriptaction] [nt:base]
Manage Scripts exo enableversiomng [exmo: acthon] [exo: scriptction] [nt:base]
sno:folksonomyAction [ex0: action] [exo:scriptaction] [nt-base]
L Manage Lacks exo:getMadliction [exo: achion) [exo:scriptaction] [nt:base]
exo:populateToMenu [ex0:action] [exo:scriptiction] [nt:base]
Xt processRecondAction [exn: achon) [exo:scriptaction] [nt:base]
Totalpages: 2 (= | «||1 |2 |» | ®

2. Click the Add button to open the Action Type form.

Action Type x

Extend Action Type  exo:scriptAction -

Name {starts with &
"exo.)

is Action Move |:|

Execute  escm-explorer/action/RSSSeript.groovy -
Variables A,

Save Cancel

Select the action type.
Input a name for the action.
Check/uncheck the is Action Move option. The action will have exo:move property or not.

Select an "execute" for the Execute field.

N o o M w

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.

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 in the right pane.
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Manage ECM Main Functions Manage Locks

Categories & Tags Locked Node Manage Lock

Content Presentation Node Path User Lock Action
Content Types
Advanced Configuration

Manage Queries
Manage Scripts

45 Create Action Type

I.ZII Manage Lacks

Click = corresponding to nodes which need to be unlocked in the Locked Node tab in the right pane. 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.

* Click corresponding to the group which you want to remove from the "Unlock" permission list, except 2 groups:
*:/platfornm adm ni strator androot.

Locked Node Manage Lock
Groups Or Users Action
*:/platform/administrators 5
*/platform o
& platform
Select Group Select Membership
- s Customers - o ~
: i > memher
- s Organization » author
I:EI- - Partners v aditar L
- - S, Platform E b rranager
I;EI- - Administrators » redactor
|i§|- - Guests » wvalidator
: -, po*
- ol Users - =

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

However, each site in eXo Platform has the Edit mode which enables you to edit all content of the current site. When
hovering your cursor over content, you can see the Edit icon which enables you to quickly edit this content. You can take
advantage of this feature to submit content to a page.
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To turn on the Edit mode, hover your cursor over Edit on the Administration bar, then select Content from the drop-down
menu.

M My Sites Dashboard Edit

.I

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

The "published" state —_ .,

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.

¥

“Iﬁ 1ce powers enable instant freeze capabilties. In ﬁ Ed  Whether for recreation, utiitie
T LE

addition, you can create ice formations without rs Wind power provides a wide range OF &3
3 water supply, such as ice cubes, skating rinks ¥ for Acme Superheroes. Gentle brpoze -
or even decorative sculptures. force winds can be generated ins o edit

modified on the fiy. Edit content

The Fire super power allows you to create fire Injury and dlness can be an uncomfortable
instantly, with no fuel source required. You can T interruption to daily ife. The Healng power lets

control the temperature, size and direction of you stop these inconveniences the second they

the flame with only vour thoughts. Acme start. Mote: Healing powers are only avaiable for
cautions its customers to be responsible with the ndividual owner and cannot be appled to
this power, as it can cause significant injury and third parties at this time.

property damege.

4.2.1.2. 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, you first need to turn on the Edit Mode.
Here, you can do the following specific actions:

* Add content

« Edit content
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* Manage content

* Manage preferences

Adding new content by using InContext Editing is enabled for the Content List Viewer (CLV).

Turn on the Edit Mode, then hover your cursor over the CLV to which you want to add new content.
Click & on the CLV.

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

Select your template in the list below =i @
_-5 = = Cancel selecting a
template
Free layout Picture on head
webcontent layout
Details:

Field Description

Free layout web content This template is a free layout.

Picture on head layout web content The site's content is presented in two spaces. One is
for inserting an image and the other for editing the site's
content. The image will be put at the head of a site.

= Display the list of the content templates in the List view.
Display the list of the content templates in the Thumbnail
view.

X Cancel selecting the content template and back to the
previous page.

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

w2
Free layout webconteng(Change Content Type| el Salect ganother template Save Save & Close Close Y

Details:
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.
RE Switch on/off the full-screen mode.

Fill all the fields in the form. See the Add a document section to know how to create the different content types.

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 Manage preferences section.
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4.2.1.2.2. Edit content

You can edit any content 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 select 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.

G @& < |/stes content/Ivefacme/web contents'Wind |#——The path to the content - a,

Publication Collaboration

% Upload i Categories [, Publications Back to the homepage —==—+=»{ D]

Product Save Sawe & Cloae Close : :

Name v -
Title  wind =

Mustration Image h $
®-

Summary

Font sze B || @

Whether for recreabion, utilibies, or self-defense, Wind power provides a wide range of capabilities for Acme Superheroes. Gentle breazes to gale force winds can be generated
mstantly, and modified on the fiy.

[H Source B 1 W e

LA Y F § Format

g m

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 content

5. Click @ , or &= on the Action bar to publish your edited content. Your content is now in the "Published" state.

7 Note

You cannot see the edited content in the draft state when you turn off the Edit mode.

4.2.1.2.3. Manage content

With InContext Editing, you can easily manage a Content List Viewer on the homepage. You can add 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.

Add 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.
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LB - IK*] \fsites content/live/acme/web contentsle—— The path to the content list - e
collaboration  Add new canlenl I, new content  ¥® Upload Back to the homepage --:—Eo@
| B2 web contents -
Pood «  Document Title Created Date  Author Last User Status
#-I@ Events
@[] Fire & Events 8/20/09 10:58 root
GE'I Flight B Fire 11/5/10 11:01 rook root Published
hi B Healing E| [ might 11/5/10 11:06 rook root Published
& Ice i
&) immunity [ Healing 11/5/10 11:02 root root Published
GI:‘-l Inwvisibility E] Ice 11/5/10 10:57 root root Published
&I NewEvents - E] Immunity 11/5/10 11:03 root root Published
S "
< . W% Qq [ 1rwisibility 11/5/10 11:04 root root Published

3 Click W New content o e Action bar.

4. Do the same steps as in the Add Content section.

Do other actions

Right-click specific content in the CLV to open the drop-down menu. From here, you can do many actions as mentioned
in the Actions on folders and documents section.

4.2.1.2.4. Manage preferences

Preferences enable you to edit content in the Single Content Viewer (SCV) and the Content List Viewer (CLV), reset the
display of the content in SCV and CLV and publish content.

Edit the Single Content Viewer

1. Turn on the Edit mode.

2. Select # of a Single Content Viewer.

The Content Detail Preferences dialog appears.

Content Detail Preferences

%

— Content Selection

Content Path |ACME Introduce I 111"5" The path to the c@'ﬂer;t

Display Settings
show Title show Date show Option Bar 6}
Print Settings
Show in Page printviewer Q
with  content-id Advanced pane
Advanced

Contextual Content () Enabled @ Disabled
by content-id

@@

Content Visibility
@ Restricted by Authentication (! Restricted by User roles

=

s N Y
| Save | | Cancel |
N AN s
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Details:

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.

« 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.

« 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.

e 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.

e Enable: This portlet is configured with the
provided parameter (“content-id" by default) and
the content.

* By: This parameter is the key in the URL to let SCV
know which really is the path in the current URL.
It is editable when the Contextual Content is set
to "Enable".

« Content Visibility: Allow you to use a cache shared
between users to get content. If you want to get
content, which are displayed in CLV or SCV, from
one cache, select Restricted by Authentication. If
not, select Restricted by User Roles.

Note

Hover your cursor over “# to see a quick help for each section.

3. Click * next to the Content Path to select another content. The Select Content dialog appears.

4. Select a folder in the left pane, and its content in the right pane. The selected content will be displayed in the Content
Path field.
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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 ¢ & -

(RO Titics | The contert ite
05052000 |050% offgem The publicationdate

i. In the Print Setting part, click ' to open the UIPageselector 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.

Edit the Content List Viewer

1. Turn on the Edit mode.

2. Select the Preferences icon of a Content List Viewer.

Content List Viewer Click =“

Login as an Acme User

Jack Miller
An authenticated wvisitor who wil see the admin bar with a personal preferences menu.
Login as Jack

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

Mary Williams
3 A publsher who can write contents but also can create new pages or edit them in the cument site,
Login as Mary

Login as John

John Smith
N ‘ An adminstrator with admnistrator rights on the platform. he can manage securty access and applhcation.

The Content List Preferences dialog appears.

Copyright © 2009-2012 eXo Platform SAS p.159 Organize Your Content



Content List Preferences

Content Selection

Mode

@ By Folder By Content

Folder Path | web contents

Order by  OrderByDat=Created

-

Descendant @ Ascendant

Display Settings
Header Featured Products

Template  TwoColumnsCLVTemplate gimpl

UlIPagnatorEmpty gimpd

ltems per Page 4 #

¥

V|

Show Refresh [

Paginator

-

Show Title Show Image
Show Header Show Date

Show More Link

Fl

’lq-,‘h— Select the path to the content folder !

Automatic Detection [ B

Advanced pane

Show Summary [¥)

Show Link [

7 Show RSS Link |

Advanced
Dynamic Navigation
Contextual Folder

by

Enabled ‘@ Disabled
folder4d
Show in Page detai
with  content-d
Content Visibility

@ Restricted by Authentication ' Restricted by User Roles

e

Save

Details:

Cancel

Field Description

Content Selection

Mode: This mode is to select web content for the list
viewer. There are two modes:

« By Folder: This mode allows you to select a content
folder in the Folder Path field.

« By Content: 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.

Display Settings

Header: The title of all content that is 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.
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Field Description

Iltems per Page: The number of items which will be
displayed per page.

The following options which can be shown or hidden by
ticking or unticking checkboxes respectively.

Show Title: Title of each published web content/
document.

Show Header: Header of each published web
content/document.

Show Refresh: The Refresh button at the left
bottom of the page.

Show Image: The illustration of each published web
content/document.

Show Date: The created date of each published web
content/document.

Show More Link: The Read more link to read all the
content of web content and/or document.

Show Summary: The summary of each web
content/document.

Show Link: The link of web content/document.

Show RSS Link: The RSS link of all content of web
content/document.

Advanced link

Dynamic Navigation

Content Visibility: Allow you to use a cache shared
between users to get content. If you want to get content,
which are displayed in CLV or SCV, from one cache,
select Restricted by Authentication. If not, select
Restricted by User Roles.

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).

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: The 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.

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 content
(documents and/or web content) on the right by clicking the folder.
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If you select the By Content mode, select an available folder from the left pane, all content in this folder will be listed
in the right pane. Click 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.

Enter a header for the content list in the Header field if you want.
Select a template to display the content list in the template list.

Tick/Untick your desired options.

© N o u

Click Save to accept your changes.

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.

Do the Inline Editing

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.

@ bty “
Discard

dp)
‘\Worried about a straying spousa? Go Invisible to find out for sure! (Note: badeground check required. )</p> Changes

Accept changes —jeld

In case the hovered area is in the Rich Text format, the Edit area will be displayed with the CKEditor as below. (See
more information about CKEditor here.)

Elsoures E B o B3 @ 460043

4. Make changes on your selected area.
5 Click ¥ to accept, or # to discard changes.

« After you have made changes on your content, it is only in the Draft state.

F Dﬁ"‘%ﬁ‘

Worried about 2 strayng spouse? Go Invisble to find out for sure! (background check required.) ) )
Click to publish

* Click < to publish the content. Now, your edited content is in the Published state.
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http://docs.cksource.com/CKEditor_3.x/Users_Guide

When using CKEditor to write/edit a document, you can also:

 Insert a portal link to the document. [163]

« Insert a content link to the document. [163]

Insert a portal link

1 click & to open the Insert Portal Link form.

InsertPortalLink @
Title:
URL: Get portal link
Preview Save
Cancel

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.
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CONTENT SELECTOR

Filter All \™| £ Upload File =

T General Drives » acme-category « Natural Elements T

_ _ Thumbnail View
& General Drives - & -

- acme-category — — ==
@ Defense Wind Fire Ice
& Movement

| Natural Elements

+ acme-news-2
+ acme-news-1
+ collaboration
+ default-category
+ intranet-category
o Sites Management
+ Trash
* Group Drives
+ Personal Drives

2. Click the plus before the document name, or click directly the document name in the left pane to show the content in

the right pane, or click < Upload File 4, upload a file from your local device.

3. Click content that you want to insert to the document.

After 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 content, you can yourself publish it with the Stage step immediately.

* Request Approval: When new content is created, it must be approved before publishing by clicking Request Approval
on the Action bar of the Sites Explorer or clicking Pending in the Manage Publication form.

Manage Publication x
Revision History
Revision: plf-35-release
Status:
Draft Pending Approved Staged Published
Scheduled
’7Frum To
| Revisions | Date |Author ‘ Status |Actinn |
|Reuisinn:ph’—35—release |Nnv 29, 2011 11:16:36 AM |Jﬂhr| ‘Draf‘t[current revision] | E |

Save Reset Close

« Approve: To approve content, click Approve on the Action bar of the Sites Explorer, or Approved in the Manage
Publication.
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« Stage: This step allows you to publish 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: Content will be published when you have completed the Stage step.

Note

You will see a list of draft content, pending content which are waiting for your approval if you have
the approval right, and content that will be published at the bottom of the Sites Explorer. Click your
desired content to review, approve or publish.

My Draft Content (12] Waiting For My Approval To Be Published Tomorrow
+ illustration No Content No Content
= illustration

= illustration

* BD-596_ACME_avatars_03.png

* Mary.png

* Logo.png

* John.png

* Jame.png

» Jack.png

* BgPattern.JPG

* BgHeader.png

* BgBntlLogin.png

The Content 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 content.

To use this portlet, first you need to add the Content By Query portlet to a specific page as follows:

1. Drag and drop the Content By Query portlet from the Page Editor --> Applications --> Content 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.

. ' = A X
4 | Page Creation Wizard: Page Editor A

Drrag & Drop O Cteoory Navigation

== Content By QUery

== Content by URL
== o
-

== Content Detail

& View Page propertios

Switch View Mode

2. Edit the Content By Query portlet by hovering your cursor over it, then click ¢ to edit the portlet.

s | Page Creation Wizard: Re-arrange the Page Layout an

# @ Contents By Que 0
CONTents By Query

Click

dd Portlets to the Page.

The form with the Edit Mode tab appears.
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Edit Mode Window Settings Select Icon Decoration Themes Access Permission

Content Selection
Mode @ By Folder © By Content
Folder Path =&

Order by  OrderByDatePublished
@ pescendant ) Ascendant

Display Settings

Header Automatic
Detection

Template UlContertlistPresertationDefault gtmpl
Paginator  UlPaginatorDefault. gtmpl

Items per Page 1p *
Close
Enter a valid query into the by query field to get data that you want to display.

Select a workspace where you want to get data.

Click Save to complete adding the Content By Query portlet.

o 0o W

Click El to quit the Page Editor page and see the displayed data.

Note

To learn more about fields in the Edit Mode tab, refer to Content List Preferences [159].

In eXo Platform, you can create new content 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 content inside a category helps you manage and publish them effectively.

After creating a document, you should categorize it by adding it to a category. Otherwise, documents should be created
right in a category and links to those documents will be automatically created in the category. In eXo Platform, categories
are stored in JCR.

Create content in a category

1. Hover your cursor over % --> Content --> Sites Explorer on the Administration bar.
Click john smith (2D
v Users »
Applications
Sites Explorer | I Content 2
Portal »

Content Administration
Administration »
IDE

For example, select the acme-category drive as the following illustration.
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acme-category ‘g Add Category F New Content ‘P Upload ==, Content Navigation

-[EL New: Speed =

®

— Document Title Created Date Author Last User Status

& [EE, New: Invisibility _

&-£] Defense 1= New: Speed 3/2/12 1:29 AM

@[ Fire = [EL new: invisibility 3/2/12 1:29 AM

@[ 4 Flight § | Defense 3/2/12 1:28 AM

®-Ldlce EL Fire 3/2/12 1:29 AM root Published

#-4 | Movement ;

i .k Flight 3/2/12 1:29 AM root Published

#-4 | Natural Elements

i I . x | Ice 3/2/12 1:29 AM root Published
| Movement 3/2/12 1:28 AM

2. Click the New Content button to create new content. See the Add a document section to know how to add new content.
The new content is a Symlink. To view the content, simply click the Symlink.

acme-category "4 Add Category ®¥ Upload == Content Navigation
E.I "°_' New: Speed Document Title Created Date Author Last User Status
= New: Invisibility
Te. =] - Click .
#§ | Defense EL New: Speed 3/2/12 1:29 Ab
+| [ Fire F El new: Invisibility 3/2/12 1:29 AM
®- [} Flight £l Defense 3/2/12 1:28 AN
& |=d, Tce L Fire 3/2/12 1:29 AM root Published
@-§ | Movement )
g s Flight 3/2/12 1:29 A root Published
#-§ | Natural Elements
1 - - i L Ice 3/2/12 1:29 AM root Published
£ Movement 3/2/12 1:28 A
w [l
1 1] watural Elements 3/2/12 1:28 A
All Items
Created content -l PLF user guide 3/2/12 4:23 Ah john john Draft

* Owned by me

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 web content in a specific site.

7 Note

Only users who have the right to access the Sites Management drive can do it.

This function is used to add new web content to a specific site.

1. Go to the Sites Management drive, then select a site to which you want to add web content.

2. Select the web content folder on the left.

" Note

In this step, you also can add new web content into another folders (documents and media folders) of
a site but you are recommended to select the web content folder because:

Managing web content of a site becomes more easily.

You only may add new web content in this folder so that you do not need to select web content
document in the list of document types. It makes adding new web content more flexibly.

Click & Nev content o the Action bar to open a list of content templates [155], including Free layout web content,
and Picture on head layout web content.
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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

Field Description

Title The title of the web content.
Name The name of the web content that you want to add new.
Language The language of the web content. 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 web content.

The lllustration tab allows you to upload an illustration that makes the site's content more attractive.

Main Content Mlustration Advanced

4 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 1o come with this image

llustration Image

_ Browse I
Summary

5] Source B I U = =at= E EE=E=E

» & LR ; - 9 @
Details:
Field Description
Illustration 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 web content

because it will be displayed with the illustration image when
the web content is listed. The main content will be shown
when it is selected to be viewed.

Upload an image

1. Browse a list of images on your local device by clicking the Browse... button, then select a specific location.

2. Select an image in the list to upload.

The Advanced tab includes two parts: CSS Data and JS Data.
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Main Content llustration Advanced

C355 Data

In thiz 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
JavaScript codes that can be
executed before your web content
is rendered

®

Details:

Field Description

CSS Data Contain the CSS definition to present data in the web
content. You can optionally enter CSS data into this field to
specify the style.

JS Data Contain the JS content to make the web content more
dynamic after being published. You can optionally enter the
JS content in this field.

This function is used to edit web content in a specific drive of an existing site.

1. Gointo the folder of a site which contains the web content that you want to edit.

2. Select the web content by double-clicking it in the left tree or in the right pane. The detailed information of web content
will be viewed in the right pane.

. Edit
Click h’ on the Action bar to show the form to edit the selected web content. This form is similar to
that of creating a new document.

4. Make changes on current values in the fields of this form.

5. Complete editing the selected web content by clicking Save or Save & Close.
Note

. Edit
When you click h’ , the web content will be auto-locked for your editing. After finishing, the
content is back to the unlock status. You can manage “Locks" in the Unlock a node [152] section.

This function is used to remove web content from the web content folder in a specific site's drive.

1. Right-click the name of the web content that you want to delete, then select Delete from the drop-down menu.

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

This function helps you publish web content that you have added to a web content folder in Sites Explorer.
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See the Publication process section to know how to publish web content.

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.

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
MNodes Per Page M0 -
Advanced
Show Non-document Nodes Show Referenced Documents ]
Show Hidden Nodes [l Enable DMS Structure [l
Query Type saL -
Save Close
Details:
Field Description
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 document nodes in the tree structure.

2. Configure the preferences as required and click Save to set them;

Or, click Close to quit without submitting changes.

There are 3 search types in Sites Explorer:

¢ Quick search
¢ Advanced search

e Search with saved queries

With the quick search, you can directly type a search term in the search field. All documents, whose keywords are matched
with the search term, are retrieved and listed in the Search results form.
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Click = to view the content containing the keyword,;

Or, click = to go to the node that contains the search result.

Perform an advanced search

1. click “* on the Filter bar.

acme-category

»

New: Speed i
[E] new: Invisibility

i | Defense

[, Fire

[ Flight

[lIce

i | Movement Click
o-§_| Natural Elements -

[ Dalamea MIC2 &

m

2. Click “ to open the Advanced Search form.
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1. Enter a keyword into the search text box.
2. .. a _
Click — to perform the search;
Or, press Enter.
The search results will be displayed in the right pane.
Search results Search keyword ——+fea "}
rE Mew Folder ==, Content Navigation v Actions f& Audit F Show,/Hide Content "._ Relations More = 5w
Type Name Score Action
allarticdes
Il __system __system xpath /felement(~, exo:artide) 154 o]
= Path: /Users/i___fjo__ fioh___fiohn/Private/Searches/allArticles -
Date created: 3/1/12 1:29 AM
exo:actions
__system exo:actions __system 1057 a
o Path: /Users/i__ fjo___ jjeh___ /john/Private/Favorites/exo:actions ~
Date created: 3/1/12 1:29 AM
exo:actions
john exo:actions john 1057 io]
=l Path: /usersfi__ jjo__ fjeh___ fiohn/Private/exa:actions 4
Date created: 3/1/12 6:00 AM
addToFavorite
nt:file exo:article exo:event exo:podcast exo:sample rma:filePlan kfx:document exo:accessibleMedia exo:htmiFile
exo:cssFile exo:jsFile exo:sitaSearchBox ... 487 a
Path: /Users/i__ fjo___ fjeh___ fjohn/Private/Favorites/exo: actions/addToFavorite
Date created: 3/1/12 1:29 AM
The search results are empty if no document contains the search string.
Type Name Score Action
No results found.
3.
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& O [sites contentilwefacmefwebj‘y\
Saved Searches Click —h[:l [Advanced Search *

* Al Articles Search by Name Advanced Search New Query Saved Query Search Results

» Created Documents

Search in this /sites content/live/acme/web contents

» CreatedDocumentDayBefore location:
= allarticles Content Name *
Search Cancel
-
All Items

The tabs in this form offer different search functions:

¢ Search by Name
¢ Search with constraints
¢ Search by creating a new query

« Search by existing queries

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.

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 New 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).
» Select OR operator to return results that meet either the search terms or the entered constraints (see Step 3).

3. Click Show/Hide Constraint Form to add more constraints.

A further constraint options window will appear.
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Operator: And = 1
|:|F‘ru:||:|ert5r:
|:|F‘r|:||:|ertg.r:
|:|F‘r|:||:|ertg.r:

[[] Created - From
|:| Document Type:

|:| Category:

Details:

Item Description

1

@Cuntﬁin Exactly: @ &

@Cnntain: d
@Nat Contain: d
To 3

e &

= "

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.

i

Add a category.

4. Select the constraint operator (AND/OR).

5. Add the required constraints using one of the following methods:

¢ Add a constraint for exact values [174]

6. Click Add to add any/all activated constraints.

Add a constraint including or excluding values [176]

Add a constraint by date [176]
Add a constraint by document type [176]
Add a constraint by category [177]

The constraints will be converted to an SQL query and displayed in the search form.
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Advanced Search x

Search by Name Advanced Search New Query Saved Query Search Results
Current location /sites content/live

A word or phrase in
content

Cperator  And

-

More constraints { CONTAINS(dc:resourceType, Features of Platform’) )
and (jcr:primaryType = 'exoarticle’ or jer:primaryType = ntfile’ or jerprimaryType =
‘exo:product’)
and {exo:category = "System/calendar')

Show/Hide Constraint Form Search Save Cancel

* Remove unnecessary constraints by clicking .
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.
There are some methods to add the required constraints as follows:

Add a constraint for exact values

1. Tick the checkbox that corresponds to the constraint you want.

2. Enter the property you want to locate, or click ® .
Operator: And -
DProperty': ontain Exactly: /W‘>
|:| Property: 4">Contain:
|:| Property: 4">Not Contain:
[] Created w From To
|:| Document Type: )
] categary: ‘d,]:-
Add Cancel
A list of possible properties appears.
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Select Property b |

Metadata Type  dcelementSet -

@ dc.coverage
O deresourceType
7 decreator
B dc.description
I dc:language
I dc:publisher
B dc:subject
O decontributor
O deisource
B dcrights
O dertitle
O dedate
I decirelation
! dcidentifier
7 dc:format

Add Cancel

3. Select a property from the list and click Add. The selected property will populate Property field.

4. Define the property value to search for by entering a value into the Contain Exactly field, or click ®.

Operator: And -

|:| Property: -{’V>Contain Exactly:

[ClProperty: -@>Contain:
[ClProperty: -{"’>Not Contain:
[[] Created ~ From o
[] Document Type: -
|:| Category: : a8
Add Cancel

The Filter Form will appear.

Filter Form x

Filter: /,v>

Results: -

Select Cancel

All pre-existing values for your selected property 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 value will populate the Contain
Exactly field of the constraints form.
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Operator: And -

[]Property: de:title -,/j”>Contain Exactly: How to join us /,v>
[ClProperty: -,/‘_'V>C0ntain:
[]Property: -_/fv>N0t Contain:
[[] Created ~ From To
|:| Document Type: )
|:| Category: ‘ =0
Add Cancel

Add a constraint including or excluding values

1. Tick the checkbox corresponding to the Contain or Not Contain constraint, as appropriate.

Enter the required property in the Property field, or click © (refer to Step 2 in the Add a constraint for exact values
[174] section for more information).

3. Enter the required values in the Contain or Not Contain fields.

Add a constraint by date

1. Tick the checkbox 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: de:title 4’>Contain Exactly: How to join us /“”>
I:‘ Property: -_/1">Cnnta\n:
D Property: _/f”>NDt Contain:
[7] Created + From 11/29/2011 To|
4 2011 »
D Document Type: ) 5 M T w T E 5
I:‘ Category: e 1 2 3 4 5
6 7 8 & o 11 12
Add Cancel 13 14 15 16 17 18 19

Select the date you want to use as a constraint.

4. Repeat the above steps for the To field.

The selected dates will populate the From and To fields in the Add constraint form.

Add a constraint by document type

1. Tick the checkbox beside the Document Type field.

Enter the document type you want to search, or click " to open a list of document types.
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Select Node Type
kfx:document
exo:htmlIFile
exo:cssFile
exo;jsFile
exositeSearchBox
exopictureOnHeadWebcontent
exowebContent
exasiteNavigationWebContent
exo:siteBreadcrumb
exalink
EX0 CONAact_us
exoiannouncement

exo:product

Save

3. Tick the checkbox corresponding to your desired document type, then click Save.

The selected document type will populate the Document Type field.

Advanced Search

Current location fsites content/five

A word or phrase in
content

Operator  And

More constraints

Show/Hide Constraint Form Search
Operator: And -
| Property: dc:title * »Contain Exactly: How to join us
|Property: # > Contain:
[Elproperty: #>Not Contan:
[7] Created = From 11/20/2011 To 11/30/2011

|| Document Type: nt:file, exo:artice, exozevi <«
| Category: e

Add

Add a constraint by category

1. Tick the checkbox beside the Category field.

Enter the category you want to search, or click ¥ for a list of categories.
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Add Category To Search x

Select Category

Category Tree  System -

Root Tree @

N Name Add
. § | ems /)
g | cms = &
§ | calendar (]

~4 | calendar

Close

3. Click @ that corresponds to your desired category.

The selected category will populate the Category field.

You need a knowledge of the structure of query statements to configure a search using the parameters on the New Query
tab.

1. Enter a unique name for this query in the Name field.

2. Select a query type from the drop-down menu: SQL or xPath.
3. Enter a query statement.
4

Click Search to perform the search and display the results in the Search Results tab;
Or, click Save to save the search query to the Saved Query tab;

Or, click Cancel to quit.

This tab lists all saved search queries that you have access rights to use.
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Advanced Search

Search by Name Advanced Search New Query Saved Query Search Results
Name Type Statement Permissions Actions
..cle}

[not(@jcrmixinTyp

All Articles wpath ‘exocrestore Locatic & fplatform fusers
order by
®exo.dateCreated
descending

.8 ="exo:article’
ar
FjcrprimaryType
="nt:file’) and
@exoowner="${Us
Created h and
Documents *pa not{@jcrmixinTyp:

‘exorestorelocati
arder by
®exo:dateCreated
descending

& /platform/users

.cle)
[[®exodateCreate
<
ws dateTime( ${Dat
and
CreatedNncument wnath notl@icrmixinTwne # fnlatform Musers

* Click # to perform the search. You will see results in the Search Results tab.

m

* 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 I to delete a query (provided you have the access rights to that query).

Do the followings to perform a search with saved queries:
1. Click “* on the sidebar to see the list of existing queries.

Saved Searches 1

= All Articles
* Created Documents

* CreatedDocumentDayBefore

* allarticles

A query list will appear. It contains the sections, including All Articles,
CreatedDocumentDayBefore and allArticles.
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ches 5 Mew Folder ==, Content Navigation & Actions L Audic Show/Hide Content & Relatien. Maore =

* Al Articles

* Created Documents Type Name Soore Action
# CreatedDocumentDayBefore hehe
> allasticles en john File n john File n draft File ... -
Path: /Users/i___fjo___fjoh___fichn/Private/Documeants/File n
I:l Date created: 3/1/12 10:40 AM
Artucle Fr

= en john artide-fr john
All Items

Save Searches Tl est fancais! 7509

* Owned by me Path: /Users/j__fjo__ /joh___fjohn/Private/Documents/ artice-fr
s Favorites Date created: 3/1/12 5:26 AM
* Hidden Article En

- N en john artide-en john
Search results ————
It is in English 7509
Path: /Users/i___fjo__ /ich___fjohn/Private/Documents/artide-en

» Content Date created: 3/1/12 5:25 AM

* Document Article Fr )

Authoring publication en

> Image e
Mle est fancais! 7509

o Path: /stes content/live/scme/documents/ articlefr
® Video Date created: 3/1/12 5:04 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. tems matching the selections
will appear in the right pane.

4. Click the required document or folder name to view or download them.

What is WebDAV?

WebDAV 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.

WebDAYV 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?

With WebDAYV, 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.

To use WebDAYV 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:
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2.

Add Network Place Wizard

Wizard

This wizard helps you sign up for a
You can use this space to store, o

ar other netwark: location.

To continue, chck Mext.

pictures using only a \Web browser

You can also use this wizard to create a shortout to a \Web site, an FTP site,

Click the Add a network place link on the left to open the Add Network Place Wizard.

5

Welcome to the Add Network Place

enyice that offers onfine storage space.
anze, and share your documents and
nd

Internst connechon.

5
o
d

' ~
ance

3. Click Next to select a network location:
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Add Network Place Wizard

Where do you want to create this network place?

Select 3 zenace prowider. If you do not have 3 membership with the provider you select, the wzard will help
you create an account, To just create a shorcut, click "Choose another nebwork lbcation "

Service prowviders:

‘! MSH Cemmunities
Shars yiod Flae with others or store them for

Z'.I'-m_se another network locabon

the address of a Web site, network location, or FTP site

< Back | = JI Cancel I

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 Acme demonstration site 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.

L My Netwark Places |;| ﬁ rﬁ
Fle Edit WView Faworites Tools Help ﬁ'

Qs - © - (| Dot i2vos | G-

Adcress | NG My Natwork Places v oo
Local Hebwork
Network Tasks
2 Add & netwark place { ' ecme en bcelhost i ‘:,' seme on lecalbast (2)
¢ View network cormections = =
g Sel up ahome ar small = v
i affioe network ¥ Chareg trai vuan nhs an Nga - Musgies an duylu
o2, Setup awreless network L =
far a hame or small offic= - -
gy View workgroup compaters “ A
B Hideicons for netwarked g =t oniocahoet -fl) Tinft yeu frgat ngaa on hga
UPN# devices == ===
Obher Pla { =/ dassiconlocahost [ e onlocal - — -
her = ...E ...EE‘ hitp: focahos = 8080 /porial frestprivete for frem
[@' Dizsklap -
i My Computer WRTS54E
EJ Py Dacuments
I3 Shared Documents
The Internat

4y Printers and Faxes

[0 % einon siaSereer seeye
I [Samba, Ubunbu) (192

¢

10 abjecis

Each site managed by WebDAV appears as a folder in this location.

Copyright © 2009-2012 eXo Platform SAS p.182 Organize Your Content



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.

2.

3.

Hover your cursor over % on the Administration bar, then select Content --> Sites Explorer from the drop-down
menu.

Click the Drives button, then select Sites Management.

'E,-J New Folder ==, Content Navigation & Actions '},d Audit ; Show/Hide Content B, Relations Mare = D -

* GEMNERAL DRIVES
Drives button
= acme-category l_' collaboration '_,_ DMs I_I Trash
Administration
' GROUP DRIVES
EL, Development L, Employees WL, Executive Board L, Administration EL, Visitors L, Content
Management

¢ PERSOMNAL DRIVES

! pers o 24 publi
oy Pe onal g Private 1 Public
Documents

You will see all sites listed in the left sidebar.
Sites Management

- [l acme
& default

W intranet

- shared

Right-click your desired site to view with WebDAV, and select Download and Allow Edition from the menu.

The selected site will be shown in WebDAV.
Eile Bt Mew Higtesy EBookmaks  losls Help

= c #2* | | hatp/lecalhestB0B) scmdemo)rest-ecmdemicyjorrepositary/oollaborstion sites con 7+ | [ WP Yohoo 2

ApplicationDizia
I.:il||!(JLl!I(!!i
CBS
documents
- is
links
mefias
web contents

| Dome

In this view, you can access documents in the directories that are linked to the web server.

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 WebDAV (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 WebDAYV automatically. The content is converted
to a directory containing CSS, documents, js and media.

After the new content is added, it can be viewed as a folder in WebDAV or as a page using a web browser.

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 bai-nbreak-my-heart.html

(T site artifacts c ; I
I word-to-000.htrr HPore
Send To 3
Cut
Copy

Create Shortout

= T

Properties

The selected files will be removed from the site.

The Fast Content Creator portlet in eXo Platform enables you to quickly create and save a new document with only one
template in a specific location without accessing Sites Explorer. This helps you save a lot of time when creating a new
document.

There are two modes in Fast Content Creator: Content Creator and Standard Content Creator.

The Standard Content Creator mode allows you to add an action to your document. When Configuring Fast Content
Creator, the Edit Mode tab has the Actions part that allows you to add an action to the document and view actions added
to the document.

Edit Mode Portlet Settings Select Icon Decoration Themes Access Permission

Actions
Redirect [

Redirect Path hitp:/jwww.google.com.vn

[ Action

Name Description TInstance of Action

[ Add Add action

m

Save

Close

To add an action to a document, click Add or 2 1o open the Add Action form. Do the same steps in the Add an action
section.
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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.

HMamepage

Form Generator Portlet

o

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.

= Page Editor B

Apphcations Containers
Homepage
Audeiin

r@ ECM Admin
W Contact U@ ‘L S\
COMTEcT us

A
Adeinistration
Click Collaboration
Contants
Contraller
Dashboard
ECM
Fag
Form Generator Portlet

Forms

& View Paga propertias

Switch View Mode

1. Open the Question? page.

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.
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Edit Mode Window Settings

Select Icon

Decoration Themes

Access Permission

—Save Location

Location to Save [fsites content/livefacme /documents

&l I8

—Template Options
Select Template Contact Us

Custom Save Button send

Redirect

Custom 5ave Message Your comment has been received. We
apprediate your feedback.

Redirect Path jportalfpublic/acme fcontactus/confirmation

m

Details:

Close

Field Description

Location to Save

Select Template

Custom Save Button

Select the location to save documents or messages.

Select a template for the document. There are different
input fields corresponding to each selected template.

Change the label for the "Save" button.

Custom Save Message

Redirect

Change the content of custom message that informs you
have just saved a document.

Allow you to redirect the path in the Redirect Path field.

Redirect Path

4. Select a specific location to save documents.

i. Click g to open the Select Location form.
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Select Location x

Workspace
Root Path &

Name Add
> BX0SEMVICES Ul 22 &"
- ) Users EX0ISErvices @
[ Grouns Uzars '&;.
® Digital Assets I (/]
- |2 Documents | Digital Assets @
@ | Trash Documents ]
¥ Records Space .| Records Space &
[i2 tags tags &
B ) sites content . stes content ]
* ApplicationData ApphcationData .&‘
[i= OrganzationIntagrationSs Total pages: 2 « - 11 2] o

ii. Select the parent node in the left pane, then click @ in the Add column to select the child node in 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.

8. Click Save to finish the configuration of Fast Content Creator. Then, click OK in the natification message to accept
your changes.

9. Click Close to quit the form to edit the configuration of Fast Content Creator.

1. Go to your newly created page.
2. Fill values in all the fields in the page.

3. Click Save to accept creating the new document. A message appears to let you know that the document is created
successfully at the location selected in the Location to Save field.

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.
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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.

~ Page Edit = B
# | Page Creation Wizard: age Editor
Collaborabon

Content
Contrallar

Dvag & Drop

Form Ganerator Portlet

=5 Form Generator Portlet

Forms
Forum
Gadgats
Integration
4 View Page properties

Switch View Moda

Create a content template

1. Open the Form Builder portlet.

i
Hame I:]‘-—T‘he template name

Description

El Source B I WU

»lann J B3I D

Sawve 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 in
the left pane.
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General Form Buider

Input Text
. Label
B Text Area
=l Edior
Select Box
Radio
| Upkad

ChackBox

Textarea field Textarea vaiue

¥ 2m

% MW

ty 2m

- % W

Uplad field [ | Bowse |t +% J@

ave Reset

Click the desired components in the left pane. The selected components will be displayed in the right pane.

Click # corresponding to the component to move this component up; or click # to move the component down.

Click & corresponding to the component to edit properties of that component. The form to edit properties appears

like the illustration below.

Field Labe||'|'|ﬁe

Width

Height
Default Value

Guidelines for
User

Details:

| €&— Enter the label

Rules: [C] Required

Field Description

Field Label The label of the field.
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.
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After editing the properties of the components, the components look like the below illustration.

Title = 48 &

Place ¥ &
Summary Tetarea value 4% @
Upload field | Browse_ |k 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 content.

1. Access Sites Explorer, then select DMS Administration.

L= DMS
Administration

EL Development EL. Employees =L, Executive Board =L Administration =L Visitors EL, Content
Management

' GENERAL DRIVES

[ = | (= ]

gy 3cme-category ws collaboration =]

g Sites Management = Trash

" GROUP DRIVES

2. Click exo:ecms --> views --> templates --> content-list-viewer --> list.

3. Right-click in the white space, then select New Content in the menu; or select New Content on the Action bar.

HR - Sl ] <| I."exn:ecm..'views"’lemplnteq’mntenl-|ist-\.'ie'wer,'list IO— The current node

DMS Administration T New Folder ==, Content Navigation Delete ¥ Actions Audit Show/Hide Content
] S ‘
= list -
P Name Versionable Owner Date Modified Date Created
-] AcmeBigHotiNey
-] AcmePowersTe ] AcmeBigHotNewsT false 3/1/12 1:30 AM 3/1/12 1:30 AM Right-click menu
&-H4 announcement 3 AcmePowersTemp  false 3/1/12 1:30 AM 3/1/12 1:30 AM
@7 BigHotNewsTer| ™
announcement.gtr  false 3/1/12 1:30 AM 3/1/12 1:30 AM B New Folder
- ContentListVie
BigH vsTempl:  fals i1/ 130 AM 3/1/ 130 AM New Content
@ DocumentsTem igHotNewsTempl alse 3/1/12 1:30 3/1/12 1:30 %
@& EventsTemplat: - #] ContentListViewer false 3/1/12 1:30 AM 3/1/12 1:30 AM 4 Upload Files
! " E DocumentsTempla  false 31/12 1:30 AM 3/1/12 1:30 AM &l Add Symiink
EventsTemplateClL false 3/1/12 1:30 AM 3/1/12 1:30 AM
-
1 OneColumnCLVTer  false 3/1/12 1:30 AM 3/1/12 1:30 AM
All Items
TwoColumnsCLVT:  false 3/1/12 1:30 AM 3/1/12 1:30 AM
* Owned by me
+ Favorites UlContentListPres false 3/1/12 1:30 AM 3/1/12 1:30 AM
* Hidden ] UlContentlListPres false 3/1/12 1:30 AM 3/1/12 1:30 AM

4. Select File from the content templates list. The form to add the File document appears:
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. . ) . ~ . LY
File (Change Content Type) Save Save & Close Close || g«

Name [News Template | = The template name -
Categories &
Mime Type application/x-groovy+html -
Language en -
Content =

5l Source B I U e 3= =

L]

» & ®a | Normal s - &
<Lyl
.UICLVFolderMode .UICLVPresentation {
4 background:none limportant;
border:none limportant;
color:none limportant;
height:0px limportant;
line-height: 15px limportant;
padding:0 0 limportant; E

H
.ProDetailPage {
gadd-ng:o 0 limportant;

</style=
wdiv rlasa="111"1 VWPrazantatinn™ id="2nirnmnnnant id” - -
body p
Title | +
Description +
Creator jghn +
Source +

5. 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.

6. Click Save or Save & Close to accept creating the CLV template.

Note

See more details about the File document in the Create a new File document [81] section.

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.

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.

Category Navigation and Parameterized Content List Viewer portlets get rid of long URLs when you view content and
enable users to see published documents or web content 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
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1. Goto News on the Navigation bar.

Browse
by, Top News
Defensa

Vision

Immiunity

Invisibility
Movement
Natural Elements

Healing Worried about a straying spouse? Go Invisble to fnd out for sure!
{Note: bacdkground check required.)

The Fire super power allows you to areate fire instantly, with no fuel source required. You can confrol the
temperature, sze and on of the flame with only your thoughts, Aome ca

* The left pane lists all the categories containing documents or web content.

e The right pane displays the documents selected in the left pane.

auhons it customers to be
a5 it can cause significant mjury and property damage.

sble ingtant freere capabilties. In addibon, you can create ice formations without & water
sch a5 ice cubes, skating rinks or even decorative sculptures.

t .]‘ Long lnes at sirport security and oramped coach seats are a thing of the past. W
you can mave through the air at the time and pace you want.

th the power of Flight,

=] fi

(2 ]

2. Select a category that you want to view on the left. The selected category will be shown on the right (only documents

or web content published are shown).

Browse by, vision
Defensa
1— The current category
Immunity .
Healing
Invisibility
Movement
Matural Elements

Made popular by ti
others are hiding.

dangerous situations - of Ju

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 which allows you to edit the Category Navigation portlet will appear.
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W Content %] w Page Editor B x
LonTent st Hews
Applications Containers -

Chck

Administration
==| application Registry
New Account
2]
ab
(’% Organization Mana
Contents
Dashiboard
iy 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 Window Settings Select Icon Decoration Themes Access Permission
Content Selection
_ e
Mode @ gy Folder By Content *
i
Folder Path fa—&— select the folder path :
Order by OrderByTile - .
' Descendant @ Ascendant
Display Settings
Header Automatic 2
Detection
Template CategoryTree gtmpl -
Paginator UlPaginatorDefautt gtmpl  w
Items per Page =
Close
4.

Click ' to select the folder path which restores content you want do display.

5. Edit some fields in the Display Settings part as you want. See more details in the Content List Preferences [159]
section.

Click the Advanced link to set up some properties for the portlet. See more details here.
Click Save to accept saving the configuration for the Category Navigation portlet.

Click Close to quit the form.

© © N o

Click B on the Page Editor form to finish editing the Category Navigation portlet.

Note

In the Edit Mode tab, some options are disabled.

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 content's
position in the search engines.
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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 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

L Content

Page

+ Add Page

Depending on your SEO management for a page or content, the content of the SEO Management form will be different.

e The SEO Management form for content is as follows.

SEQ Management 4
Description:
Keywords:
Save Cancel

e The SEO Management form for a page is as follows.
SEO Management x

Description:

Keywords:  eXg, PLE 3.5

Robots: INDEX »  FOLLOW -
Sitemap: Visible in sitemap
Frequency: Always -

Priority: 1.0

Save Cancel

Details:
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Field Description

Description The description of your page/content. This description will
be seen in the results list of search engines.

Keywords By using these keywords, other users can find out your
page/content via search engines.

Robots Search engines can access the whole directories on a
website, or individual pages, or individual links on a page
and list your page/content or not, it depends on your
options:

« INDEX: Allow search engines to index your page/
content on the search engine results page.

« NOINDEX: Restrict search engines from indexing
your page/content on the search engine results page.
Use this option if you want to keep your page private.

e FOLLOW: Allow search engines to follow links
from your page to find other pages.

« NOFOLLOW: Restrict search engines from
following links from your page to find other pages.
Use this option if you want to prevent spam links in
comments of blogs, forums and others.

Sitemap Allow you to see pages of the sites in the tree-like
structure.
Frequency Show how often pages are updated on the site. Also,

setting your frequency levels tells the search engines
which pages should be crawled over other pages. The
frequency levels include: Always, Hourly, Daily, Weekly,
Monthly, Yearly and Never. If you set "Never" for the
frequency level, meaning that this page never gets
updated, 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, 0 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.

i means that the SEO Management form is filled out with the full SEO information.

** means that the SEO Management feature is disabled.
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The Search function allows you to quickly search for any content in the system with a keyword from the front page, even if
you do not log in. However, the number of the search results displayed depends on your role.

For example, if you do not log in, you only see the search results that are published.

1. Enter a keyword into the search box and press Enter.

The search results matching with your keyword are displayed in the search page:

/ (& f

© in Contert © i ages

Document Results 1 - 5 {0.0 s=conds)

Jack Miller
Editor: root
... <8 hraf="/portal/login?usemame=demoBpaz=wond=ginBinitialURI=/portal/acme” style="ocolor: rgb{ 245, 130, 32);">Llogin &= Jack</a></p Jack Miller

hittp:-//plf- 3. 5. 2-snapshot. acc=ptance exoplatiorm. oy portal/ acme fd=tail?content-id = frepository foollaboration/ site=% 20cont=nt/Tve/ scme/wel% 2Dcontents

James Davis

Editor: root

... <a hr=f="/podal/loginfus=mame=jam==Bpazsword = gtninitialURI=/portal/acme” style="color: rgb{245, 130, 32);"» Login as James</a> </p James
Davis ...

hittp://plf- 3. 5. 2-snapshot. acceptance exoplatform.orgf portal/ scme/ detail?content-id = repository/ collabomation/sitexh 2cont=nt/Tve/ acmeweb% Jcont=nts

SUsers/User? - 20800

Invisibility

Editor: root

... b=lp you climb the corporate ladder faster. </li> <liz Fulfill your A¢me Supediero Community S=rvice requirement by assisting law =nformementicme
requires additional personality assessments prior to purchass, dus to the .

hittp://pif- 3. 5. 2- snapshot. acc=plance exoplatiorm.org/f portalf acmefdetail?content-id =/ repositoryf collaboration/ sit=s% 20cont=nt/ v/ acme fweb % 20contents
SIrvisibility - 2075.0

Immumnity

Editor: root

«.. poliution and other impurities, </li> </ul <p> With the growing Scme customer bass, thers ars now mors supererces than sver =ngaging their Plzas=
report any ime=zponsible vze to Acme; contracts restrict the use of any powsr against ancther person.) </p Immunity ...

hittp://plf- 3. 5. 2- snap=hot. acceptance .axoplatform.org/ portalf acme/ detail *cont=nt-id =/ repository/ collaboration/ sit==% 20cont=nt/Tve/ acme web® 20contents
SImmunity - 2075.0

Wind

Editor: root

... or lake surfaces, Wind power can creatz tsunami-like walls of water {Acme advises extreme caution wihen deploying] . </li> <li> Wind direction, spzed...
or seif-defense, Wind power provides a wide range of capabilitizs for Scme Superhermes. Gentle breezes to gale forcz winds can bz generated instantly, ...
hittp://pif- 3. 5. 2-znap=hot . scceplance axoplatiom.orgf portal/ scme/fdetsil?content-id = repository fcollaboration/ site= Mcont=nt/ e/ acme

Sweb¥ 20oont=nts Wind - 2075.0
See more search results

In case of no search results matching the keyword, the search page is displayed as below:

aclne

&) f)

X0 Saarch
Search form ——»

® in Content ) in Pages acme -

Document

Your search exo - did not match any document
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Details:

Field Details

in Content Search all published content of search index areas that
contain the keyword.

in Pages Search all SEO data [194] (description, keyword) and
pages that have titles or names matching the keyword.

2. Inthe Search form, you can enter another keyword and set the search scale.

3. Press Enter, or click Search to start searching.

Editing the Search portlet allows you to change the display of search results.

1. Open the Search page as in Section 4.2.11.1, “Search for content”.

2. Open the Edit Mode of the Search portlet by following one of two ways:

e The first way

Hover your cursor over Edit --> Content on the Administration bar, and then click 55? .
Dashboard Desktop !

= Content @&

Page

Site

Search

@ in Content ) in Pages acme

Document

Your search mull - did not match any document

e The second way

Hover your cursor over Edit --> Page --> Layout on the Administration bar. The Page Editor will be displayed.
Hover your cursor over the SearchResult portlet and click -4? to edit the portlet.

I Searchiesu @
T SEETHERT

w Page Editar B X
it P ortlet

Apyi atiarr Contaners
Click
Adminsiraton
E— Application Registry
Ancicaton Registry

Wew Account

Organization Management
Organizaton Marsgement

The Edit Mode of the Search portlet appears.
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Edit Mode

Items per Page
Page Mode
Search Form Template

Search Result
Template

Search Page Layout

Window Settings

Select Icon

5

Mare

Ul Default Search Form.gtmpl
UlIDefault Search Result gtmpl

Ul SearchPage Layout Default gtmpl

Decoration Themes

Access Permission

Template

Base Path
detail

Save Cancel

Close

Details:

Field Details

Items per Page The number of search results displayed in each page.

Page Mode The way to display the search results. There are 3 options:

« None: Only the first page of search results is
displayed in the search page.

* More: When you click the Search button, the first
page of search result is displayed. The difference
from the None mode is that, there is a More button
allowing you to see more search results. When
clicking this button, new search results are appended
to the current search result page like Twitter or
Facebook behavior.

« Pagination: In this mode, the search results are
divided into many pages (for example, 1, 2, 3 and
Next). You can navigate to another page by clicking
the page number or Next in the bottom of the Search
portlet to view more results.

Search Form Template The template of the Search form.

Search Result Template The template for displaying the search results.

Search Page Layout Template The layout of the Search portlet.

Base Path The page where you can see the content of a search

result.

3. Edit your desired portlet and click Save to accept your changes.

Users can easily print any content in a site by following these steps:

1. Click Read more to read all the content of a document or of an article in a site.
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COMPANY NEWS

ACME News 1
Aug 21, 2009 3:55:11 AM by oot rool
Lorem ipsum dolor sit amet, consectetur adipisicing eit. sed do sivsmod tempor incididunt ut labore et dolore magna aligua.

ACME News 2
Aug 21, 2009 3:55:44 AM by root root
Lerem ipsum dokor i amet, consectetur adipisicing elt, sed do eissmod tempor incididunt ut labore et dolore magna alqua.

ACME News 3
Aug 21, 2009 3:56:17 AM by oot roo
Lorem ipsum dolor £k amet, consectaiur adipisicing eit, sed do elusmod fempor incididunt ut labore et dolore magna alqua.

2. Click the Print button. The Print Preview page will be displayed on another tab.

3. Click Print to print the content of this page, or Close to close this tab without printing.

eXo Platform provides the Newsletters service, aiming at helping users quickly get the updated newsletters from a website.

Note

The Newsletter portlet is deprecated in eXo Platform. It remains fully supported for eXo customers,
however it will not receive any enhancement and will be removed from the product scope in the future.

With Newsletters, you can instantly get newsletters from your email to update the last information about categories and
subscriptions.

Subscribe your email to get newsletters from eXo Service

1. Goto Newsletters on the Navigation bar. The Newsletters page will appear.
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Your Email | john.smith@acme.exoplatform.com |q—EI"ItET your email

| General General information about us

Subscription Check to subscribe

T

|| Corporate Wou want to know where we are, where we go 7

Subscription Check to subscribe
Monthly newsletter about our financial results and forecasts
Subscribe

Enter your email address in the Your Email field.
Select the checkbox corresponding to the subscription that you want to get newsletters.

Click Subscribe. A message informing that you have just subscribed to the selected newsletter will appear.

a > w DN

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.

o

Click Change your subscriptions to update your changes.

7. Click Forget this email if you want to unsubscribe from newsletters.

Note

The Newsletter Manager portlet is deprecated in eXo Platform. It remains fully supported for eXo
customers, however it will not receive any enhancement and will be removed from the product scope in
the future.

eXo Platform facilitates administrators to easily and quickly manage newsletters.

To use this portlet, you first need to add it to a specific page by dragging and dropping Newsletter Manager from Page
Editor to the main pane. This can be done when creating a new page or editing an existing page or editing the layout of
a portal.
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fis| Page Creation Wizard: FRe-arange the Page Layout and add Portlers 1o the Pag = Page Editor B x
ey

Irmegration
Navigation

Newsletter

— Newsletter

S—  Newsletier Manager

Drag & Drog

FatformNawigation
Fall
Search

SEQToolbar
Senanl

@l View Page properties | | | Switch View Mode
4

7 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

JEEy New Letter | [ New Subscription | ]3] New Category | &g Manage Users

7| General General information about us
Subscription Number of User Pending Letter
acme Trainings 1 0
acme Newsletters 3 0
i | Corporate You want to know where we are, ...
Subscription Number of User Pending Letter
Results 2 0

Managing categories in Newsletter includes the following actions:

Add a new category
« Edit a category
* Delete a category

* Manage users

1. Click New Category on the Action bar of the Newsletter page. The Create New Category form will appear.
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Create New Category

Details:

Mame
Title

Description

Moderator

FACQ

FACQ

The questions related to the product....

manaaer: /platform

Save Cancel

Description

Asterisk (*)

This mark next to each field means that it is required to

enter values into that field.

2. Input values into fields.

category.

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

i. Select a moderator for a category by clicking @ next to the Moderator field to open the User Selector form.

User Selector

Group:

demo
james

john

root

* Click @ corresponding to a user in the list that you want to select.

First HName Last Name
Jack Miller
James Davis

John Smith

Mary Wiliams
Root Root

x

Usemame

Email

jack.miller@acme . exop
james. davis@acme. exc
john.smich@acome. axo|
mary. wiliams@acme. e

root@localhost

-y
ii. Click @ to select users in a specific group. The Group selector window will appear.
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Group selector x

&F platform
Select Group Select Membership
' = F member i
Iﬁ developers ¥ author
Iﬁ organization 3 » editor E
5 ﬁ_: platform k manager
- B ¥ redactor 4
lﬁ administrators v validator
lﬁ guests y * i
md:ﬁ Ligars S

¢ 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.

3. Click Save to accept creating a new category.

You will see your added category in the list of categories.

« After creating a category, you can create new subscriptions or newsletters for this category.

« When clicking the Administration button, you will see a drop-down menu consisting of all actions on this category.

1. Select a category that you want to edit.

2. Click Administration --> Edit Category from the drop-down menu.

newsletter > FAQ

B Mew Letter | L New Subscrption |
il FAQ The questions related to the p ... Click =——yjn '
Subscoription Number of User Pending Letter [

Click -—.{2 Edt Category 1 2

I Delete Category

€X0 powered by eXo Platform v3.5.0-Beta2-SNAPSHOT - build 20111004 - rev. 74565
[E' Open

2 Edit
m Delete

& 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.
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1. Select a category that you want to edit.
2. Click Administration, then select Delete Category from the drop-down menu.

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

Administrators can manage users accounts and activities with actions, such as editing, banning, removing bans, or deleting.

1. Select a category that you want to edit.

2. Select Administration --> Manage Users from the drop-down menu.

1| FAQ The questions related to the p ... 1
Subscription Number of User Pending Letter [
72 Edi Category

ﬁ Delete Category
e)(.a Powered by eXo Platform v3.5.0-Beta2-SNAPSHOT - build 20111004 - rev. 74565 ——
[ open

7 Edit
ﬁ‘ Delete

2 &P Manage Users

The Manage Users form will appear.

Manager Users x
Email Banned
john.smith@acme.exoplatfi  fake ENE!
john@exopltform.com false EI B‘
john@grmail.com false ENE]
john@grmail.corn.fr false ENE]
rock@yahoo.com false B B
Close
Details:
Field Description
Email The email address of user who has subscribed this
subscription.
Banned This field has two values:
False
The user is allowed to get email.
True
The user is not allowed to get email.
= Ban this user from receiving emails.
E Remove a ban on a user.
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Description

S Delete the user.

3. Click Close to close the form.

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 |[5L nNew Subscription |§|§I New Category | g Manage Users

The Create New Subscription form will appear.

Create New Subscription x
Selecta
Category |General - [ e
Name =
Title =
Description
Redactor 85
Save Cancel
Details:
Field Description
Asterisk (*) This mark next to each field means that it is required to
enter values into that field.
Category The category which contains this subscription.
Name The name of the subscription.
Title The title of the subscription.
Description The brief description about the subscription.
Redactor Select users/groups who have rights to manage this
subscription.

2. Click the Category field and select a category from the drop-down menu.
3. Enter the rest of their values in the form.

4. Click Save to create the new subscription.
The second way

1. Click directly the category to which you want to add a new subscription.
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newsletter > FAQ

fa New Letrer | [k [New Subscription

FAQ The questions relsted to the p ... Administration

Subscription Number of User Pending Letter

2. Click New Subscription on the Action bar.

The Create New Subscription form pops up.

Create New Subscription x
Category | FAD
Mame *
Title *
Description
Redactor *8 &
Save Cancel

3. Do the same steps (3, 4) as stated in the first way [205].

< 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 Nowv 29, 2011 draft ]
Release PLF 3.5 MNowv 30, 2011 draft [
Details:
Shoes The name of the subscription.
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.

Administrators can easily view the content of a newsletter as follows:
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1. Openthe subscription containing the letter you want to open by clicking it or ticking the corresponding checkbox, then
select Administration --> Open.

newsletter > FAQ

ﬁ New Letter | | o Mew Subscription

i FAQ The questions relsted to the p ... 2
Subscription Number of User Pending Letter o
Resuks 0 0 Select — (@D &

2. Directly click the newsletter;

Or, select the checkbox corresponding to your desired newsletter, then click Administration --> Open.

ﬁ Mew Lattar
I Results Monthly newsletter about our f ...
Letter Date Statas [E oo ]e
Basic Template Oct 6, 2011 draft 2 Edit
Release Pistform 3.5 Oct 7, 2011 draft T Delete

L] Convert As Template

The View Newsletter's Content form pops up.

View Hewsletter's Content x

Email not displaying co

About us : Virtualize your Desktop

im dictum ante

Quisque dig
Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Sed at erat. Phasellus condimentum. Nullam sed magna. Donec quis tellus in negue
congue porttitor. Proin sit amet Ilgula id leo porta rutrum Larem ipsum dolor sit amet consectetuer adipiscing elit. In suscipit, pede a
rutrum malesuada, lacus massa euismod negue, 3 hendrerit justo ante at eros. Clckitus heritus

Follow your path

Lorem ipsum dolor sit amet,
congue porttitor. Proin sit amet Ilgula |d lea porta rutrum Lorermn ipsum dolor sit amet, consectetuer adipiscing elit. In suscipit, pede a
rutrum malesuada, lacus massa euismod neque, 3 hendrerit justo ante at eros. Clckitus heritus

tuer adipiscin . Sed at erat. Phasellus condimentum. Mullam sed magna. Donec quis tellus in negue

How-to: Create your own template

Quisgque dig

im dictum ante

Loremn ipsum dolor sit amet, consectetuer adipiscing elit. Sed at erat. Phaselus condimentum. Nullam sed magna. Donec quis tellus in negue
congue porttitor. Proin sit amet Ilgula id leo porta rutrum Larem ipsum dolor sit amet consectetuer adipiscing elit. In suscipit, pede a
rutrum malesuada, lacus massa euismod neque, a hendrerit justo ante at eros. Clickitus heritus

Close

3. Click Close to exit.

1. Select the newsletter you want to edit by ticking the relevant checkbox in a specific subscription.

Click | Mederation | then select Edit from the drop-down menu.
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:

= Open
Edit 2
Delete

|D Convert As Template

The Newsletter Entry pops up.

Newsletter Entry x

Template :  Basic Templats -
Send Date :  10/04/2011 15:15:44

Category : Erers
Subscription :

Update Sending Parameters

Main Content Nustration Advanced

Title  Basic Template =

Nam2  hasic-template -
Language en -
0 ] 1 3 = i — —
Man | Hsowce @ B 4 B 0D 0h@
Content - o :
B I U a EE S E iz iz v A" | @ £ d’ﬂ =
- — — "-‘-J-r

Your Cormpany

About us : Virtualize your Desktop
Lerem ipsum dolor sk amet, consectetuer adipiscing elt. Sed at erat. Phaselus condimentum. Nulam sed magna.
Daonec quis telus in nague congue porttitor. Proin sit amet ligula id leo porta rutrum. Lorem ipsum dolor sit amat,
consectetuer adpiscing elit. In susopit, pede @ rutrum malesuada, Bous massa eusmod negue, a hendrert justo

ante at eros. Cickitus haritus,

Change the values in the fields that you want to edit: Template, Send Date, Category, Subscription.
Click the Update a Newsletter's info button.

Change values in the Title and Main Content fields.

S e o

Click Save to save as draft, or click Send.

Administrator can delete obsolete newsletters in a specific subscription.
1. Select the newsletter you want to delete by ticking the corresponding checkbox.

Click | Medertion | then select Delete from the drop-down menu.
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1
= Open
/2 Edit

:

|D Convert As Template

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

The administrator can reuse the template of the frequently used newsletter template.

1. Select the newsletter that you want to create as a template.

Click | Mederation | 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.

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.

Click /& mewister o1 the Action bar to open the Newsletter Entry form.

Newsletier Entry

Template :  Basc Terplate b
Send Date :  10/04/2011 15:15:44
Category : Eriers

Subscription :

Update Sanding Paramieters

Main Contant Nustration Advanced

Title  gasic Template =

Name  basic-template )
Language en -
o - R .
Man Bl Source B B o B & 000 3
Content |2~ U EESE|ISEAA | 2 BEE

Your Company

About us : Virtualize your Desktop

Lorem ipsum dolor SK amet, consectetuer adipiscing elt. Sed at erat. Phaselus condmentum. Nullam 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 susopit, pede a rutrum malesuada, Bous massa evsmod neque, a hendrertt justo
ante at eras. Cickitus haritus.

Details:
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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.

Click the Template field to select the template for the newsletter.

Click the Send Date field. The calendar will appear, allowing you to select the date and time when you want to send
the newsletter.

1 - 2011 4

16 17 18 19 20 21 22
22 24 25 26 27 28 29
21

16:08:12

Click the Category and Subscription to select the category and the subscription in the list.

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.

Input a title of a newsletter into the Title field.
Create content for a newsletter by inputting information into the Main Content textbox.

Click Save to save this newsletter as draft, or click Send to send this newsletter.

Note

Two portlets, including Workflow Controller and Workflow Administration, are deprecated in exXo
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:
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* 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.

To perform these processes, you need to add the Workflow Controller portlet to a specific page by dragging and dropping
it from Page Editor --> Applications --> Workflow --> Workflow Controller to the main pane. This can be done when
creating a new page or editing an existing page or editing the layout of a portal.

@=| Page Creation Wizard: Re-arrange the Page Layout and add Portlets to the Paga. e e s"‘"’_—dg_u
-

Warkflow
L A Workflow Administration
! Workflow Administration
1
e

Drag & Drop

o Waorkflow Controller
A Workflow Controller

& View Page properties
= Switch View Mode

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.

1. Select the BP Definition Controller tab to bring up the process list.

Admin Workflow 0 - (&
Task Controller BP Definition Controfer ||
1d Name Version Action

2 holiday process 1 )
Click
3 Ppay raise process 1

2. Open the Task Management form by clicking % in accordance with a holiday process that you want to request a task
as below.

Task Management x

Task

Request some holidays

Start (dd/mm/yyyy):  11/30/2011

End (dd/mm/yyyy):  11/30/2011

[ Submit | [ Cancel |

Show Process Diagram
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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, 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.

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 Cy
Task Controller BP Definition Controller
Actor Task Process Task Description  Actor Id Process Date Action
Id Name Name Start
A poopeliimpunaal | B o 2nt1
@4 IR et loion/qaragermnt WA 30NV 2001 panage
TR - AR lopion/qaragernt oA SN 201 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.

Task Management x
Task

Evaluate holidays

Initiator: john
Start (dd/mm/yyyy): 11/30/2011

End (dd/mm/iyyyy): 11/30/2011

Approve Disapprave Refuse Cancel

Show Process Diagram

You can see the following dialog for more details about this process.
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Request Task

Submit

Ho

F 3

e ° » Disapprove b4
Evaluate

Change

h 4

=lorganization/'ma nagement
lexecutive-board

Approve

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 (g
Task Contraller BP Definition Controller C“Ck
Actor Task Process Task Name Description Actor Id Process Dale Action
1d Name Start
o . haliday hr = /organization/managemeant Wed 30 Nov 2011 G
- ‘ process acknowledgement Shuman-resources 10:43:57 —_—

ii. Select the Manage function in the Action column to open the Task Management form.

Task Management x
Task

HR acknowledgement
Initiator:  john
Start (dd/mm/yyyy):  11/30/2011

End (dd/mmiyyyy):  11j30/2011

Click —.- Cancel

Show Process Diagram

iii. Click the Read button to accept reading the task.

« If you do not agree with the period proposed, click the Disapprove button on the Task Management form. This task
will be sent to the creator of this task to modify it again.

« If the creator agrees to modify the period of time and click the Modify button, this task will be sent to members of
*:/organization/management/human-resources again to manage it.

« If the creator does not agree to modify the period of time and click the Disagree button, the task is not existed.
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« If you do not agree with this task, click the Refuse button on the Task Management form. This task will be removed.

This process is used when you want to propose raising your pay.

1. Select the BP Definition Controller tab to bring up process list.

2. Openthe Task Management form by clicking @ that corresponds to a pay raise process which you want to request a task.

Task Management

Task

Request Pay Raise
Amount: 1,000,000

Priority:  not important
Rewarded:

Reason: high inflation

Details:

x

® < Required

-

Submit Cancel

Show Process Link

Field Description

Amount

Priority

Rewarded

Reason

The amount of money that you want to request.

The priority level of this task. It may be: not important,
important or critical.

The amount of money that you requested including reward
or not.

The reason why you want to request this amount.

3. Enter values for fields in the form.

4. Click the Submit button to submit your task.

This task will be sent to members of the *:/organization/management/executive-board group that manage it.

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 which are pending for evaluation, you will see the tasks list in

the Task Controller tab.

Admin Workflow Management ~ ““  Controller (q)
BF Definfion Controller Click
Actor  Task Process Name Task Description  Actor Id Process Date Start Action
1d Name
pay raise ) = /organization/management Thu 6 Oct 2011
= z process evaluztion Jexecutive-board 09:59:02
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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.

Task Management x

Task

Evaluate Pay Raise
Initiator: john

Reason: For annual holiday

Priarity: notimpertant
Rewarded:

Amount: 100 usD

Grant: =

Grant Deny Cancel

Show Process Diagram

3. Select one of the followings.
« If you agree with the number that the creator proposes:
i. Input the number that the creator wants in the Grant field.

ii. Click the Grant button. Automatically, this task will be sent to members of *:/organization/management/human-resources
to read it.

Thus, if you are a member of the *:/organization/management/human-resources group, you have responsibility to read the
approved tasks in the Task Controller tab by *:/organization/management/executive-board as below.

Admin Workflow Management =<  Controller (8
Task Controller BP Definition Controller
Click
Actor  Task Process Name Task Description  Actor Id Process Date Start
Id Name
pay rate . *:/organizationfmanagement/human- Thu 6 Oct 2011
& process R rasources 11:28:29
4 pay raise - *:forganization/management/human- Thu 6 Oct 2011 =
1 process hr update resgurces 11:29:04 Frane

iii. Select the Manage function in the Action column to open the Task Management form.
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Task Management x

Task

Update Salary
My custom groovy form

Employee: mary
Amount to be added: 1,000,000

Click —bi( Finish 1t [. 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.

Besides two default process supported by system, administrators also can upload a new process as follows:

1. Add the Workflow Administration portlet to a specific page by dragging and dropping it from Page Editor -->
Applications --> Workflow --> Workflow Administration to the main pane. This can be done when creating a new page
or editing an existing page or editing the layout of a portal.

E‘ Page Creation Wizard: Re-arange the Page Layout and add Portlets to tha Page. ~ Page Editor s.veﬂ}m
saarcn "

SEOToobar

Socal

Workflow Administration System

Aorkflow A fge s

£ Workflow Administration 3
¥ Waorkflow Administration
P
£ \ Workflow Controller
Workflow Controber
&
—r

& Wiew Page properties
= Switch View Mode

1

2. Open the Workflow Administration portlet.

]
Admin Workflow Management 4 _Adminstration ©
Monitar Tmers
Process Id Process Name Process Viersion Action
1 content-publishing 1 !’j.' ﬂ
2 holday process 1 B W
3 pay raise process 1 Q@ o

Click : Upload Process -

3. Click Upload Process to open the Upload Process form.
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Upload Process x

Hame
Select Fe

Save Cancel

4. Enter a name for the uploaded process in the Name field.

5. Click the Browse button to select the location which contains the configuration of a new process, then double-click to
upload it.

6. Click Save to save the uploaded process.

This function is used to help administrators keep track of process details as follows:

1. Open the Workflow Administration portlet.

==
Admin Workflow Management =4 Administration o
Maonikor Tirmiers
Process Id Process Name Process Version
| content-publshing 1
2 holiday process 1
3 PEY 1352 DIOCRSE 1
Upload Process
2. Click |4 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
8 - process 10:53:47.185 View ] (@
pay raise 2011-10-06 =
2 = process 10:06:22.009 Ol @

Delete all ——| 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.
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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.

List Tasks of Instance b 4
List Tasks
Id Task HName Actor Id End
3 start mary 2011-10-06 10:06:22.019
4 evaluation *:/organization/ management/ executive-board 2011-10-06 10:16:14.135
5 hr update *:/organization/ management/hurman-resources
Cancel

To delete a process from the requested process list in the Process Detail form, click ™8 corresponding to that process.
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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:

» 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.

» 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.

» 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.

The Calendar interface has 5 basic components.

SEvent [HTask Today Day m Manth Year List work week ]Settings [JRSS [& 2 (5]
3
¢ November, 2011 » ¢ + Week 47, 21 - 28 November 2011 + 8 Categones: M =| g
M T W T F 5 §
. Mon, 21 Nov Tue, 22 Mov Wed, 23 Nov Thu, 24 Nov Fri, 25 Now Sat, 26 Now Sun, 27 Now
14 15 18 1 a:0
21 223 24 35 26 27 —
oo 5-00KD) )
(©) Doc Mesting Assessment
Calendars 4 . _—
* Personsl Calendars
12:0¢
My Grou
Defaul 12:00
5 Calends 3
13:0¢
Group Calend; 0
1 board ¢
Default
» developers 16:0¢
0 Detaut
* employees 17:00
Default

Details:

Number Description
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Number Description

The Toolbar contains most of actions in Calendar, such as
adding an event/task, switching between view modes and
more.

2 The Search Pane where you can perform quick and
advanced searches.

d The Mini calendar which can be hidden by clicking * .

a 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 clicking the calendar name.

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.

This function allows you to organize and personalize calendars in your own way.

1. Click = at the right of the Calendars pane, then select Add Group from the drop-down menu.

Calendars El
¥ Pars e Add Group

"y @ Add calendar
[ E Remote Calendar

L& Add Event Category

¥ Shat
[2%] Import

[ Calendar Settings
P GroLp-curcroors
b executive-board
Default
» developers
D Default
+ employees
[ pefault i

2. Enter the group name, and its description in the respective fields.
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Groups table x

Y

Calendar Groups

Group Actions
My Group —ﬁ
Group Name  poc Team ®
Description Calendar for members of DOC Team. Add new
group
Save Reset Close

3. Click Save to finish.
After creating a new calendar group, the created group will be displayed in the Groups table of the Calendar Groups form,

S0 you can easily edit or remove groups from this list by clicking < or respectively.

Note

After you have created a Space for a group, one calendar with the same name as that of your group will
be created automatically in the Group Calendars pane.

The calendar group without any calendars inside it will not be displayed in Personal Calendars.

You can also add a new calendar group by clicking * next to the Group field when creating a personal
calendar.

This function allows you to change the name and description of a specific calendar group.

1. Hover your cursor over the calendar group that you want to edit, then click 27 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.

Once a calendar group is deleted, all calendars inside it are also deleted.

The first way

1. Hover your cursor over the calendar group that you want to delete, then click 27 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.
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The deleted calendar group will be removed from the Groups table.

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.

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 27 that appears.
ii. Click Add Calendar from the drop-down menu. By this way, the group that 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 ™ to select one existing group that contains your

calendar from the drop-down list. Or, click * to create a
new group that contains your calendar. The newly created
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Field Description

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.

Warning

If you select the Groups tab and tick either of the checkboxes, your added calendar will be put in the Group
Calendars category, NOT in the Personal Calendars category.

3. Click Save to finish your creation.

Note

All group calendars will be put in the Group Calendars pane.

1. Follow steps as stated in the Create a personal calendar section to give details for your new calendar.

2. Select the Groups tab.

Calendar x
Calendar Details Groups
Show in Groups Edit Permission
/developers john & 2
/platform/administrators a S
/platform/users [ a &

/platform/web-contributors

#
#
[
"
¥

forganization/employees [ a 5
Jorganization/management [ a &S
Jexecutive-board
/spaces/exo_doc_team [ a &
Save Reset Cancel

3. Tick checkboxes corresponding to groups that 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.
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User Selector x

Select User

¥ FernandoFelipe
F MaryRose

b demo

m

F james

b john

b mary

F 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.

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.

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 this section.

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 27 that appears.

ii. Click Remote Calendar from the drop-down menu.
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Subscribe calendar x
Type @ ICalendar(.ics)D CalDAV
URL |https:/fvvews . google, com/calendar fical [4apsb3se| *

MNext 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.

Remote calendar b 4
Remote URL https:/fwww.google. comfcalendar ficalf4apeb3se ™
Display MName Meeting room booking &
Description

A

Select Color 1]

Before Date Mone

[=]
After Date Forever [=]

Use Authentication

Username | eXoPlatform@gmail.com *
PAssWord | essssssesenes *
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

» My Group
Default
[) Marry_calendar
D Smith_calendar
* Remote

Remote Doc Team

m

* Shared Calendars
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Note

After creating a remote calendar, you can ONLY VIEW all events and tasks which are created in the remote
calendar server right in the Calendar application by clicking it and selecting Refresh from the drop-down
menu.

More information about types of remote calendars:
e iCalendar:

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
e 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/

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 27 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.

3. Make changes on the calendar, then click Save to accept your changes.

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 L2 that appears.

2. Select one color from the available 32-color palette.

This function allows you to remove any calendars and all their events/tasks.
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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 L2 that appears.
2. Select Remove from the drop-down menu.

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

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 27 that appears.

2. Click Export from the drop-down menu to open the Export Calendars form.

Export Calendars x

File Name Personal_Calendar
Export Format  [Calendar{ics) =
defaultCalendarMame

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
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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.

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 directly 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 T 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 *' The calendar
form now turns into the below form.
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Calendar x
Create a new calendar
Format  ICalendanics) -
Upload Files Saved_export.ics ‘m
Calendar Name “@

Description

Groups My Group -
Country (Language) pelgium{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.

« If you 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.

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, such as its display
name.

Note
If other users share their calendars with you, you will see shared calendars in the Shared Calendars

category.

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.
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Share Calendar x

Username Edit Permission Actions
demo No =
james No =

Calendar Name Marry_calendar

User Name  jghn,mary
Group  forganization/management

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 3 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.

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 27 that appears.

2. Click Edit from the drop-down menu to open the Calendar form.
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Calendar x

Calendar Details

Display Name  smith_calendar =

Description  |Store events of Smith

Groups My Group - (4
Country (Language) Belgium(French)

Time Zone  (GMT +01:00) Europe/Brussels

color |

Private URL |

———
Public URL _] This calendar is public. Disable Public Access
Save Reset Cancel

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 b 4

1 Notional Event

(http://cs-2.2.2-snapshot.acceptance. exoplatform.org:80/ csdemo/ rest-
csdemo/ cs/ calendar/root/ root-defaultCalendarld/0)

Close

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.

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 its detailed view.

W47 Sprint meeting | 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, then select View from the drop-down menu.
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W47 Sprint meeting
[4r Edit
[ Delete

[#F Export

The Preview form will appear.

Preview x

W47 Sprint meeting

Location:
® Event. . MNo Repeat
From:11/21/2011 14:00 Repetition:
To:11/21/2011 17:30 Description: Sprint meeting of DOC Team
able.wiki (2.61 KB) Reminder: email
&Space men.png (12.82 KI Privacy: Private
Availability: Busy
Invitation
email:
Participants: john

At the Preview form, if the event 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.

You can create a new event through either of 2 ways:

¢ Quick add an event

¢ Add a detailed event

1. Open the Quick Add Event form via either of 4 ways:

The first way

Click [EEvent on the toolbar.

BTask [L]Today EDay [EMonth  [[vear [ElList [£]Work week []Settings [JRSS |1

The second way

Right-click the Calendar View pane, then select Add New Event from the drop-down menu.
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+ Week 47, 21 - 28 November 2011 »

Categories: Al =l e

Mon, 21 Nov Tue, 22 Nov Wed, 23 Nov Thu, 24 Nov Fri, 25 Nov Sat, 26 Nov Sun, 27 Nov
W47 Spr meeting Meetng [Qiaso-1700 |
15:00 Assessment
16:00
17:00

[® Add New Event

4 Add New Task

18:00
19:00

20:00

The third way

i. Hover your cursor over the calendar which you want to add new events, then click L2 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 Summary

Sprint Meeting

Description  Meeting of Doc Team every 2 weeks.|
From 113002011 14:30
To  11/30/2011 18:00
All day [
Calendar eXo Doc Team (exo_doc_team) -
Event Category Al -
Save More Details Cancel

Details:

Field Description

Event Summary

The event title which is required.

Description The detailed description of the event.

From The starting time of the event.

To The ending time of the event.

All Day If the event does not have a specific time, select the All Day

option. This option allows setting the event duration to be all
day or not. If you do not check this option, you have to define
the starting date/time and ending date/time. By default, the
starting date and ending date is the current date.
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Description

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.

With a detailed event, you can:

« Save time by creating a recurring event [235] rather than entering each instance separately.
« Create a reminder for upcoming events [236] with your own notification settings.
¢ Add participants to an event [237].

< View the availability time of participants [238].

Add a detailed event

1. Open the Quick Add Event form, then click ' "°=2¢%% | {5 open the Add/Edit Event form.
Add/Edit Event x
Dretail Reminders Participants Schedule

Event summary Tom's Wedding =

Description \Wedding at Tom and Mary's house

Location  y7, Happy House
From 11f22/2011 16:30
To 11/22/2011 16:45
Allpay [0
Priority  Mone -

Repeat |

Calendar eXo Doc Team {exo_doc_team) -

Event Category Al - @

Attachments @

Save Cancel

2. Give details of your event in fields of tabs.

i. In the Detail tab, you can:

« Follow similar steps as stated in the Quick Add Event section.
* Also,
» Enter the location name where the event will take place in the Location field.
» Select the priority level of this event, including None, Normal, High and Low, in the Priority field.

» Tick the Repeat checkbox if you want to create a recurring event. For more details, see the Create a recurring event
[235] section.

Click *' to open the Attach Files form if you want to attach any files, such as map, or invitation card, with your event.
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ii. Inthe Reminders tab, you can create a reminder for your event. For more details, see the Create a reminder for upcoming
events [236] 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 [237] 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 participants [238] 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.

r.l John Smith added an event: Tom's Wedding
\“ 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 deny or accept participating in this event directly in Activity Stream without going to the Calendar
application.

Create a recurring event

In the Detail tab, tick the Repeat checkbox to open the Repeating event form.

Repeating event x
Repeat Daily -
Repeat every 1 -
End repeat @ Never
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.
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« By this date: Your repeating event will end before your specified date. Point your cursor over the textbox and select
the date from the drop-down calendar.

Create 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 title, time and location. To use this feature, go to the Reminders tab.

Add/Edit Event x

Detail Reminders Participants Schedule

Remind by Ermail

Send an email before the event starts in | Sminutes [

= Repeat

Also send reminders to :

root@localhost i
4 Add More

Show a notification pop-up

When the event starts in next | Sminutes  [+]

= Repeat

Save Cancel

Details:

« Remind by Email: This option is to remind users of upcoming events via emails. This option is set default. If you do
not use this option, simply untick the checkbox.

Field Description

Send an mail before the event starts in The interval time that the reminder will be repeated before
an event starts.

Repeat Tick the checkbox to set the frequency for sending the email
reminder before the event takes place.

Also send reminders to The list of email addresses to which the reminder will be
sent. The default value is the email address of the event

. <+ Add Maore .
creator. Click 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.

Field Description

When the event starts in next The interval time that the pop-up reminder will be repeated
before the event starts.

Repeat Tick the checkbox to set the frequency for sending the pop-
up message before the event takes place.

Add more emails
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1. Click *"9"™ {5 open the Select an Email form.
2. Tick checkboxes corresponding to email addresses you want to select;

Or, use the Search function to search for your expected email addresses. Also, to narrow your search results, select the
address book where you want to perform your search from the Address Books drop-down menu.

3. Click the Add button to add your selected emails, or click the Replace button to replace existing emails with your selected
emails.

The list of your selected email addresses are displayed right below the Also send reminders to field of the Reminders tab.

Add participants to an event

If you want to invite people to attend an event, go to the Participants tab. This tab contains options to add participants
and to send invitation mails.

Add/Edit Event b
Event Detail Reminders Participants Schedule
Event Privacy Private Public
Shaw Participants as Busy @ Available Cutside

Participants: [+

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 Newver Always @ Ask
Save Cancel

1. Select the privacy of your event by ticking the Private or Public checkbox. At present, public or private has informative
meaning only.

2. Set the status of participants during the time when your event takes place.

« If Busy or Outside is ticked, the time when the participants take part in the event/task will be in red when viewing
the event/task schedule.

< If Available is ticked, the time when the participants take part in the event/task will be in white.

3. Select participants who will take part in the event by clicking *to open the Invitations form.

Here, you can select contacts from your Address Book or users who have registered in the system as follows:

i. Click k2l 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.
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« 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 have not decided
to take part in the event or not yet.

* Click I 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.

exomailtest@gmail.com < exomailtest@gmail.com > To: bookwormgiang@gmail.com ~ Show Details 12:16 PM [ peply

By: james(james.davis@acme.exoplatform.com)

Invitation Message: We would like to invite you to participate in
the Sprint Meeting.

Event summary: Sprint Meeting
Description: Meeting of DOC Team

When?: From: 11/29/2011 20:30
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? Agree and Import - Yes - No
Attachments:
' licalendar.ics
Size: 32.82kB & Download ¥ Save to server
* contacts.png
" Size: 22.44KB view ¥ Download ¥ Save to server

< Agree and Import: Accept attending at the event in the invitation mail and importing it into the calendars to remind
them of this event.

* Yes: Accept attending at the event without importing it into the calendar.

* No: Refuse to attend at the event.

View the availability time of participants

Add/Edit Event b
Event Detail Reminders Participants Schedule
apply Selected Date : [ From :[ys.3 To: 1700 All Day : [

¢ 09/27/2011 $ 00010203040506 07 02091011 121314151617 1819 20 21 22 23
Participants & &
[ John Smith
Available ] Busv

Sawve Cancel
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Go to the Schedule tab to check the availability of the participants in a defined slot time. By default, it is the start and end
time of the event which you define in the Detail tab. You can easily detect the schedule conflicts to manage the alternate
meeting time that works best for all participants.

Note

This function is only for checking the availability of participants, who are the system users. It means that
you cannot see the availability of participants who are selected from your Address Book.

Add participants

Click & in 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.

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
E74
@ 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-and-drop
feature to edit the time for the event directly on the Calendar View pane.

The drag-and-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-and-drop feature can be applied to the date and time
differently.

< In the Day view, all events are shown in a day, so you can change the time of the event in one day only.

« In the Week and Work Week views, all events are shown in a week, so you can change both the event time and the
event date.

< Inthe Month view, all events are shown in a month, so you can change the event date only. You can also change more
events at the same time by ticking their checkboxes and using the drag-and-drop feature.
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Note

For shared and group calendars, you can only drag and drop their events if you have the Edit permission
on these calendars. If you drag and drop an event of one calendar on which you do not have the edit
permission, you will get a warning message.

Export 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, then select Export from the drop-down menu.

Assessment

View
[ Edit
[ Delete e
The Export Calendars form will appear.
Export Calendars o

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.

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 [227] section.

This function allows you to remove events from a calendar.

Copyright © 2009-2012 eXo Platform SAS p.241 Collaborate With Your Colleagues



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 [®Peee o the Month information bar.

©Event [HTask IToday [F]Day [=Week Ivear [ElList [=]Work week [iSettings [JRSS &

« Nowvember, 2011 »
1 2 3 4
Oct/3
ol ]@pnssessment
q:)gMee:ino
7 8 9 10 11
(DAssessment

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

Note

For shared and group calendars, you can only delete their events if you have the Edit permission on these
calendars.

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

17:00

(C]17:30 - 20:00 21/11/2011 17:30- 21/11/2011
18:00 akE screenshot for 20:00

3.5 user guide
Take screenshot for PLF 3.5 user guide

Many changes on UL
busy

The second way

Right-click the task in the Calendar View pane, then select View from the drop-down menu.
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(©]17:30 - 20:00

Edit
E Delete
@ Export
The Preview form will be displayed.
Preview x

Take screenshot for PLF 3.5 user guide

Location:
C] Event. ) No Repeat

From:11/21/2011 17:30 Repetition:
To:11/21/2011 20:00 Description: Many changes on UL
&ack] Jack Miller - Develo Reminder: email
Efiew Privacy: Private
&Meed to check.wiki (314 E Availability: Busy

Invitation

email:

Participants: john

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.

You have 2 ways to add a new task:

¢ Quick add: allows you to create the most basic event details.

» Detailed add: allows you to create events with advanced details.

1. Open the Quick Add Task form via the following ways:

The first way

Select T35k on the Toolbar.
The second way

Right-click the Calendar View pane, then select Add New Task from the drop-down menu.
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1 Week 47, 21 - 23 November 2011 »

Maon, 21 Nov Tue, 22 Nov Wed, 23 Nov Thu, 24 Nov Fri, 25 Nov
- - -
14:00 [ add New Event
% Add New Task
15:00
165:00
17:00

(C]17:30 - 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 27 that appears.
ii. Click Add Task from the drop-down menu.

2. Fill in fields of the Quick Add Task form.
Quick Add Task b 4

Task |Clean working desk

Note

A

From |09/08/2011 11:36

To |09/08/2011 11:41

Al Day [
Calendar |Default [=]
Task Category | al [~
Save More Details Cancel
Details:

Task The name of the task.

Note The note of the task.

From The starting date/time of the task.

To The ending date/time of the task.

All Day Tick the checkbox to set the task duration to be all day. If
you do not check this option, you have to select the starting
date/time and ending date/time. By default, the starting and
ending dates are the current ones.

Calendar The calendar which includes the task.
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Description

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.

1. Open the Quick Add Task form by following steps as stated in the Quick add a task section.

More Details

2. Click
Add/Edit Tasks

Detail Reminders

Task Marme

Note

Task Delegations
From

To

All Day

Priority

Calendar

Task Category
Task Status
Attachments

3. Give details of your task in fields of tabs.

i. In the Detail tab, you can:

Clean working desk

root

09/08/2011 11:26
09/08/2011 1141
]

MNone

Default

All
Needs Action
AT

Save Cancel

« Follow the Step 2 to provide basic information for your task.

* Also,

in the Quick Add Task form to open the Add/Edit Tasks form

[ ] [

» 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 [245] 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 &

» Selectthe 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 natification to remind you of your task. For more details, see the Create a

reminder [245] section.

Assign atask delegation

This function is done in the the Detail tab. To delegate a task to users, simply enter their names manually, or click * o

select users from the Select Users form.

Create areminder
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The reminder function is used to remind users of their tasks. A reminder includes the summary information of the task, such
as title, time, and 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
[236] section for more details.

1. Right-click the task you want to edit, then select Edit from the drop-down menu.
The Add/Edit Tasks form will be displayed.
Add/Edit Tasks ) 4
Event Detail Reminders

Task Name |ciean the working desk

Note

Task Delegations

james +
From [ng/a8/2011 12:30
To |pgfas/2011 13:30
All Day [0
Prionity [ ign =]
Calendar Default (users) E|
Task Category [ 4 [=]F
Task Status | peeds Action El
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.

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.

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.
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« To change the date and time of a task, simply drag and drop the task to another area.
 In the Day view, all tasks are shown in 1 day, so you can change the task time in one day only.
» In the 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.

Note

Exporting/Importing a task means exporting/importing a calendar with one task only. Therefore, the
exported/imported file format and the way to export/import a task is similar to the way to export/import a
calendar with multiple events and tasks.

Export a task

1. Right-click the task that you want to export, then select Export from the drop-down menu.

The Export Calendars form will appear.
Export Calendars b4

File Mame Travel Plan
Export Format | 1Calendar(.ics) 2
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
[227] section.

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.
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Delete a task in the Month view

1. Tick the checkboxes corresponding to the task you want to delete, then click [8Delete o1 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.

This function allows finding existing events/tasks according to specific search conditions easily. There are 2 search types:
Quick search and Advanced search.

Perform a 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.

1. Enter a word in the Search field at the right corner of the toolbar.

2. Click "~ to perform your search.

Perform an advanced search

This function allows you to make a search with multiple criteria.

1. Click M next to the search box.

2. Define your search criteria in the Advanced Search form.

Advanced Search x

Text secreenshot

Type Task -
Calendar Mamy_calendar -
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

To 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.

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.

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.

This function allows you to publish your calendar as an RSS feed. It will build a URL that helps you keep track of all events

via the RSS reader.
1. Open the Feeds tab by following either of the ways:

The first way

Click directly

The second way

on the toolbar.

Click [settinas on the toolbar to open the Calendar Settings form, then select the Feeds tab.
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Calendar Settings x

Settings Displayed Calendars Feeds

Feed Action

Save Cancel

2. Click the Add button to open the Edit Feed form.

Edit Feed o

Mame | Calendar_Feed *

URL |http:ffcs-2.2.2-snapst| * &y &
Calendars
Add more +

Save Close

Details:

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.

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.
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Calendar Settings x

Settings Displayed 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 b 4

-+ Holiday Calendar
{http://localhost: 8080/ rest/private,/cs/calendar/feed/root/Holiday_Calendar/b3fb9f0acDa80:

Close

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°*7* on the Toolbar.

The second way: Click T, then select Calendar Settings from the drop-down menu.

Calendars -
» Pers & Add Group
[@ Add calendar

P My
@ Remote Calendar

[
()1 [& Add Event Categary
¢ [R5 Import
||j Calendar Settings

hdmmor=ooo T

¥ Ren

» Shared Calendars
¥ Group Calendars

2. Make changes on your calendar settings.
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Calendar Settings

Settings Displayed Calendars

View Type

Date Format

Time Format
Country (Language)
Time Zone

Week Start on
Show Working Times

Send Event Invitations

Week View

mm:dd Ay
24 Hours

Feeds

Belgium(French) -

{GMT +01:00) Burope/Brussels -

Maonday

]

O 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)

Time Zone

The default geographical location displayed in Calendar.

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 the 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
participants.

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.
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iii. In the Feeds tab, you can generate an RSS feed as stated in the Generate RSS section.

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.

Managing categories can be performed via the following actions:

¢ Add a new category

« Edit/Delete a category

1. Click Il at the right corner of the Toolbar.

Categories: Al E|

The Event Categories form will appear.

Event Categories Categories table *
Category # Actions
All 2
Meeting = W
Calls = W
Clients =
Holiday Lﬁ |
Anniversary Lﬁ |

Event Category orking -

Description For events related to working.

T Save Reset Close
Add new category

2. Enter the category name and its description in the Event Category and Description fields respectively, then click Save
to finish.

Your newly created category then appears in the Categories table.

This function allows you to change name and description of a selected category.

1. Click € 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.
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The My 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 My Agenda gadget to your Dashboard

1. Click the Add Gadgets link on your Dashboard to open the Gadget Directory.

2. Drag and drop the My Agenda gadget to you Dashboard. You can rearrange this gadget to get different layouts.

Gadget Directory x
Login History =
Agenda Gadget Top Rated Topics

¥ Collaboration

m

Agenda Gadget

Calendar
Calendar Gadget
Featured Poll

You will see the My Agenda gadget in the Dashboard as below:

My Agenda =[O [

My Agenda

Events {3) | Tasks (1)

*Jan 7 20:30 Sprint Meeting
*]an 8 22:00 Scrum Meeting
*1an 9 02:30 MNoel Party

Show My Calendars

Configure the My Agenda gadget

1. Click “ to open the Agenda gadget settings.
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My Agenda = [3][

My Agenda
Mumber of Items to Display 10

Calendar: Default -

’ Save ” Cancel ]

Events (3) | Tasks (1)

*lan 7 20:30 Sprint Meeting
*lan 8 22:00 Scrum Meeting
*lan 9 02:30 MNoel Parky

[ Show My Calendars|

Field Description

Number of Items to Display The maximum number of the events and tasks which will be
shown.
Calendar Name of your personal calendar.

2. Select your desired preferences.

3. Click Save to accept your changes.

Tip
By clicking the Show My Calendars link, you will go to the Portal page that contains the Calendar
application.

The My Tasks 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 procedure is similar to adding Agenda gadget to your Dashboard

You will see the My Tasks gadget in the Dashboard as below:

My Tasks
5:51 PM  Weekly report

5:52 P Buy Air ticket View all tasks

Mark as completed
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Note

The Address Book portlet and its services are deprecated. It remains fully supported for eXo customers,
however it will not receive any enhancement and will be removed from the product scope in the future.

Before starting to use Address Book, you should familiarize yourself with the Address Book interface, which has six basic

elements.
59 contact [ Address Book | [§ mpor [@ Expont 2% view v [ Lavout~
E a L& e mE 6.
= B @& Name -
Address Books [l B Alan Smith
Personal
B B christina kelly
Ll My contacts
B B David Klein
[ collected addrasses
& m\ 4 John Smith
Shared
m & Linda Maxwell

Public Groups

]
|
=
(]

(6]

&

Tags

developers
administrators
users
web-contributors
employees

executlve-board

5| Contact Details

John Smith
System Administrator
john.smith®acme exoplatform_com

04375867062

18/11 Asteroids Ward - Nebula
us
= 0437586762
0456734564
02883458532
huep: S fexoplatform com

LindaMaxwell@acm e exoplatform

2
Job Title Phone
Alansmith®acme.exoplatform.com Web Designer 256466757
ChriztinakellyPacme_exoplarfor.. Maketer 0284757333
3
David Kleing: Jatfo e 0434567654
avid Klein@acme_exoplatform.c.. Develaper 676
john.smith@acm e exoplatform co ysten 0437
Administrator
Manager

743685
Assistant 0274368526

Last Updated : Sep 28,2011 |+

29 years old, M JohnSmithdz
Also Known 4s Johnny Phone 0456734564
2 More
Home 4

1854 Aurora Street - Nebula
us

0284389353
hitp://lohnsmith82.net

Number Details

1

The Toolbar allows you to add a new contact/address book,
import/export an address book, view and customize the
layout.

The Action bar allows quick access to actions on contacts,
such as moving, deleting, copying, printing, adding tags to
selected contacts.

The Contacts list shows all contacts in a specific address
book.

The Contact view pane displays details of the selected
contact.

The Search pane which allows you to do the quick and
advanced searches to find contacts.

The Navigation pane contains search pane, address books
list and tags list.

The layout can also be customized. You can hide or show specific parts of the Address Book interface. To change the

layout, click “# ™'~ on the main toolbar, then select the layout you want to hide or display from the drop-down menu.

At present, your contacts can be viewed in 2 modes: List or VCards.
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[4 import [g Export 5% view~ | @] Layout~

= List
Welcome to 55| VCards

List view:

The list view displays all contacts in the list pane and detailed information of the selected contact in the Contact view pane.

S -
On the toolbar, click — View , 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

8 James David - - -

L John Smith Jjohn.smith@acme.exoplatform.co... _ _
2 Content
J B Marry williams Williams@gmail.com e _
5~ 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

. o . . =3 View
automating the traditional business card. On the Toolbar, click — , then select VCards from the drop-down menu.
The contacts are displayed in separate cards as below:
VCards
= Fernando Felipe E James David
ﬁ Human Resource Manager R
" View Details
L4 Email 1: [dFernando@exoplatform.com
View Details e’,
1 John Smith 5 Marry Williams
_ . Content Manager
’ Email 1: 4 john.smith@acme.exoplatform.co...
v View Details Email 1 : = williams@gmail.com

View Details

An

1. Open the Add/Edit Contact form by following either of two ways:

The first way

. A% Conkack
Click | = Contae

on the Toolbar.
The second way

Right-click an address book in the Address Books pane, then select Add from the drop-down menu.
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Tip

You can also add a new contact from the Mail application as covered in the Add a new contact section.

2. Input information into fields of each tab in the Add/Edit Contact form.

Add/Edit Contact x
Address Book My Cortacts - I+
Profile Work IM Contact Home MNote
First Name pavid = Picture

Last Name |jein * i
|-

Nick Name .
Gender @ Male ) Female M

Birthday 4 ¥ - 7w - 1368 «

Job Title  Java 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 The first name of your contact which must be between 1 and
40 characters.

Last Name The last name of your contact. Its length must be between
1 and 40 characters.

Nick Name The 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
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Enter the email address into the Email field. If you want to add more email addresses, simply click * 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.

e The IM Contact
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 *7 to open the
drop-down menu.

Add/Edit Contact x

Address Book | My Contacts

]

Profile Work IM Contact Hame Note

Chat +v

85-=| Google Talk
2=| MSN

8-=| Yahoo

85| IRC

8] Skype

85 ICQ

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.

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).
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Tip

You can also edit contact details in Mail. For more information, see the Edit contact details section.

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.

+ [¥] =
B

Name - Email
£ David Klein David@exoplatform.com
£ Fernando Felipe Fernando@exoplatform.com
0o £ lames David _
[ AL 1ohn Smith john.smith@acme.exoplatform.co...
] & Marry Williams Williams@gmail.com

The third way

Drag and drop contacts to a specific tag in the Tags list in the left pane to open the Add/Remove Tag form.

Add/Remove Tag b 4

Contact David Klein : no Tag
Tag

Color |

Bussiness [
Farnity [
Client [

Add Remaove 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.

Tags s

X0
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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.

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.

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.

Send Email *x

ot send Mail @ Discard

From  John Smith <john smith@acme exoplatform.com> -
To:  john.smith@acme. exoplatform.com
Subject :  sprint meeting

(B s U Ty == = E[E]

We will have 3 sprint meeting on next Monday. Hope all of you will attend with many useful opinions.

L& & [ Format Normal - | Font - | Size -
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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.

This function allows you to make the copies of contacts from an address book and to store in another ones.

Copy a contact

The first way

1. Select contacts by ticking their respective checkboxes.

2. Click (] on the Action bar.

The second way

Note

This way is to copy all contacts of an address book.

1. Right-click one address book.
2. Select Copy from the drop-down menu.

Paste a contact

Note

The Paste action is only activated after your desired contacts have been copied.

1. Right-click one destination address book to which you want to move your copied contacts.

2. Click Paste to accept moving your contacts.

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
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Select contacts you want to move, then click # on the Action bar. The Move Contact form will appear, allowing you to
select a destination address book where your moved contacts are stored.

Move Contact x

Contacts: Fernando Felipe

To Personal Address Books:

&l My Contacts
Ul Collected Addresses
UI eXo Employees

Cancel

The third way

Use the drag-and-drop function to move one or more contacts to a new address book.

549 conmct [§ addresssook | [ mport [ Expont | EZview+ g Layour~
o H Vcards
Address Books | & Alan Smith & Christina Kelly
Personal Web Designer Maketer
|l My Contacts Email 1 : = AlanSmith@acm e.exoplatform com Email 1 1 Christinakelly@a .
| g{ Phone : 0256466757 ' 3
[l collecped addresses tetd aencaaaeoa i i o
Alan Smith PRI
Shared \Web Designer
) Email 1 - [ AlanSmith®acme exoplatform .com
Public Groups )
Phone : 0256466757 £ fohn Smith
[ develo Mosils : 0985437573
Website ; http//exoplatform com System Administrator
[ adwinic View Detalls s Email 1 1 john smith &a
[ users N Phone : 0434557654
Mobile : 0345673654
[l web-conmibutars Website © hitp//exoplatfors com
LJ emplayees Wiew Details

The drag-and-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.

The first way
1. Right-click a contact you want to remove, then select Delete from the drop-down menu.
2. Click OK in the confirmation message to accept your deletion.

The second way

Copyright © 2009-2012 eXo Platform SAS p.263 Collaborate With Your Colleagues



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.

This feature allows you to export one or more contacts into a file to be used in another address book applications. These
exported contacts will have the same information in all address books you use. You can export a single contact or multiple
contacts flexibly.

1. Right-click one contact, or address book if you want to export all contacts of the address book, then select Export from
the drop-down menu.

The Export Address Books form will appear.

Export Address Books x

Name

My Contacts

Collected Addresses

eXo Doc Team [sharing for Space]
executive-board

developers

employees

web-contributors

administrators

m

users
exo_doc_team
Total pages: 1 a ¢ 1 » »

Name =

Export Format x-vcard «

Export All Export Selected Only Cancel

2. Select contacts to export by ticking their respective checkboxes.
3. Enter the file name and select the export format. At present, only x-vcard is supported.
4. Click Export All to export all contacts in all pages;

Or, click the Export Selected Only button to export your selected contacts only.

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:
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The first way

Click (3 tmeor on the toolbar.
The second way

Right-click a personal or shared address book which you have the Edit permission, then click Import from the drop-down
menu. By this way, you can quickly select the destination address book for the imported contacts.

Import Address Books ®
Address Book My Contacts -+
Import Format xveard -
Upload Files
Save Cancel

2. Click ™ in the Address Book field, then select your desired address book into which you want to import your contacts
from the drop-down menu;

Or, click *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.

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 M Linda.maxwell

Phone 0345345587
0935458734

Manager Assistant
LindaMaxwell@acme. exoplatform.com
0274308520

Home

18711 Asteroids Street- Nebula htep//LindaMaxwell blog.com
Aurora- Us

0274368526

0345345587

0038458734

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.

$ € o

[ W Name - Email

E Alan Smith AlanSmith@acme exoplatform.com

B christina Kelly Christinakelly@acme.exoplatfor...

E Fernando Felipe FernandoFelipe@acme. exoplatfor...
[ X Iohn Smith john smith@acme exoplatform co. .

The Print Preview page will appear with their summary information.

ViCards
& Alan Smith B Christina Kelly
Wweb Designer Makerer
Email 1 0 SlanSmith®@acm e exoplatform com E Email 1 : [ ChristinaKelly@acm = exoplatform.com
& Phone : 0250460757 v Fhone : 0284757333
Mobile : 0085437573 Mobile - 0248758433

~ Website - hopo/Yexoplatform com ‘Website - hop:/fexoplatform.com

& Fernando Felipe
‘Web Developer

Email 1: | FemandoFelipe Facme.exoplatfors com
Phone (0434567654

Mobile : 0345673654

‘Wehsite - hip S/ exoplatform.com

Print Close

2. Click Print to print information of your selected contacts.

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

1. Right-click the address book which you want to print, and select Print from the drop-down menu.

The Print Preview page will appear.
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& Alan Smith

web Designer
Email 1: ] AlanSmith®acme exoplatform com

t Phone : 0256456757

‘Website : hitp.//exoplatform. com

& Fernando Felipe
web Develaper

Email 1 | FernandoFelipe®acm e exoplatform com
Phone : 0434567654

Mobile - 0345678654

Website : http://exoplatform_com

=
i gﬁ’:‘)
g

ith

System Administrator

Email 1 : ] john.smith@acme exoplatform.com
Phone ; 0437586702

Mobile - 02883458532

Website : http.//exoplatform. com

& cChristina Kelly
Maketer

‘ Email 1 Christinakelly@acme.exoplatform.com
Phone : 0284757333

‘ Mohbile - 9248768433
‘Website : hrtp://exoplatform_com

S Jack Miller
Human Resource manage

L Email 1 : [ JackMiller®acme.exoplatform.com

S Linda Maxwell
Manager Assistant

Email 1 : [ LindaMaxwell®acme exoplatform.com
Phone ; 0274368520

Maobile - 0038458734

wehsite | hrtp//exoplatform com

Print Close

2. Click Print to start printing.

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
only have the View permission.

e 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.

Share contacts with other users

1. Right-click the contact you want to share, then select 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.
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Share a contact with other users x

Shared To Edit Permission Actions
james No = B
/sandbox Mo = B
/spaces =1

Jexo_doc_team No = B

Contact Fernande FE“pbehared Users/Groups table

User john 8
Group j_“b
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
Group: | Q, Usemame Q
1 Username First Name Last Name Email
demo Jack Miller jack.miller@acme.exof
james James Davis james.davis@acme.ex
john John Smith john.smith@acme.exo
] mary Mary Williams mary.williams@acme.e
[l 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 desired users quickly.

ii. Or, click 3 to open the Group Selector form.

Group Selector b 4

P
Select Group Select Child Group

; @ Customers
@ Organization
@ Partners
@ Platform
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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 E- if you want to change the Edit permission of specific users/groups. Click L to remove the shared users/
groups.

4. Click Save to accept your sharing.

This function allows you to find contacts easily and quickly via 2 types:
¢ Quick search [269]

¢ Advanced search [269]

Do a quick search

This function allows you to do a quick search with specific keywords in all your contacts. All contacts having the text matching
your search term will be displayed in the Search Result dialog.

1. Enter your search term in the Search textbox in the left pane.

2. Click "~ to perform your search.
Your search results will be displayed in the right Search Result pane.

Do an advanced search

With this mode, you can refine your search by using a variety of criteria. Your search results will be limited as follows:

1. Click # next to the search box to open the Advanced Search form.

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.

By default, there are 3 Address Book categories:
« Personal contains contacts/address books which are created by yourself. Each group may contain more than one
contact.

* My Contacts is the default group which contains your own default contact generated from your registration
information.

» Collected Addresses contains all contacts with information updated automatically when you send any message to
a new email address from the Mail, Address Book and Calendar applications. That is, when you send an email to a
new address, this address will be automatically added to Collected Addresses.

< Shared contains contacts/address books which have been shared with you by another users. You can view and update
the shared contacts if you are granted the Edit permission.

« Public Groups contains address books of groups to which you belong. Each group contains all default contacts of
group members that can be viewed only.
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1. Open the Add/Edit Address Book form via one of the following ways.

The first way
Click | [ #ddessBosk | o the Toolbar.
The second way

Click > in the Address Book pane, and select Add from the drop-down menu.

Address Books
Personal
Import
[l My contacts {3 mo
iﬂ Export

;LJ Collected Addresses

U eXo Doc Team [sharing fo

Shared

2. Type name and description for your new address book in the Name and Description fields respectively in the Add/Edit
Address Book form.

Add/Edit Address Book 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 Add a new address
book section in Mail.

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.

1. Right-click an existing address book, then select Delete from the drop-down menu.
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2. Click OK in the confirmation message to accept your deletion.

Note

You cannot delete your default and group address books.

1. Open the Export Address Books form via one of the following ways.

The first way

Click | B2t [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.

Once you have exported your address books, you can 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, then select Import from the drop-down menu.

The Import Address Books form will be displayed.

Import Address Books x
Address Book My Cortacts v [+
Import Format xveard -
Upload Files Browse_
Save Cancel

2. Select the address book which stores your imported address book contact from the Address Book drop-down menu;

Or, click * 0 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.
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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.

This feature allows you to share personal address books with specific users or groups. The shared users/groups can
view, export, add, edit or delete a shared address book (if they have the Edit permission). The shared address book is
distinguished from other address books by a hand symbol.

Address Books b
Personal
L| My Contacts

I_“ Collected Addresses

;_i-*; 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.

Share an Address Book with other users x
Shared To Edit Permission Actions
james No = B
/platform/guests  No = B

Address Book My Contacts

User james

Group

&

Edit Permission [|

Save Close

2. Select users or groups that you want to share. For more details, see here.

e The shared users/groups will be updated in the Shared Users/Groups table of the Share an Address Book with other
users form.

* Click < to change the Edit permission or I¥ to remove specific users/groups from the Share Users/Groups table.

3. Tick the Edit Permission checkbox if you want to grant the Edit permission to your selected users/groups.

4. Click Save to finish.

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.
« 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
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1. Right-click your managed public address book, and select Permission from the drop-down menu.

The Permissions form appears.

Permissions xX
Shared to Can manage? Actions
[platform/administrators No = Ij
/platform 7
Jfadministrators:*.manager Yes = B

Address book administrators

User

Group  jplatform/administrators (753

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.

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.

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! Mail, 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.

steps: [1][2](3][4][3]

« 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.
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Create New Account x

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  ghnSmith =

Description  Email at work

Steps: lz‘ lz‘ lE‘ E lE‘ Next Cancel

2. Configure identification settings for your mail in Step 2.

Create New Account x

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  Jshnsmith@amail. com =
Reply-to Address  Johnsmith@gmail. com

Signature |3ohn Smith
Java Developer

Steps: lz‘ lE‘ E lE‘ Back Next Cancel
Details:

Field Description

Your Display Name The name to be displayed when you use the account. This
name will be displayed with your email address when you
compose a new message.

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 [6].)

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.
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Create New Account

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
Incoming Mail Server

Use Incoming S5L

Qutgoing Mail Server

Use Qutgoing S5L

seos: [1][2][3][4][3]

Details:

imap.gmail.com

smtp.gmail.com

[]

=

Back Next Cancel

Field Description

Server type

Incoming Mail Server & Outgoing Mail Server

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.

The Incoming Mail Server (POP3) and Outgoing Malil
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.

Use Incoming SSL

This option allows using SSL (Secure Sockets Layer) or
not. SSL is a cryptographic protocol which provides secure
communication on Internet, such as web browsing, email,
Internet faxing. The Incoming SSL allows using SSL to
check incoming emails.

Use Outgoing SSL

This option is to use SSL to send mail in the Mail application.

4, Configure another account properties in Step 4.

Copyright © 2009-2012 eXo Platform SAS

p.275 Collaborate With Your Colleagues



Create New Account x

Step 4: User Name & Password

- Enter your username and password to connect to the mail server. For example, "mary@agmail.com”
and "password”.

Username  exo_John@exoplatform.com =
Password ses =
Save Password
Do not download all messages (IMAP only).

Limit to Messages Arrived Since  11j01/2011 15:43:06

Steps: E‘ lE‘ lz‘ lE‘ Back MNext Cancel
Details:
Field Description
Username The email address which is used in the Mail application.
Password The password of your email address. It will be used to
get your messages of the email address entered in the
Username field.
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: IE‘ |E| Iz‘ |E| Back Finish Cancel

e Tick the Start Downloading Messages Now checkbox to get messages automatically right after your account is
successfully created.

6. Click Finish to complete your registration.
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To make changes on your account, simply click &l in the left pane, then select Edit Account from the drop-down menu;

Or, select "® *™™  n the Toolbar.

The Edit Account form will appear, allowing you to change information in the Identity, Incoming, Outgoing and Fetch

Options tabs.

Edit Account

Accounts ] Identity Incoming

' JohnSmith
Account Name JohnSmith|
Your Name

Your Email Address

Reply-to Address

eXo John Smith
JohnSmith@gmail. com
JohnSmith@gmail. com

Mail Signature John Smith
Java Developer

Qutgoing Fetch QOptions

Save Cancel

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.

[+ . ]

John Smith

Smith

£

7

Inbox
[ 4 Drafts
(=] Sent
[ Spam

1 Trash

~ Personal Folders

[}

2. Click [/ in the left pane and select Delete Account from the drop-down menu.

Delete Account

Name Email Server
ex0 exomail@gmail.com imap.gmail.com

David Klien eXo_David@gmail.com imap.gmail.com

Close
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3. Click W' corresponding to the account, then click OK in the confirmation message to accept your deletion.
The second way

1. Open the Edit Account form as stated in Edit your account details.

2. Select the account you want to delete in the left pane. Your currently selected account is marked with .

3. Click = to delete your marked account.

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
¢ Gmail Incoming Mail Server (POP3): pop.gmail.com (port 995)
* Gmail Outgoing Mail Server (SMTP): smtp.gmail.com (port 465)
Hotmail settings
¢ Hotmail Incoming Mail Server (POP3): pop3.live.com (port 995)
« Hotmail Outgoing Mail Server (SMTP): smtp.live.com (port 25)
MSN Mail settings
* MSN Incoming Mail Server (POP3): pop3.email.msn.com (port 110)
« MSN Outgoing Mail Server (SMTP): smtp.email.msn.com
AOL Mail settings
¢ AOL Incoming Mail Server (IMAP) - imap.aol.com (port 143)

¢ AOL Outgoing Mail Server - smtp.aol.com

This function is used to receive messages from the remote mail servers and forward them via SMTP, so it can be read in
Mail. 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 1 G=tMals o 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.
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&, GetMais | [# write Mai

Jobn_Smah
T 5= Folders L3
Inbox {220)

L Drafts

L Sent

(@ Spam

5 Trash

= Personal Folders o

] CS5-Created-
CS-doc-needed

] ECMS-DOC-NEEDED
ECMS-created

LJ EXOGTN-CREATED

. EXOGTN-DOC-NEEDED

& JIRA-

o dira

d K5-Created

I8

| contacts “© Mew Event .= Filters  [[5 Accounts [ Settings
| 7 Fetching email messages... Stop| Rafrash|
W (@ B @ GF & = Moreadions v [F view as v [ Fitter ~ Threads 1 to 20 1/15 % %
1 Subject Sender Date & Time - &  Size
1 [exo-pif] Re: [exo-support] Some help needed on 2 Platform issues Philppe Aristote 08:36 AM 14.93 KB
1 [exo-vn] [exo 1 [General tions | Making eXo Platform Saulius Diksa 07:57 AM 4.94 KB s
1 [exo-vn] [ ploy ] [General bons] Intranet / Spaces / ! SGren Schmidt Monday 5.65 KB
1 [exo-plf] Re: [exo-support] Some help needed on 2 Platform issues  Nicolas Filotto Monday 13.85 KB
1 [JIRA] {(DOC-1060) Update all screenshots for Collaboration of PLF Tran Tra Giang (JIRA) Monday 8.54 KB
1 Re: [exo-ga-wn] Re; [exo-pHf] Re; [exo-qga] TC PLF-3.5CRO1 Status Hanh Thi Thu Ly Monday 20,63 KB
1 [exo-pif] [eXo Platform 3.0] New activity in calendar [eXo Forums] simone pesavento Monday 4.89 KB
1 Re: [exo-ga-wn] Re: [exo-ga] TC EPPSP5.2 Status Monday 19.11 KB

Chau Nam Tran

Subject: Welcome to the Mail application.

The Mail apphcation is a chent with vanety of features designed to make your email expenences productive and efficent.

Folders: organize your emails in a folder tree.

Tags: flag messages with custom labels called tags to easily retrieve them.

Filters: filker incoming messages with spedal conditions to apply to a specal folder or a tag,
Advanced Search: find your emails thanks to powerful search opbions.

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 eit

her of the views. The selected view is marked with ¥ .

fF) View as ~ [

[= List
Q

[Z Thread
€2 Conversation

In this view mode, all messages are arranged as a list.

R E N @ E & 9| More Actions ~ [ View as ~ [L4] Filter ~ Messages 1to 20 1/15 % s

LJIRA] (DOC-1060) Update all scr tor C ol PLF Tran Tra Giana (JIRA) Monday 8.54 KB "
Re: [exo-ga-vn] Re: [exo-plf] Re: [exo-ga] TC PLF-3.5CRO1 Status Hanh Thi Thu Ly Monday 20.63 KB

B [exo-pif] [eXo Platform 3.0] New activity in calendar [eXo Forums] simone pesavento Monday 4.89 KB
Re: [exo-ga-vn] Re: [exo-ga] TC EPPSPS.2 Status Chau Nam Tran Monday 19.11 KB
[exo-plf] Some help needed on 2 Platform issues Philippe Aristote Monday 7.78 KB A
[exo-plf] [eXo Platform 3.0] Space menu labels [eXo Forums] simone pesavento Monday 4.90 KB 1

B [exo-vn] [exo-employees] Re: CF Sprint #54 Anatoliy Bazko Monday 5.25 KB

& [JIRA] (DOC-1079) Update KS - Answer User Guide 2.2.x Wu Duy Tu (JIRA) Monday B.44 KB
[JIRA] {DOC-1079) Update KS - Answer User Guide 2.2.x Vu Duy Tu (JIRA) Monday 10.75 KB
e N SRR T S - e i T fATRAY P P

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 content of the parent messages.
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1 Platform daily report 28-11-2011 (giang.tran@exoplatform.com) Philippe Aristote (Google Docs) Monday 3.80 KB

] 1 [exo-vn] [exo-employees] CF Sprint #53 retrospecitve Anatoliy Bazko Monday 5.24 KB

9 [exo-vn] Mr Pham Tuan takes new role Dieu Thi Phuong Nguyen Monday 4.89 KB

Re: [exo-wvn] Mr Pham Tuan takes new role MNghi Van Nguyen Monday 5.59 KB

(] Re: [exo-wvn] Mr Pham Tuan takes new role Linh The Vu Monday 6.53 KB

(L] Re: [exo-vn] Mr Pham Tuan takes new role MNhung Thi Vu Monday 7.33 KB i
(1] Re: [exo-vn] Mr Pham Tuan takes new role Hanh Thi Thu Ly Monday 7.92KB

(1] Re: [exo-vn] Mr Pham Tuan takes new role Tuan Pham Monday 9.61 KB

(] Re: [exo-vn] Mr Pham Tuan takes new role Tung Thanh Do Monday 11.24 KB -

Subject: Re: [exo-vn] Mr Pham Tuan takes new role B *
Nghi Van Nguyen < nghinv@exoplatform.com > To: Tuan Pham ¥ Show Details Monday [ Reply to all |2

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 2t role of MB Team Leader.

So, Mr. Tuan wil be Team Leader of MB team and CT taam.

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.

B 2  [exo-wn] HaVTT's birthday invitation letter Ha Thi Thu Vu Monday 4.78 KB B
(] 6  [JIRA] (ECMS-3113) Feedbacks from Doc team hoa vu (JTRA) Monday 10.25 KB
(] 1 Platform daily report 28-11-2011 (giang.tran@exoplatform.com) Philippe Aristote (Google Docs) Monday 3.80 kB
] 1__ [exo-vn] [exo-employees] CF Sprint #53 retrospecitve Anatoliy Bazko Monday 5.24 KB
p @ [exo-wn] Mr Pham Tuan takes new role | Dieu Thi Phuong Nguyen Monday 4.89 KB
i B [exo-wn] Mr Vu Cong Thanh is challenged at SC Team Leader Dieu Thi Phuong Nguyen Monday 4.99 KB
[l 1 [JIRA] (DOC-998) Review DOC-963 - document the installation of ¢ hoa vu (JIRA) Monday 6.99 KB =
] 1 [exo-wn] Fwd: Technical workshop:JCR usage and best practice at m Long Viet NGUYEN Monday 8.64 KB
1 2 [exo-pif] platform-trunk-pkg - Build # 790 - Failure 11! ciexoplatform.com Saturday, 26 44.91 KB -
Subject: [exo-vn] Mr Pham Tuan takes new role Read"f pane *
Dieu Thi Phuong Nguyen < dieuntpBexoplatiorm.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 > To: Tuan Pham * Show Detads Monday @ Reply to All -
Congrats! :D
On Mon, Nov 28, 2011 at 10:14 AM, Dieu Thi Phuong Nguyen <deuntp@exopbtform.com> wrote:
Dear all

If you want to read an email, simply click your preferred mail in the mails list and scroll down to read your selected email
in the details pane.
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Re: [exo-ga-vn] Re: [exo-plf] Re: [exo-ga] TC PLF-3.5CR01 Status Hanh Thi Thu Ly Monday 20.63 KB

] [exo-plf] [eXo Platform 3.0] New activity in calendar [eXo Forums] simone pesavento .5 pane Monday 4.89 KB
Re: [exo-ga-vn] Re: [exo-qa] TC EPPSPS5.2 Status Chau Nam Tran Monday 19.11 KB -
Subject: Re: [ 1 HaVTT's y invitation letter Click to expand =——+

Tung Thanh Do < tungdt@exoplatform.com > To: Ha Thi Thu Vu = Show Details Monday & Renlv ta Al Z

"¢ Reply to Sender
i d
Happy birthday to Ha!  ronwan
Bast wishes for you ! w2 Filter messages from this sender
On Mon, Nov 28, 2011 at 3:09 PM, Ha Thi Thu Vu <havtt@exoplatform.com> wrote: & Print
Dear 2l 2 Delete
Today is my birthday. 1 would like to say thank you very much for all your kindness & best wishes to me. # Tag
Tbought & cute birthday cake & some of little orange gateaux. Please come to tea-break room at 7th floor, enjoy cakes, share the gladn 5 Move to Folder
Thank you very much, ¥ Add to Contacts
Kind regards,
HavTT '@ Export (*.eml)

view All Headers

tungdi@exoplatform. com
www exoplatform org

& Reply 9/ Reply to All [l Forward

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 Saveto server

& Notes for PLF 3.5 User Guide.wiki
Size: 2.87 KB 4 Download 4 Save to server

Click ¥ Powmload 6 download an attachment to your local system. If the uploaded file is image, you can also click © View
to preview the image without downloading.

Download and save attachments to server

1. Open the mail with attachments.

2. Click Save to server to open the Save attachment form.
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Save attachment x

Save file to the server: DavidKlein Brading Designer.jpg

Select Drive Personal Drives A
|’|“|,,|’Personal Documents_.-"F‘ri'..-atelq._ Selected location ]
Documents i

=N Videos
[ music

= Pictures E
Y Searches

7 Favorites
I Folksonomy
IV Bookmarks -

Save Cancel

3. Change the 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 ' 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.

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.

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, then select Mark as Read from the drop-down menu.
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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, then select Mark as Unread from the drop-down menu.

Star a message

The first way

Tick the checkboxes corresponding to messages you want to star, then click More Actions on the action bar and select
Star from the drop-down menu.

The second way
In the messages list pane, click ' next to the message you want to add a star.

After being marked, the selected messages will be appended with ~, so that you can recognize them quickly.

Unstar a message

Simply select Unstar from the More Actions drop-down menu on the action bar;

Or, click next to the message.

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.
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Move Message x

Move To Folder Inbox -

Save Cancel

3. Click Save to move messages to your selected folder.
The second way

In the mails list pane, tick the message you want to move, then drag and drop it into your desired destination folder in the
left pane.

= Qll @ (@ & W 0§ & = Moreadions - G View as v (K Filter ~ Threads 1 1o 20 1/16 % o
1 DocTeam Giang Thi Tra Tran Fnday, 11 & 60.58 KB P
Jomh_sio 14 1 Fwd: [exo-plf] Re: [exe-ga] TC PLF-2,5betad Status Giang Thi Tra Tran Friday, 11 12.76 KB
T 2 Folders z 1 [Crudble] 1 comment added: (CR-E ) Review deprecated portiet - 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
r Drafts L 1 [Crucible] 1 comment added: (CR-ECMS-86) Review deprecated por Philippe Aristote Friday, 11 7.52 KB
5 Sent v 1 [Crucible] 4 comments added: (CR-CS-149) Review Deprecated por Philippe Aristote Friday, 11 10.90 KB
1 [Crucihlal Sraka thanaad to Bauiss: (CB SCME 871 Bmsns doncaratad o Marne asolar Eridau 11 s E3vm
[Crucible] 1

comment

Philippe -
1 Ariascvra Friday, 11 7.53KB -
& Doc Team
Forward
Pergonal ohilippe
1 ;I"!tl'ltﬂ Friday, 11 10.90 KB
E2 Review ristote
TD translation

a@a [Google Mail]

exg

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.

e 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 '“J on the Action bar.

The spam message will be removed from the Spam folder. All messages from this sender will be received normally.

Delete a message temporarily

The first way

Right-click the message, then select Delete from the drop-down menu.
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The second way

Tick the checkbox corresponding to the message you want to delete, then select U 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 have been
deleted [284] temporarily.

1. Select the Trash folder in the left pane to see all messages in this folder.

2. Right-click the relevant message, then select Delete from the drop-down menu;

Or, tick the checkbox corresponding to the relevant message, and click £/ on the action bar.

Undelete a message

Note

This function is only for messages which have been TEMPORARILY deleted.

The first way

1. Select the Trash folder in the left pane to see the list of temporarily deleted messages in the right mails list pane.
2. Tick the checkbox corresponding to the message you want to undelete.

3. Drag and drop the message into another folder.

The second way

Open the Trash folder, then use the Move function to remove the message from the Trash folder.

1. Click % “™=" | on the Toolbar to open the Compose New Message form.
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Compose New Message ®

& Send | B Save inDrafts | (§) Discard c_@ Attacha LocalFle | [ | priority~ | | o/ Editor~ | % Options~

From : | sirme <sir. me87 @gmail.com=> v

_— |exo-vni@amail.com

cc|BcC
Subject : | Introduction of eXo

t& = [§ Fomat ~ | Fort ~ Size -

iB 7 U Ty-ome =

Dear customers,

Beginning as an Open Source project in 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 atiracting 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.

r,Send | |k Save inDrafts | (g Discard | @Aﬂach alocalfile | ! priority~ | | o Editor~ | |4 Options~

From : |jnhr1 <ng.huutuananh 87 @gmail .com> A |
ohn <ng.huutuananh&7@gmail com>

To: Maty <sir.me87@gmail.com:

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.

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.

BIQTIvABG%::: :EEEEE“ijmthnrmalvFom + | Size -

Click ==~ 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 215 {0 send your message. Click O o= g discard composing your new message.
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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 @exoplatform.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 : ¥ v
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 .com>

To:
k CC | BCC

The Contacts window listing all of your contacts will appear.

Contacts x
Search: . Send To All: [[] Address Book: My Cortacts -
[ Name Email
[ 30hn Smith john.smith@acme.exoplatform.com
[ ™ary williams MaryWilliams@gmail.com
[ christina Kelly Christina@exoplatform.com
[ pavid Klein David@exoplatform.com
Totafpages: 1 |« | « |/ 1| * || »
Add Replace Close

2. Tick the checkboxes corresponding to the contacts who will receive your message.

Also, you can
¢ Search for email addresses in a specific address book as follows:
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.
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Contacts ®

Search: . Send To All: [ Address Book : My Contacts [=]
All Contacts
Personal Address Books
[ Hame Email Contacts
Collected Addresses
[[] Kevin Dent KevinDent@e public Address Books
executive-board
[ Fermando Felippe FernandoFelf  administrators
users
[ David Klein Davidklein@exopltform.com

iii. Click = to perform your search.
» 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.

1. Click ‘& a=navecairie jn 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 Morel
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.jpa (40.88 KB) &

* Click ¢ to download or see if your uploaded file is correct or not without browsing the file on your device.
* Click %/ next to the attached file to remove it from your message.

Attach a server file

This function is only featured in eXo Platform 3.5, allowing you to browse and attach one file from your server as follows.

1. Click ™ next to the Attach a Local File in the Compose New Message form, then select Attach a Server File from
the drop-down menu.
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Attach server file x

Select Drive General Drives v

{0 /collaboration fexo:services /NewsletterInitializationService o e
[MewsletterInitializationServicelog

mi|  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.

If you are not ready to send your composed message, click ==t | 5 sgve it as draft. Your draft message will be in
the Drafts folder for you to send whenever you like.

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

1. Click ““™™7 in the Compose New Message form.

2. Select your preferred priority from the drop-down menu.

' column.

* Low: The exclamation icon corresponding to the mail is marked in grey in the
* 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.

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.
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At present, this function only allows you to receive a notification message that the recipient has already read your message
or not.
1. Click "%~ ijn 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.

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, then select Reply from the drop-down menu.

The third way

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 15 {0 send your reply.

Reply to all recipients of the message

1. Tick the checkbox corresponding to the message you want to reply, then click L« 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 fysend 1o send your reply.

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 5 on the action bar.

P & i} d B @ More Actions ~ =) View as ~ il Filter - Messages 1to 20 1/15 = =%
S( Forward Sender Date & Time - & Size 1
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 E
[exo-wn] [exo-employees] [General questions] Making eXo Platform Saulius Diksa 07:57 AM 4.94 KB
[exo-vn] [exo-employees] [General questions] Intranet / Spaces / ! Séren 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-plf] [eXo Platform 3.0] New activity in calendar [eXo Forums] simone pesavento Monday 4.89 KB o

ii. Or, right-click the message, then select Forward from the drop-down menu;
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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 content of the message you want to forward.

2. Enter the recipient's email address in the To field.

3. Click %152 {0 forward the message.

Note

Before forwarding a message, you can edit it to your desires that is similar to composing a new 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.

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 ®

File Name [exo Platform 3.0] Taxonomy System [eXo Forum =

Export Format “eml -
Export Cancel

2. Change the file name in the File Name field if needed, and select the export format. At present, only the *.eml format
is supported.
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3. Click Export to accept exporting your selected 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

2. Click Browse... to get one .eml file from your device.
3. Select the folder into which you want to import the message in the Import to Folder field.

4. Click Import to accept importing your selected file.

Note

By default, your imported file must be in the *.eml format.

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.

¥ B Folders X
Inbox (112)
[ 4 Drafts
(=) Sent
L& Spam

s Trash

- Personal Folders

+3

Adver
DocC

—

& 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.
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Folder Description

Spam Store all messages suspected of being unwanted
messages.

Trash Store temporarily deleted messages.

Personal Folders Store folders which are created by yourself.

Categorizing by folders can be performed via:

* Create a new folder

¢ Manage Personal Folders

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.

Right-click any folder under the Personal Folders pane to show the drop-down menu.

~ Personal Folders o
Adm-
o & New Subfolder
1
&= Rename
L Dn

) E

—_

& Remove

Gl

El Mark all as read

Here you can manage personal folders through the following actions:

¢ Create a sub-folder [293]
¢ Rename a folder [293]
* Remove a folder [294]

e Mark a folder as read [294]

Note

All above actions are only for folders/sub-folders under the Personal Folders pane.

Create a sub-folder

1. Select New Subfolder from the drop-down menu.

2. Follow steps as stated in the Create a new folder section.

Rename a folder

Copyright © 2009-2012 eXo Platform SAS p.293 Collaborate With Your Colleagues



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.

Remove a folder

1. Select Remove from the drop-down menu.
2. Click OK in the confirmation message to accept your deletion.

Mark a folder as read

This function is to mark all mails of a personal folder as read by clicking Mark all as read from the drop-down menu.

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.

You can categorize by tags through the following actions:

¢ Create a tag

+ Assign a tag to a message
« Editatag

* Remove a tag

* Empty a tag

¢ Change the tag color

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

Mame |Sodial MNetwork *

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.
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Note

You can assign a tag to many messages simply by ticking their checkboxes first.

1. Open the Tag Message form via one of the following ways.
The first way

i. Tick the checkbox corresponding to the message to which you want to assign a tag, then click More Actions on the
Action bar.

ii. Select Tag from the drop-down menu.
The second way
Right-click your selected message, then select Tag from the drop-down menu;

The Tag Message form will be displayed.

Tag Message type the new tag name here

Subject : test no-tag *
Tag Mame

Color

Social Network [7]

Cine-news [ 44— select from 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 Empty function.

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

Mame |Sodial MNetwork *

Description Updates from sodal network]

Save Cancel

2. Make changes on the tag, then click Save to save your changes.

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.

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.

Right-click the tag in the Tags pane, then select your desired color from the 32-color palette.

- Tags =
Irnparkant =
........................................ = Edt
2 Remove
[ Empty

By default, the messages list shows all of your received messages in your inbox but you can filter to specify which message
to be displayed.

.| Filter ~

[ Unread

Starred
4 With Attachments
= Wiew All "

You can filter messages according to the following criteria:
* Unread: Only show unread messages.
» Starred: Only show starred messages.

* With Attachments: Only show messages with attachments.
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« View All: Show all types of messages.
You can categorize by filter through the following actions:

* Create a filter
o Edit afilter

¢ Delete a filter

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 o the Toolbar to open the Message Filter form.

Message Filter b 4

Filter it 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

2. Click ™ or the "Click here to add a new filter" link to create a new filter.

The Add/Edit Message Filter will appear.
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Add/Edit Message Filter ®

Filter Name: |Activities

If all of the flowing rules are true ...

From: | Contains EI noreply @facebookmail.cor
To: | Contains EI DavidKlein @gmail. com
Subject: | Contains [=]
Body: | Contains [+] |Facebook
Then ...
Move the message to the folder: | Inbox El
Apply Tag: | Sodial Metwork EI
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.

1. Right-click a message containing the criteria you want to include in your new filter.

= print

Reply

E

Reply to All

Forward

Filter messages like this |

Move to Folder

Tag

o@&ﬂ'&{-

Delete

Add to Contacts

% B

Export (*.eml)
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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

Filter Name: |Activities *

If all of the flowing rules are true ...

From: | Contains EI noreply @facebookmail.cor
To: | Contains EI Davidklein@gmail. com
Subject: | Contains E|
Body: | Contains [+] |Facebook

Then ...

Move the message to the folder: | Inbox [=]
Apply Tag: | sodal Metwork EI
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.

1. Click =* Fi*=rs 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.

5. Click Save to complete your changes.

1. Click =* Fi*="= o 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.

The Mail application supports two search modes: Quick search [299] or Advanced search [300].
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.

7 NEXUS % H

2. Click . All messages containing the search term will be listed in the search results.
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(] Subject Sender Date & Time™ rf Size !

(] [Inbox] Mexus: Staging Completed. MNexus Repository Mz Wednesday 48.72 KB

O [Inbox] Nexus: Staging Repository Dropped. MNexus Repository Mz Thursday 6.00 KB

[ [Inbox] Mexus: Staging Completed. Mexus Repository Mz Thursday 6.68 KB

(] [Inbox] Mexus: Staging Completed. Nexus Repository Mz Wednesday 79.58 KB

(] [Inbox] Nexus: Promotion Completed. Nexus Repository M: 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.

Advanced search

The Advanced Search allows you to specify criteria to narrow your search results.

1. Click ¥ in the left pane to open the Advanced Search form.

2. Define the search conditions to your details, including:

Advanced Search b 4

Search in Folder : | — Important [=]

From : | contains El
To ! | contains El Adama2@exoplatform.com
Subject : | contains [=] Commit Successfully
Message : | contains El
Received After: Received Before:
Has Star Priority: | Normal [=]
[T Has Attachment
Search Cancel

e Search in Folder: The folder in which you want to search in the.

* From: The condition corresponding to the sender's name or mail address. There are some further conditions:

Condition Function

contains Include the term in the search box.

doesn't contain Not include the term in the search box.

is Include exactly the term in the search box.

is not Not include exactly the term in the search box.
starts with Start with the term in the search box.

does not start with Not start with the term in the search box.

« To: The condition corresponding to the recipient's name or mail address.

e Subject: This condition which corresponds to the message subject.
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* 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.

e Priority: The priority of the search messages.

3. Click Search to perform your search.

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 =@ NewEent 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

Description

Location

From

To

Al Day

Priority

Repeat
Calendar

Event Category
Attachments

Rock Party
Anual rock party at Halo Exhibition

12 A 3 Halo Exhibition
09072011 18:00

09/07/2011 23:45

Naone

Mo Repeat
Default
Music event

map.JPG-(5.76 MB) i
+

Save Cancel

[ [ [E] ]

3. Select the Reminders tab to create the event reminder via an email. This step is optional.
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Add Event x

Event Detail Reminders

Remind by Ermai

When the event starts in next [sminutes [
Repeat [noRepeat || BVeTY |Sminutes ||
Send reminders t0 David Klein
(4
Save Cancel

4. Click Save to finish adding your event.

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.

1. Click' E <= on the Toolbar to open the Contacts form.
2. Click Add Address Book 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.

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 | U == then select @ 2% on the Contacts form.
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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 [=]*

FirstName |z.ooc # PFicture:

LastName (g, %

Nick Name
Gender @ pale _ female
Birthday |5 El 5 El 1984 El
Job Title Developer Change | Delete

Email FrandisFrey@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.

The function is used to edit a contact in a specific group.

1. Open the Contacts form by clicking| I &= on the Toolbar.

2. Select the contact whom you want to edit in the left pane.

3. Click * =

4. Change the contact details, then click Save to finish.

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 ' & <= 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.
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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  bookwormgiang@amail.com <bookwormgiang

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:
Field Description
Select a Default Account Set the default account if you use multiple accounts.
Number of conversations per page Select the number of conversations which will be displayed
per page from the list: 10, 20, 30, or 70 messages.
Automatically check messages every Select the time interval to automatically check the system,
including 6 available options: Never, 5 minutes, 10 minutes,
20 minutes, 30 minutes and 1 hour.
Compose message with Select the editor type for composing messages, including
Rich Text and Plain Text.
Reply to message with 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.
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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 someone requests a return receipt
7 Never send a return receipt
! Always send a return receipt

Save Cancel
Details:

Field Description

Ask me when someone requests a return receipt If you receive a message with the Return Receipt request,
the Mail application will show a pop-up message for you to
decide sending a notification of having read the message to
the sender or not.

Never send a return receipt The Mail application will ignore all Return Receipt requests
from senders.

Always send a return receipt If you receive a message with the Return Receipt request,
the Mail application will automatically send a notification of
having read the message to the sender without asking for
your permission.

iii. In the Layout tab, personalize the Mail layout by ticking another checkbox corresponding to your desired layout. The
Horizontal Split type is set by default.

Settings x
General Return Receipts Layout Delegation
O Vertical @ Horizontal
7 Flip
-
s
Save Cancel

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: 1 Full

Account{email) Delegate to Full Actions

bookwormgiang@gmail.c demo ] @

bookwormgiang@gmail.c james ] |
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 - 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 your changes.

Note

Two portlets, including Chat and Chatbar, and their services are deprecated. They remain fully supported
for eXo customers, however they will not receive any enhancement and will be removed from the product
scope in the future.

The Chat feature is used through the Chat or Chatbar portlet. The only difference between these portlets is the arrangement
of common actions. In particular, actions of the Chat portlet are arranged in a window, meanwhile actions of the Chatbar
portlet are put in one bar. Also, the Chatbar holds shortcuts to your Calendar, Contact, Mail.

Chat portlet
w Add Room ., Join Room \/ Add Contact

« john -

w' 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:
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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 Bx

..........

Page Description Collaboration

Collaboration

Calendar Portlet
Calendar Portlet

m

? Chat Portlet
Chat Portlet

% =aa| ChatBar Portlet
ChatBar Portlet

2. Edit the Chatbar portlet by hovering your cursor over it, then clicking f.
% @ ChatBar Portlet * €
rnatear Fortet \h

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 Decaration Themes Access Permission

Display Name: ChatBar Portlet
Window Title:

Width:

Height:

m

Show Info Bar:
Untick these checkboxes

Show Portlet Mode: (Recommended)

Show Window State:
Description: ChatBar Portlet

Save And Close Cancel
4. Click Save And Close to finish your changes and quit the Edit form of the ChatBar Portlet.

5. Click E 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.
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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

J Add Contact

The Add Contact form will appear.

s

Add Contact

Search: |

1 First Name Last Name
Fernando Felipe
Mary Rose

[ Jack Miller

|:| James Davis

] John Smith
Mary William s

Refrash

2. Select the contacts from the list by ticking their respective checkboxes.

Add Contact

You can use the Search function to search for a specific contact.

|} <4— Search for contact

Username

FernandoFelipe
MaryRose
demo

james

john

mary

Cancel

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.

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.
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<% John Smith
Jack Miller

Mary Rose

D send Message

m

ﬁ Remowve

+, Add Contact

L Bl

2. Click OK in the confirmation message to accept your removal.

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

# Export History & Send File (Y Chat History =

Message textbox

1_

Hello, I want to discuss the way to improve our products | Send

Minimize the chat window
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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.

Lok YA

Note

When you send a message to offline contacts, they will receive your message 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 & SendFile (5 Chat History ~

17/11/2011 14:13:46

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.

& Cnline
Away

a Busy

@Y Available

Offline

LK 3244

2. Select your desired status from the drop-down list.

Details:
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Icon Description

< This status means you are available to chat.

Online
This status means you are away from your local device.
Other users still can send instant messages to you.

Away

(-] 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 though you are actually

Offline online.

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 ¢ sendfil= 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.

The Chat application can archive your chat conversation and allows you to export and save your conversation history to
your local device.

1. Click & exporttistory on the Conversation window.
You will be prompted to select the location to save the exported file.
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.

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.
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Conversation
James Davis Mary Williams Jack Miller x

I* Export Histery & Send File (Y Chat History =

Today

17/11/2011 14:13:46
- Adam Sandler

Last 20 days

) ) Beginnin
Hi, how are you going? 9 9

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.
e 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.

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 achat room

1. Click ¥ on the Chatbar, then click & ““**°" from the pop-up menu.

m

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.
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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.

Room Configuration x

General
Name: |pifizfedteam

Persistent Room: [

Presence Broadcast: | Moderator -
Participant
Visitor -

Who is: TN - |

Room Description: Room of MED
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 Specific users from the selected group in the Presence
Broadcast field. At present, there is only the "anyone"
option.
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Description

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: [
Allow Invitations:
Reserved Nickname: []

Password Protected [7]
Room:

Moderated Room: [

Room Admins: |John Smith -

Room Owners: [T - |

OK Cancel
Details:

Field Description

Public Room When this option is checked, your room is listed in the chat
rooms list for everyone to see and join this room.

Member Only Tick this option to limit the number of participants. It means
that users need to be invited to participate in the room.

Allow Invitations This option is only available if the "Member Only" option
is checked. If checked, the room's participants can invite
others to join chat room.

Reserved Nickname Tick this option to prevent anonymous users from joining the
chat room. If this option is checked, only registered users
can enter the room.

Password Protected Room This option is to change the public room to a locked, secure
protected room accessible only to specific individuals with
the right password.

Moderated Room The room is moderated or not. With the moderated room,
you can select the room administrators.

Room Admins
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Field Description

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.

This function is to add people to a chat room where you already participated.

1. Click g Add on the chat room conversation window.

The Add Contact form will appear:

Add Contact ®

Search: || .
D First Name Last Name Username
[ Fernando Felipe FernandoFelipe
|:| Mary Rose MaryRose
] Jack Miller demo

John Smith john
= Mary William s mary
] Dawvid 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.

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 ** =*e="  from the drop-down menu.

The Join Room form will appear.
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Join Room x

Name Room Description
docteam docteam
plfteam The room PLF members
docteam1 docteam1
plfdocteam plfdocteam
plfteam-spri... plfteam-sprintmesting
Refresh Join Room Cancel

2. Select a room in the list by checking the appropriate radio button.

3. Click Join Room to join the selected room. Click the Refresh button if you want to clear the selected rooms.

Note

You can join several chat rooms at the same time. Each chat room will be displayed in its own tab and you
can easily switch between different rooms.

. X . .
Click "#L3¢ gn the room conversation window.

exofc x

Tgpidd | “geleave | & 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.

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 ™ °P™®" 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 Set the Security settings section.
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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.

e 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.

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.

¢ 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.
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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.

There are 2 ways to access either of the Knowledge applications of a space:

Hover your cursor over My Spaces --> SpaceName, then click the application that you want to access.

i My Sites My Spaces Dashboard Desktop Edit
eXo evolution » Discussions
IR X0 evoll  Find spaces Wiki O
Documents
Welcome to eXo evolution Agenda Share My Status
(No description) Members What are you working on?

Space Settings
Administrators : Add: ¢&@ Link B File

Or, hover your cursor over My Spaces, then select your space name and click the application name on the Space navigation.

|J Home Discussions Wiki Documents Agenda Members

Share My Status
What are you working on?

Add: &2 Link = B File

My Activity Stream

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 them from Page Editor/Edit Inline Composer --> Applications --> Collaboration
-->Forum/Answers/Wiki to the main page. This can be done when creating a new page, editing an existing
page, or editing the layout of a portal. You can also configure the portlets as in the edit a specific portlet
section.

This section provides you with instructions on how 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 through accessing the
Wiki application. You will be directed to the Wiki homepage as below:
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L 1 2 Bowse - 3

Wiki Home | 4 Wiki Home s # Edt  AsdPage = More ~

e,

Valcome to Wik Home of /spaces/expevolubion group. L

& Sandbox space for an sxa ith samp

Details:

Item Description

1 The Breadcrumb which shows the page hierarchy.

3 The Wiki administration area which allows administrators
only to configure the space settings.

3 The Search box.
i The pages tree view.
= The Page Control area which helps users take actions with

the current page.

& The page content.

7 The page information. Click View Change to see changes
in the 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.

Page hierarchy in Wiki

The 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 in 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.

Wiki Spaces

Space is a set of pages, so the spaces partitioning means that spaces are independent trees. This separation enables Wiki
to provide knowledge spaces for different groups.

There are 3 space types:
« Portal wiki: The global wiki of a portal.

A portal wiki is published for every user who can access that portal.
e Group wiki: The wiki of a space.

A group wiki can be understood as a space wiki. The wiki application of a space works as a group wiki for that space
("/ Spaces/ nane_of _space" group). The group wiki can be accessed by members of that group.

For example:
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2R eXo evolution &

Home Discussions Wiki

| Group :.-'S:acee.-'exc_e--cluticn|v wiiHome === The "eXo evolution" space will have a wiki for the "exo_evolution” group

[ Wiki Home Wiki Home

¢ User wiki: The wiki of an individual user.

Every user has his own wiki. The URL to an user wiki is in the following format: . . . / wi ki / user/ nane_of _user.
For example:
(- e hj EI ﬁ exoplatform.org/portal/intranet/wikifuser/james
0 . My Sites My Spaces Dashboard Desktop Edit
Wiki Home
= | Wiki Home Wiki Home
|=] test
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.

Pages are places where information in Wiki is stored and shared. Pages are stored within a space. 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.

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, then select Blank Page or From Template... to add a page with a template.

# Edit AddPage = More =
B Blank Page

MW From Template...

If you select From Template..., a list of available templates will appear.
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Select Template x

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

You can:

i. Click Preview corresponding to the template you want to see. The template preview appears.

Preview L

Two-Column Layout

@ -

Replace This Text Replace This Text Too

ii. Click Select corresponding to the template you want to select for your new page. The selected template appears.

f . o
Two-Column Layout Saw

RinTen @ Presew  §) Hew

{tip-Btie=How to use thes templote) CONFLUENCE 1.0 )
= Ths page has two coumns sach of an equal width

= You can change the width of each column by phicing you mouse cursor inside the colemn macro and dicking o _Tnsert/Edt Macro_ in icon in the toslbar Help Tips
k) N
{secnon} d n
{columa: wedth=50%}

panei) -

Tasttoemam

h1. Reglace This Text

Lorem Ipsum is Smply dummy text of the prstng and typesetting Industry, Lorem Ipsum has been the mdustTy's sandard dummy 1o ever Sce the 15005, when an
e eiter took o golley of typa and % to maka 3 typa specmen book. & kos survived ot only five centures, but 210 the leap it elecironc fypesedting,
i the 19605 with the release of Latraset shaets containing Lorem lpsum passages, and mare recently with deskton
versions of Lorem Jpsum,

o

riially unchanged. R was po
are e Aldes Pagemsker i

{columa:width=S50%}
panel)

. Enter the title for your page. The page title must be unique.
. Enter the content of your page by using Wiki Markup orthe WYSIWYG editor.

. Click Preview if you want to see how your page looks like.

o g0 A~ W

. 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 '[.... ]' into your page body.

For example:

What you type What you get

[eXo User Guide] eXo User Guide

2. Click Save to save the page containing the link. The undefined link is underlined.
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3. Click this link to open the Add Page form.

4. Follow the steps stated above to enter the page title, content and save the page.

You can edit a page at any time if you have the Edit permission on that page.

Edit the whole page content

To edit the whole page content, click Edit in the Page Control area. Your page will be switched to the Edit mode.
» eXo Platform new features Browse ~

eXo Platform new features ﬂouF’ace ~ More

Now, you can rename the page and edit the page content. In the View mode, hover your cursor over the page title and
double-click to edit it. The toolbar in the Edit mode will be changed to activate the following actions.

‘ eXo evolution Home agenda Answers Discussions Documents Fag Membars
. ' » » Browse =
eXo Platform new features Saw Minor Edit
1 2 3
Rich Tent  » Proview 5 Help
COMFLUENCE 1.0 []
Help Tips

Texttormating

Details:

Item Description

1 Switch to the Rich Text (WYSIWYG) editor.

2 Display the preview mode of the currently edited content.
Previewing a page helps you verify the result of rendering
the markup you just entered without saving.

3 Open the Wiki syntax help pane.

a Show more syntax help.

5 Input the edit reason if necessary.

& 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.

Edit a page section
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To edit only a section in the whole page content, hover your cursor over the title of the section you want to edit, then click .

New Content Management features in eXo Platform 3.5 O

eXo Platform prowides a set of senvices to extend portal-based applications with Enterprise Content Management (ECM) capabilities. Doy Edit section: New Content Management features in eXo
it easy to catalog and organize enterprise content, while Workflows allow you to automate and manage your human-fo-computer interact Patiom 3.5
websites with poweriul web content management (WCM) senices

For the forthcoming eXo Platform 3.5 release, we focused mainly on User Experience improvements that make it faster and more efficient to work with content. To this end. we've
added more than 100 new features — Il focus on a few that | consider mast impontant 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

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, then press Enter when finishing.

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.

# Edit AddPage = More =
& Page Permissions
Watch

1+ Move Page
fif Delete o Move Page |

§ Page Info

The form to select the destination page appears.
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Move Page x

You are about to move the page: Platform 3.5

Destination

= [E] wiki Home
= [ About
[£] eXo Platform new features

[ Platform 2.5

Current Location Group : /Spaces/Exo_evolution » Wiki Home » About » Platform 2.5

Group : /Spaces/Exo_evolution » Wiki Home » About »
New Location

eXo Platform new features
Move 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.

1. Open the page you want to delete, then select More in the Page Control area.

# Edit AddPage = Mare +
& Page Permissions
Watch
q-I-b Move Page

T Delete Page

f Page Info Delete Page

2. Click Delete Page from the drop-down menu.

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

The Delete page action is not displayed when you are in the Wiki Home.

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
Title eXo Platform new features
Author john

Last Changed by John

Related Pages

Wiki Related Pages

group Group : /Spa

Add More Relations

Here, you can do the following actions:

¢ Add a related page

« View a page history

Mov 24, 2011 610 PM

Mov 24, 2011 610 PM

Actions

Remaove

Hierarchy

Recent Changes
Time Editor
CURRENT (v. 1) John

View Page History

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.

2. Click Select to add the selected page to the list of the Related Pages.

Select a page

= |=] wiki Home
= |=] About
= |=] eXo Platform 3.5 current page
= =] Introduction

| D Documentations

|=] Resources

|=] History

Cancel Select

The related pages of the opening page are displayed in the side pane as below.
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= [=] wiki Home
B |=] About
= [£] exo Platform 3.5
= |=] Introduction
u Documentations

|Z] resources

u History

Related Pages

|Z] resources

To access the page history, just click View Page History in the Page Info view.

The History Page appears.

Page History
Compare Selected 1
2 Revision 3 Date 4 Author 5 Summary L] Action i
O CURRENT (v. 9) MNov 24, 2011 6:53 PM John
=] v.8 Nov 24, 2011 6:45 PM Jjohn Restore
=] v.7 Nov 24, 2011 6:33 PM Jjohn Restore
O v. G Nov 24, 2011 633 PM John Restore
O v.5 Nov 24, 2011 8:22 PM john Restore
| v. 4 Nov 24, 2011 619 FM demo Restore
(] v3 Nov 24, 2011 6:18 PM john Restore
0 v.2 Mowv 24, 2011 617 PM mrary Restore
1 v.1 Nov 24, 2011 610 PM john Restore
Details:
Item Function
1 Compare selected page versions.
z 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.
a The date and time when the page is changed.
5 The authors who make changes of the page.
& The reasons why the changes are made (optional).
7 Restore a page to the selected version.

Watching a page allows you to receive a naotification message about any changes in the page.
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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.

# Edit AddPage = More =
> Watch

+#1+ Move Page

1 term of usat 0 Delete Page

§ Page Info

At 1+ That'e A —ArF c1P RIS anITe

Stop watching a page

1. Open the page which you are watching.

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

@ Delete Page

i Page Info

Attachments are any files enclosed with your pages. The attachments may be images, documents, presentation or
multimedia files.

1. Open the page you want to view attachments.

2. Click the Attachment(s) link in the Page info area.

Added by john at Mowv 24, 2011 6:10 PM - Last modified by john at MNov 24, 2011 6:53 PM (View Change)
J Attachment(s) - 9 Revisions

The Attachment pane of that page will appear:

Attachments Delete the attachment
File Creator Last Update
Jding_Designer John Smith Nov 24, 2011 5:22 PM O
Human_Resource_Manager jpg John Smith MNov 24, 2011822 PM i
abrigiPasca Web_Developer John Smith Nov 24, 20116228 PM i |

Click the file title to download

Here, you can:
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« Download an attachment by simply clicking the attachment name.

Delete an attachment by simply clicking .

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

1. Click the Upload New File in the attachment list pane. The upload window will appear.

2. Select a file from your local device, then 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.

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.
© Preview (@) Help

== Link on the toolbar of the Rich Text editor, then select Attached File... from the drop-down menu.

4. Click

= Source Editor | €2 Preview

=2 Link % Image = Table & Macro

— g — =

EE| g o

.
|
u
|

B Wiki Page... F

Attached File...

New Features for a Better User Experien:
Inliin  Web Page...

Lasi  Email Address... .0, we released a new way to edit and publish cc

eXo Platform 3.5 will offer an improved in-line editing experience. With this n

The Link form is displayed as below.
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=2 Link

Select the image to insert

Current page All pages

= n
L

new

@ Upload

& DavidKlein_Brading_Designer.jpg

& FernandoFelipe_- Human_Resource_Manager.jpg

fle <@—— Double-click to upload new file

Select

5. Select a file to upload. Now you can upload a new file or select one file 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 select Upload.
« Select from existing files: Click the file, then select Select.

The form to edit the link parameters appears.

52 Link

Edit link parameters

Feature table

Tooltip

Feature table

[0 open In New Window

Previous
6. Provide the link label and tooltip.
7. Click Create Link to update the link.
1. Click |ﬁ Image on the text editor, then select Insert Image...
sa Link j Table 7 Macro
SEEE e = E
Insert Image... 4 Click H
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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 the Insert Image... button.

WYSIWYG stands for What You See Is What You Get. The WYSIWYG editor allows you to edit an wiki page directly in the
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 oprewew © Hete

< source Edior 1 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 content 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.

22 Link % Image Zf Table 5 Macro

s |EE |9 o PartaxtE Helvetics |Z| Spt |Z| | — &0

-

B 5 U sctr | X, ¥

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 Full Syntax Notation page for more details.

To learn more about the WYSIWYG editor, you can refer to the WYSIWYG editor user guide.

If you do not know how to use a syntax, you can use the Syntax Help function. The Syntax Help is displayed by clicking
EIHER from the page toolbar. When being clicked, a lateral pane beside the editing area will show all the Confluence syntax

information. The lateral pane can be hidden by clicking & in the upper right corner or by clicking & Help again.
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CONFLUENCE 1.0 [%]

Help Tips

Text formatting
*bold*

bold
_italic_
italic
-3trike-
strike
+under+

under

Headings
hi.

Large heading
h3.

Medium heading
h5.

Small heading

Lists
Bulleted point

Mumbered point

Tables

| Iheadl ||head2
| colil | colk2
| coclBl | colB2

Links
[title#anchor]

Link a page
[dew:title]

In ‘dev’ space
[http://host.com]

Remote link
[phrasefshorteut]

Shortcut
[alia=z|1link]

Custom link title

I'-.u1@ re

Click here to go to the
Full Syntax Notation page

You can click 22 at the bottom of the 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 2) | (v (n)| () ()
mage © @ © © © & RO 0 1A

Notation | (+) | () | (?) ]| (on)  {of)| (")} | (*r) || ("g)| ()| (*y)
Image @ @ O o ¥V ||w@| ™| | =

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.
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2. Click Macros, then select Insert Macros... from the drop-down menu.

s Link % Image = Table & Macro
B 7 U &ty I X X I§ E = E _j Insert Macro... Ctrl+Shift+M ][ Andzie M
New Features for a Better User Experienc . Refresh Ctrl+Shift+R
Inline editing
Last year, in eXo Platform 3.0, we released a = context ¢
eXo Platform 3.5 will offer an improved in-line you can e
{which is useful for more complex edits) mear.
The Insert Macros form appears.
#1 Insert Macro x
Select a macro
{All Macros - |)3 Type to filter
Previously Inserted Macros B
Categories fink, user can go ro its position
Content Macro E
Formatting categories
Mavigation

Draw 3 box around provided content.

Chilren

Display children and descendants of a specific page

Code
Highlights code snippets of various programming 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 button, 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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413 Insert Macro

Macro: Box

CssClass

A C55 class ro add to the box element

Image

The reference to the image to disp

Title

The title which is

olay i o

m

to be displayed in the message box

Previous Insert Macro

5. Enter parameters into the corresponding fields for your selected macro. Click Insert Macro to perform your macro
insertion, or click Previous to return to the initial Insert Macro form.

The following table describes specific functions of common macros.

Macro Function

Error Message

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.

Display an error message note.

Float

Info Message

Allow content to ‘float' on the left or the right.

Display an info message.

No Format

Note Message

Keep the content displayed like you type.

Display a note message.

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.
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Macro Function

Warning Message

Display a warning message block.

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.

Related Pages

Render the related pages of the current page.

Table of Content

Generate a table of content for the current page.

Section & Column

Write the content in columns.

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 on the page safely and roll back 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.

e Summary (if any).

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.

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 version of this page. View the current version.

Compare with Current | Restore This Version | View Page History

1 2 3

Prewv Version 2 Mext

At a version of the page, you can do the following actions:

) Compare the current version with the selected one ! .

) Replace the current version with the selected version "2 .
* Gotothe Page History page ‘.
« View content of the previous version by selecting Prev.

« View content of the next version by selecting Next.
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Wiki keeps track of histories of changes on a page 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 '« “0mPare Selected

Page History

Compare Selected

Revision Date Author Summary
Il CURRENT (v. 7) Nov 24, 2011 6:33 PM john
M v. B Nov 24, 2011 6:33 PM john
M v.5 Nov 24, 2011 6:22 PM john
O v.4 MNov 24, 2011 6:19 PM demo
A 9 Moy 94 2044 B8 P -

A page which shows the changes between these two versions will be displayed.

Version 5 by john Version 6 by john Key
onNov24 20116:22PM.  Compared With  on Nov 24, 2011 6:33 PM Fhistirewastemorad:
. " , 3 This weasdwas removed. This word was
< Changes from 410 5 >hanges from 6 to 7 ==
added
This line was added.
Changes (1) View Page Hislor

“PavidikieinBrading DesigReripgiiew"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 product 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 conlent updates

thitp-Vpaillereau.com/blogiwp-contentiuploads/20114 0Wblog1.pnghi
Double-click on the lext you wish 1o 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 action to allow content publication from the front-
end, IU's fully dynamic and relies on the existing content publication workflow. Only users with publisher rights will see the publish button while making inding edits to content

Ihitp:ipaillereau.com/bloghwp-contentiuploads/2011/10/olog2 pngh

The changes between two versions will be marked with colors:

» Words/lines which are red-highlighted with strike-throughs indicate that they were removed.

* Words/lines highlighted in green indicate that they were added.

Note

Only two revisions can be selected at one time.

When you notice that there are changes in the current page version that you are not satisfied, you can rollback to an older
version of that page quickly.

To restore an older version, click Ret’¢ corresponding to your desired version in the Page History page.

Note

Restoring an older version will create a copy of that version. For example, if the [current version (v.2)] is
restored to the [older version (v.1)], Wiki will create a new version (v.3) containing content of v.1. The
version v.3 will become the current version.
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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/[SOWNER_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.

$WIKI_PAGE_URI The URI inferred automatically from the wiki page name.

Any wiki page should be accessed by a friendly URL. For example:

» Portal wiki URL: http://hostname/portal/classic/wiki/eXo+Wiki+Specification.
e 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.

In Wiki, you can search for spaces, or pages in a space, or attached files via either of 2 types:

¢ Quick Search [336]
¢ Advanced Search [337]

Quick Search

1. Enter a keyword into the search box.

Documents Members Wiki
Browse Wikil %
|=] Wiki Home
'
|=] 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 in the portal wiki, your quick search will be performed on all wiki spaces, otherwise it will only
be performed on the current wiki.
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http://hostname/portal/classic/wiki/eXo+Wiki+Specification.
http://hostname/portal/classic/wiki/group/platform/Administrators/Admin+Guide.
http://hostname/portal/classic/wiki/user/john/Sandbox.

Advanced Search

The Advanced Search function allows you to search with a keyword in a specific space. This mode helps you limit the
search results.

1. Enter a key term into the search box, then hit the Enter key.

The search results are displayed like the illustration below.

wiki Search
Space /spaces/exo_evo El
Showing 1-1 of 1 for wiki
=]

__system text/plain UTF-8 {tip} Welcome to Wiki Home of /epaces/exo_evolution group. * See *[Sandbox ...

group wiki:
Created: Sep 29, 2011 5:21 PM - Last Modified: Sep 29, 2011 5:21 PM

If no results matched with the keywords, 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.

The WebDAV enables you to use the third party tools to communicate with hierarchical content servers via HTTP. It is
possible to add and remove documents or a set of documents from a path on the server.

To access any workspaces of your repository, you can use the following URL format:

dav://host:port/rest/jcrwiki/{RepositoryName}/{WorkspaceName}/{Path}

For example, to access the Wiki Home of the "exo vietnam" space, enter the following URL in the address bar of your OS's
explorer (Nautilus is used in this example):

« Each folder is a wiki page. The folder name is the same as the wiki page title.

« The "Content" file is the file storing the page content.
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1. Go to the folder that contains the content you want to edit.
2. Use your text editor to edit the "Content" file in this folder. You can use the wiki syntax to format content as normal.

3. Save the file.

Note

* You can copy/move/delete a page by copying/moving/deleting the corresponding folder.

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.

For each space, you can manage page templates.

Access the Space Settings page

1. Open a Wiki space.

2. Click Browse, then select Space Settings.

Browse Search 4
Space Settings
The Space Settings page appear.

Group : ISpaces/Exo_evolution » Wiki Home » Space Setfi Browse -
Owner View Pages Edit Pages Admin Pages Admin Space Action
— e “ 2 v d ®

rsasns st - ’ | N

= i ] o

Selact A | _Add
Save
Now, you can:

* Manage permissions on spaces and pages

» Manage a page template
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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

¢ Page 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, then click Browse and select Space Settings from the drop-down list.
Click Permission in the Space Settings page that appears.

Group paces/Exo_evolution » Wiki Home » Space Setti Browse -

Owner View Pages Edit Pages Admin Pages Admin Space Action
e e d . ! = =
g ’ N
(o) . ™
Select Add
Select User/Group/Membersip to add Save

There are some permissions on 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 space permissions of the users, groups and memberships.

« Delete space permissions of the users, groups and memberships.

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 Add to add the selectors to the Owner column in the Space Permissions form.

4. Tick 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.

To delete the permissions of a user, group or a membership in a space, just click corresponding to a user or group or
membership in the Space Permissions form.

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

&> Watch
i Page Info
The Page Permissions form appears.
Page Permissions x
owner View Pages Edit Pages Action
e 4 &
E*i:?sig?:ggiuotloer\lolution) ¥ ¥
) ? -
Add
Save Clase

Pages are viewable/editable according to the space permission. On each page, a user with the Admin Pages permission
will be able to override the view and edit permissions on this specific page.

A Page Permissions action appears in the page action menu when the user has the Admin Pages permission.

You can add and delete the View Pages Permission or the Edit Pages Permissions for the page. Do the same as Add
space permissions and Delete space permissions.

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 content.

In the Space Settings form, select the Template tab and the form to manage templates appears.
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Fortal : intranet » Wiki Home » Space Seffing

Permission ! Search 2 Add mare
e |
Syntax Template Title Description Action
Two-Column Layout Global < B
Three-Calumn Layout Global & o
Status Meating Global s O
HOW-TO Guide Glabal s 0
Leave Planning Global < B
3 a

Here, you can:

* Search for a template

* Create a new template ‘@

* Edit a template @

* Delete 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".

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. Click Save Template at the Page Control area. A message will inform your successful template creation.
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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.

1. Click I corresponding to the template you want to delete.

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

The section provides you a guide to use all Forum features or to configure the Forum portlet to make it work in your desired
manner.

In Forum, the role of each user group is clear and very important. Each role has a set of tasks that they can
execute. Administrators and moderators are responsible for setting up and maintaining Forum. With the highest rights,
the administrators are in charge of the entire management tasks, including form configurations, users management,
permissions, categories, forums, topics and messages. With sub-sets of administrative permissions, the moderators will
manage the respective sub-sets of the forum.

The user interface will indicate which features are available to you, based on your role.

* As aregular user, you will have the User bar and Action bar with the basic actions.

i |g—— User bar Prevate Messages
eXo evolution
3, Start Topic
Topi in forum eXo evolution Action bar ——Q{ » Watch G Bookmark [ RSS . Search this Farum - I
Topic = # Rating - LastPosts - Repliess  Views
® Sticky: Forum rubes a 2 manutes 3go
H o b o o

W

« As a moderator, you will have the User bar and Action bar with a sub-set of certain capabilities.

Home * spaces + edo Soltware sarch . B | 5 permalink

g Settngs Bookmarks Private Messages U Pending:(0

}

eXo Software

@ Start Topic

Topic in forum eXo Software he Action ba _hl S Watch G5 Bookmark [ RSS 4 Mora Actions - Search this Forum - & Moderation - |

Topic - Ee Rating . Last Posts - Replies - Views -

This forum is emply.

« As an administrator, you will have the Administration bar which is basically the User bar with more administrative
actions. You also see the Action bar with the advanced actions on forums and categories. Most of management tasks
are shown via these bars.

I 3 Users B Administration -  Settinge Boakmarks IQ— Forum Administrator bar Prrvate Messages : Panding: (0

Industry Mews

Forum Action bar

Staet Topic

Topic in forum Industry News @ Watch T Bookmark [J RSS Mare Actions - Search this Forum = @ Moderation - I

Topic ~ ¥ Rating - Last Posts ©  Repliess  Views [

Join the Code Fest changllege! - 16 minutes ago
0 . N

To have an overall look of actions which users of each role can do in the Forum application, see the following table:
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Features Description Administrator Moderator Regular user Guest

View details of View categories, | ") v

Forum forums and many
another
information.

Subscribe to RSS  Provide the link to | » ") v

feeds Forum for easy
sharing.

Attach a file Upload v ") v
attachments to a
topic/post, preview
and download
attachments.

Search Do the simple and | .~ v v
advanced search.

Bookmark Bookmark v v x
category, forum,
topic.

Add a post Post reply, quote, | .~ v ®
private post, quick
reply.

Edit your post Edit post, quote | .- v ®
and private post.

Delete your post  Delete post inside | o v x
specific topic.

Add a topic Start a new topic. | " X

Edit a topic Edit topic in a| .» ") ®
specific forum.

Delete a topic Delete topic inside | » " ®
a specific forum.

Lock/Unlock  a Lock/Unlocktopics | .~ v x

topic inside a specific
forum.

Add a poll & Vote Add a poll to topic | .~ v x
and vote poll.

Rate a topic Evaluate atopic by | .~ v x
rating star.

Add a tag Create new tags | .~ o ®
and tag a topic.

Private message Send or receive | ¢ ) ®
private messages.

Watch Subscribe to | ") ®
categories,
forums, topics to
receive notification

Copyright © 2009-2012 eXo Platform SAS p.343 Organize Your Knowledge



Features

Administrator

Moderator

User Settings

Stick/unstick a
topic

Lock/unlock a
topic

Description

mails of new posts
or topics.

Change profile
settings, personal
forum settings.

Stick/unstick
topics
specific forum.

inside a

Close/open topic
inside a specific
forum.

Regular user

Split a topic

Divide one topic
into two separate
topics.

Merge topics

Combine two or
more topics into
one.

Manage a poll

Create, edit,
delete, close and
reopen polls.

Move a topic/post

Move one topic/
post from a forum/
topic to the other
forum/topic.

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.

Manage pending
tasks

Manage a watch

Manage all topics/
posts waiting for
moderation in one
place.

Manage the
subscription
(watch). Edit and
delete subscribed
email.

Ban a user

Ban wusers from
accessing specific
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Features

Description

Administrator

Moderator

Add a forum

Edit a forum

forums or
categories

Add a new forum
to a specific
category.

Change the title,
description,
moderator,
permissions of a
forum. However,
moderators cannot
set moderators for
a forum.

Regular user

Delete a forum

forums
specific

Delete
from a
category.

Lock a forum

Lock a forum so
that it can be
viewed only.

Unlock a forum

Close/open a
forum

Move a forum

Export a forum

Import a forum

Unlock a locked
forum that allow
doing basic action
on unlocked
forum.

Close/open a
forum. Closed
forum are still
manageable by
administrator and
moderators.

Move forum from
one category to
the other category.

Export a forum in
the format of a .zip
or .xml file.

Import a forum
from .zip/.xml file
into the Forum

application.

Add a category

Edit a category

Add a
category.

new

Edit a category
and change
properties.
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Features

Export a category

Description

Export categories
in the format of a
s.zip or .xml file.

Import a category

Import categories
from .zip/.xml file
into the Forum
application.

Delete a category

Delete a category
and all forum,
topic, postinside it.

Administrate
Sorting

Administrate
Censor

Customize the
notification

template

Customize
BBCode

Sort forums, topics
according to
specific
conditions.

Define keywords

that will be
censored in forum.

Define the content
of the notification
mails.

Add a topic type

Set up auto-

pruning

Ban IPs

Add, edit and
delete the BBCode
tags used in
writing posts/
topics.

Add topic types
that help users

easily know what
topics are about at
a glance .

Set up auto-
pruning to clean
a large amount
of obsolete and
inactivate  topics

based on criteria.

Ban IPs on
the whole Forum
application  (only
administrators)

and on only
specific forums
(administrators

and moderators).

Manage users

Manage user's
profile,  promote
users, ban users,
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Features Description Administrator Moderator Regular user

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
e Forum user guide for Moderators

¢ Forum user guide for Administrators

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.

See also

« Forum user guide for Regular users

e Forum user guide for Moderators

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 e &

Users y "
Applications I
Content »
Pages Portal ’
Sites @ Administration » L
Croup Sites IDE

The Page Manager page will be displayed.
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Tits

Page Id

partal:
partal:

partal:

portal
portal

partal

portal:
portal::
portal:
portal:

portal:

portal
partal

P

sintramet:

sintranet: nvitation Space

intranet:

intranet

ntranet

ntranet

intranet:;

intraned:

cinranet:;

intranet::

IFDICES

pendngSpace

ipublicSpace
HHorum

imal

calendar

contact

documents

detad

BOMES [OVEraew

DG P

Wi

acma: produdts

s

Title

Spaces
Imvitation Space
Panding Space
Pubdkc Spaces
Farum

Mail

Calendar
Contact
docurments
Detal
Crennew
News
Products

[ R

Type | porial

Access Parmission
[=:/platformiusers]
[=:/platformjusers]
[=:/platformjusers]
[=:/platformiusers]
[":/platform/users]
[=/platf ormyusers]
[=/platformyjusers)
[*:/platformjusers)
[=:/platf ormjusers]
[Everyone]

[Everyone]

[Evervana]

[Everyona]

2. Click & that corresponds to the Forum page in the pages list.

E @ Foumportet &* &

| Edit Portiet |

Edit Permission
manager:/platform/admnistrators
manager:/platform/admmnistrators
manager:/platform/admnistrators
manager [platfarm admen istrators
= i/platform/ adminests sors

= i/platform; adminestr st ors

= i/platform/adminestr ator s

= jplatiorm/adminestr stors

= jplatform/adminestr stors

= /platform/adminestrators
edtor: fplatform/web-contrbutors
adtor fplatform/web-contnbuters

aditor: fplatform/w sb-contributers

W " T —

+ Page Editor

Applications Conttainers

Administration

s Applicat

.

PSS EEEEEE

3. Hover your cursor over the Forum portlet, then click ¢ in the quick toolbar to open the Edit Mode.

Edit Mode Window Settings

Scoping Panels Options

Select Icon Decoration Themes

Select categories of forums shown.:

= M | General Discussion

M| _| Industry News
M|_| caffeine Lounge
M|_| Introduce Yourself

M | Mobile development
M | exoFC
M | spaces

Close

Access Permission

This form allows you to configure the Forum portlet in various aspects, including:

« Specify the category scoping

« Enable/Disable Forum components

* Enable/Disable a bookmarkable Forum URL

In the Scoping tab, you can show/hide categories and forums in the Forum portlet by selecting or deselecting their
respective checkboxes.

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.
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Edit Mode Window Settings

Scoping Panels Options

Select panels that you want to enable.:

The following components can be enabled/disabled:

e Show Forum Jump
e Show Poll

* Moderators

¢ Show Quick Reply

e Show Icons Legend
e Show Rules

¢ Show Statistics

Select Icon

Decoration Themes

Show Forum Jump
Show Poll
Moderators

Show Quick Reply
Show Icons Legend
Show Rules

Show Statistics

Close

Access Permission

EEEEEEEF

For example, if you have the Moderators or Show Statistics panel enabled, you will see it as below:

O Start Topic

moderator panel
Moderators(3)

John Saith, Masy Williim s, David Klein

Mt with wnresd posts #ot and all read Has unread posts

icon legends panel

Forum Statistics

What's Going on?

Al vead | Tapie i locked Legl Topicis cloisd

Maximum number of online users was : 3, at Thu,Nov 17,2011, 07:49 AM
Online Users : Mary Williams, John Smith, anh nguyen

dll; Forums Statistics

Total Topics: 22, Total Posts: 42, Total Members: &, Active Members: 4

Welcome: anh nguyen

Wou AR Créats I,
¥ou can past replies

¥OU €3N pOsT ATEchmants.
¥ou can edit your posts

rules panel

forum jump panel
Jump Tex ax0_gvohaon - | | GO

Before doing this function, you first need to have a knowledge of Ajax. Ajax (Asynchronous JavaScript and XML) is used in

the Forum application, aiming at updating a whole webpage or a part of the webpage.
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Edit Mode Window Settings Select Icon Decoration Themes Access Permission

Scoping Panels Options
Options:

Use Ajax (not recommended for Search Engine indexing)

Save

Close

This feature defines how the links are generated in the Forum portlet. You can select to use Ajax or not.

* By not using Ajax, the Forum will generate plain URLs in the links. The added benefit will be bookmarkability and better
SEO as the links will be permalinks.

¢ Using Ajax, the links will be Javascript based and generate Ajax calls. This makes your browsing faster because the
whole page is not reloaded.

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

Forum Category 1

Topic 1 |
- I -, — I - — I g
(postl)(post2)(post#)

~—{ Forum Category #

| Forum # || Forum # |

Managing categories can be performed through the following specific actions:

¢ Add a new category

¢ Edit a category
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* Delete a 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 £© #ddcaeaev g0 the Forum Administration bar. The Category form will be displayed.
Category x

Category Permissions

Title |[Manager zone

Order [

Restricked Audience

Description |For Forum Administrators and Moderators
only

Save Cancel

2. Enter the category title into the Title field which is required. Its length must be between 1 and 100 characters (Special
characters and spaces 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.

« Create a 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 selecta group of users.

Optionally, select the Permissions tab to specify the category permissions.
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Category x

Category Permissions

Moderators mary

-8 &8

Who can start topics?
48 508

Whao can post?
48 & 08

Who can only view posts?
48 &0

« Do the same ways as setting the "Restricted audiences" of a category.

3. Click Save to finish.

1. Select a category to edit from the Forum homepage, then click L€ Mang=catzeery = 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.

i

. Click Save to save your changes.

1. Select a category to delete from the Forum homepage, then click & Managecaegory = o the Action bar.
2. Click Delete from the drop-down menu.

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

Note

When a category is removed, all its forums are also removed.

Managing forums can be performed through the following actions:

¢ Add a new forum

¢ Delete a forum

Add a new forum to a specific category

1. Go into the category to which you want to add a new forum.
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2. Click 1 AddFoum 50 Forum Administration bar;

Or, click i ManagsCategory = g the Action bar and select Add Forum.

G Watch  fZl Bookmark [0 RSS 4, Search this category = | & Manage Category >~
Last Posts & Edit O
E1CS source code 's out &, Export Forum 0O
by Mary Williams (2 hours ago) ~, Import Forum
] New SDK released i@ Delete O

x w Will
by Mary Williams (22 hours ago) ® Watches
] eXo apps for Windows Phone released . 0
by Jack Miller (22 hours ago) M|
|| Edit

3. Enter the forum title which is required. Its length must be less than 50 characters, including spaces.
Forum x
Add Forum to Category: | spaces [=]

Add Forum Moderation Options Permissions

Title [ews .

Order |3

State |gpen |L|
Status | unioeked |z|

Description

Save Cancel

Optionally, you can:

Enter the order for your forum that must be in the positive integer format.

.

Select the forum state.

Select the forum status.

Give brief description for your forum.
4. Click Save to finish.

The administrators and moderators of a forum may want to get updated of what is new in forums under their management.
This can be done when creating a new forum.

Configure the moderation settings

When creating a forum, you can set moderation-related options.
1. Select the Moderation Options tab in the Forum form.

2. Do actions in the relevant fields.
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Forum x

Add Forum to Category: [spaces |Z|

Add Forum Moderation Options Permissions

Moderators mary

45 & B
Auto-fill the moderator's
email
Email addresses to notify
when there is a new post
s
Email addresses to notify
when there is a new topic
s
Moderate Topics [
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-
filed. The email address will be taken from in moderator
profile.

Email addresses to notify when there is a new post Enter the list of email addresses which will get the
notification 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 new topic Enter the list of email addresses which will get 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 is selected, new topics will be
pending for approval before being viewable.

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 & More Actions = o1y the Action bar, then select Delete from the drop-down menu.

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

To take this action, click & Uses o the Forum Administrator bar. The User Management form will be displayed.
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User Management x

Search: Q
Username User Title Forum Fole Banned Action
root Administrator administrator  false Bl
john Administrator administrator  false _ﬁﬁ
mary Moderator moderator false ]
james User user false =
demo User user false B2

Total pages: 2 « < 1 2 3 %

Close

Here, by clicking = corresponding to the relevant user, you can do the following management actions:

« Promote a user
« Modify user's forum settings

e Ban users

Note

You can first search for your desired users to do the management actions quickly.

Profile Settings Ban User Topics Posts

Username [
Screen Name (yary willams

User Title [moderator

[Reset]
Forum Administrator []
Moderator of Categories |General Discussion €3
4
Moderator of Forums |intrroduce Yourself ~| &

Caffeine Lounge
Industry News

Signature |If nothing ever changes, there'd be no
butterflies

Display Signature [
Display Avatar M

Save Cancel

In the Profile tab, you can promote your selected user to an administrator or a moderator by editing the following fields:

Field Description

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 '+

to select a forum.
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Also, you can modify the user's profile in the following fields:

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.

You can modify the forum settings set by your selected user by going to the Settings tab in the User Management form.

Profile Settings Ban User Topics Posts

Time Zone  iGuT 0:00) Greenwich Mean Time: Dublin, Ls [+

Short Date Format | myadheyy (11/222011) =
Long Date Format | see mmmm dd, yyyy (Wed, November 23, 21 =
Time Format  12.n0ur -
Topics Per Page [yp

Posts Per Page

o

Show Forum Jump &

Save Cancel

s}

For the detailed descriptions in the User Settings form, see User settings.

This function is to ban users from the Forum application or specific forums and categories. To do so, go to the Ban User
tab and tick the Banned checkbox.

Profila Settings Ban User Topics Posts
Banned [J
Duration [ nay (1124120 y GNT=0 O
Reason
Ban Count |
Bans Log
Ban Date
Save Cancel
Close
Details:
Field Description
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.
Bans Log Other log information.
Ban Date The date when the ban takes effect.
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See also

¢ Ban IPs for moderators

¢ Ban IPs for administrators

| Administration =

All of administrative tasks can be reached via the menu that appears after clicking on the Forum

Administration bar. You can select a desired action from the following drop-down menu.

| Administration ~ Settings
2| Sort Settings
| Censor Keywords
W Notifications

BBCodes

[

Pruning

i‘_:

Topic Types
Banned IPs

Export

[ = @ @

Import

The administrative tasks include the following actions:

e Set up Sort Settings

¢ Define censored keywords

¢ Customize an email notification template
» Customize a BBCode

¢ Set up auto-pruning

« Create a topic type

* Ban IPs

< Back up a category/forum

Click % Administation~ | o the Forum Administration bar, then 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 Ascending

Sort Topics by | yame

1 [ B L

Direction Ascending

Save Close
&

« Sort Forums by: Sort forums by several criteria: name, order, lock status, creation date, modification date, topic count
and post count.
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« 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.

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 ! Admiristaton ™ g5 the
Forum Administration bar and click Censor Keywords from the drop-down menu. The Censor Keyword form will be
displayed.

Censor Keyword b 4

Censored Keywords: |

(comma separated)

Save Close

Enter censored keywords in the Censored Keywords field. Keywords are separated by commas.

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][ldeas and Feedbacks]Should activity streams support emoticon?  neex |« [EEITETINE

Patrice Lamargque to anh nguyen show details Mar 18 (6 days ag
Hint - check the tutorial about activtyProcessor in social refguide customizable contents
Jump to post: click here ‘
Posted by patrice_lamarnque on 03/17/2011 at 21:10 GMT+0 in "ldeas and Feedbacks™
Post a reply: click hers

This s an aulomatic notificabion senl from eXp infranel forums. You received il because you are walching new Posls in the forum “Ideas and Feedbacks™. If y

This section will describe how to create and edit the email templates that can be used to send email notifications to users.

Click % Adminismation~ | o the Forum Administration bar and click Notifications from the drop-down menu to open the
Notifications form.
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Notifications x

New Posts Notification Maoved Notification

Add a prefix to [
notifications

Notification Subject |recareGoRY][sFORUM] $TOPIC
Template

Content Notification ig B B

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 $ADD_TYPE in the
SOBJECT_WATCH_TYPE $0BJECT_NAME with the following content:

SPOST_CONTENT
At $TIME on $DATE, posted by $POSTER .

Go directly to the post: Click here.
Or go to reply to the post: Click here.

Save Close

The Notifications form consists of two tabs:

« New Posts Notification: allow you to customize the template of the email notification when there is a new post/topic
in categories/forums/topics that users are watching.

« Moved Notification: allow you to customize the template of the email notification when a category/forum/topic/post
which is being watched is moved to another location.

Details:

* Notification Subject Template: The template for the notification subject.
* Add a prefix to notifications: Tick the checkbox to add a prefix to the email notification.

« Content Notification: The template content of the email notification 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:
« VIEWPOST_LINK: Will be replaced by the public link referring to the new topic/post.
* $VIEWPOST_PRIVATE_LINK: Will be replaced by the private link referring to the new topic/post.

« $REPLYPOST_LINK: Will be replaced by the private link referring to the topic and a form to reply will be automatically
opened.

The variables used in the New Post Notification tab:
« $OBJECT_WATCH_TYPE: Will be replaced by the watched object type (category/forum/topic).
* $OBJECT_NAME: Will be replaced by the name of the watched object (category/forum/topic).
* $ADD_TYPE: Will be replaced by the newly added object type (topic/post).
« $ADD_NAME: Will be replaced by the newly added object name (topic name/post name).
* $POSTER: Will be replaced by the topic/post owner.
* $POST_CONTENT: Will be replaced by the topic/post content.
« $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.
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* $CATEGORY: Will be replaced by the category name.
* $FORUM: Will be replaced by the forum name.
* $TOPIC: Will be replaced by the topic name.
The variables used in the Moved Notification tab:
* $OBJECT_PARENT_NAME: Will be replaced by the forum name (if moving topics) or the topic name (if moving posts).

* $OBJECT_PARENT_TYPE: Will be replaced by the type of the moved parent object, such as forum (if moving topics)
or topic (if moving posts).

* $OBJECT_NAME: Will be replaced by the name of the moved object (topic name/post name).
* $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.

By default, there are some default BBCode tags that are initialized via plugins: "[B]", "[1]", "[U]", "[FONT]", "[HIGHLIGHT]",
"[IMG]", "[CSS]", "[URL]", "[GOTO]", "[QUOTE]", "[LEFT]", "[RIGHT]", "[CENTER]", "[JUSTIFY]", "[SIZE]", "[COLOR]",
"[CSS]Y, "[EMAIL]Y, "[CODE]", "[LIST]", "[WIKI], "[SLIDESHARE]". You can add, edit or delete the BBCode tags.

Click @l Admnstation~™ | g5 the Forum Administration bar, then select BBCodes from the drop-down menu to open the
BBCode Manager form.

BBCode Manager x
TAG Description Active Edit/Delete
The [url=option] tag allows link to other websites ~ i
URL (Option)  and files and usean optional parameter to 'name’ of 7 =
thislink. =
JUSTIFY The [justify] tag allows aligntment text to justify. 7 =
B Set text in bold 7 = il
HIGHLIGHT lgﬁr[g?crtwllight] tag allows you to make highlight of = —6
1 Set text in italic 7 Eil
u Set text in underline 7 Eif
RIGHT The [right] tag allows aligntment text to right. i |
Tha Flmail—antian] +5a sllose linle Fa an Al 3
Add BBCode Save Close

Here, you can do the following actions:

* Add a new BBCode
* Edit a BBCode

Delete a BBCode

Activate/Deactivate a BBCode

1. Click Add BBCode in the BBCode Manager form to open the Add BBCode form.

2. Input values into the Add BBCode form.
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Add BBCode x

Tag [goto * 2
Replacement | <3 href="{option}"={param}</a= *
i ?
Description Allows goto directly to link instead of open a new window or a new tab.
4 (3
Example | [goto=http:/fwww.exoplatform.com]Goto this link. [fgota] = * -
Preview
i 2
Use {option} [ 'F
Save Reset Close
o
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 Click this button to preview your rendered BBCode.
? Click this icon to see descriptions of each field.

3. Click Save to finish or Reset to clear all input fields.

1. Click < corresponding to the relevant BBCode tag in the BBCode Manager form.
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Edit BBCode x

Tag || * (g

Replacement | <3 target="_blank' href="{option}"={param}</a>

Description | The [url =option] tag allows link to other websites and files and usean optional parameter to
‘name’ of thislink.

,.
A 3

Example | [LURL=http: /fwww.exoplatform.com]Click goto exoplatform ;
website, [JURL] Preview

Use {option} [¥] (%

Save Reset Close

2. Make changes on the BBCode tag.

3. Click Save to finish your changes

Simply click corresponding to the BBCode you want to delete in the BBCode Manager form, then select OK in the
confirmation message to accept your deletion.

Any BBCode can be activated/deactivated.

BBCode Manager B 5 x
< Activate/Deactivate BBCode
TAG Description Active Edit/Delete
- The [url=option] tag allows link to other websites and 7 ==
URL (Option) files and usean optional parameter to 'name’ of thislink. =
JUSTIFY The Mustify] taa allows aliontment text to justify P TR E

« To activate an existing BBCode tag, tick the relevant checkbox.

« To deactivate an existing BBCode tag, simply deselect the relevant checkbox. The entered BBCode will be displayed
as the plain text.

The pruning allows you to clean a large amount of obsolete and inactive topics based on criteria.

1. Click &I Admnstatien~ | o the Forum Administration bar and click Pruning from the drop-down menu to open the Auto
Prune form.
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Auto Prune

Category Forum Active Last Run Action
General il
Discussion
FIlEE Industry News &)
Discussion ry st
General Caffeine &y
Discussion Lounge e
General Introduce e ]
Discussion Yourself s E
Mobile
development
Mobile Android )
development Development R
.-I.-..yr‘.js.tlil.-.enn.-\.l- l_\n.yniIEJ.-S.mn.-d— 'i‘:..:l - 't
Close
2. Click & corresponding to the forum you want to set the prune settings.
Prune Settings b 4

The prune function automatically sets old topics as inactive without
deleting them from forums.

Clear topics that have been inactive for ] days E
Run prune job every 0 days [=]
* Dry Run

0 topics would be pruned.

Save Close

3. Specify the criteria.

= Dry Run

4. Click to check how many topics will be pruned.
5. Click Save to accept settings.

After setting the prune successfully, the auto-prune will be run automatically on the forum that has been set to check for
the inactivate topics.

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.
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= & Rating

Topic
a & sticky: Android development rules - Read before posting! 0
— = Dawid Kleir
B @ I-‘I?-ﬁu_c‘d!:.change my avatar? g o
é' New MNebula ROM - fast and furious g 0
Mary Williams
Please helpm }
(i]
[F= i | ack Miller
News

Click &l #dministation | o the Forum Administration bar and click Topic Types from the drop-down menu to open the Topic

Type Manager form.

Topic Type Manager b 4
Icon Type Name Action
“ Forum Annoucement _ﬁ
il Poll =i
] News =
o Important =
Q Resolved _ﬁ
7] Request =
= Discussion =
Add Topic Type Close
]

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
Click Add Topic Type in the Topic Type Manager form.

e The second way

Click '*' next to the Type field in the Option tab of the New Topic or Edit Topic form.
(Note that only administrators can see '*/)

2. Enter the topic name in the Type field, then select an icon for this topic type.
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Topic Type
Type Hot news -
Ieon | svailable icans * | B preview and select an icon
» Misc Icons A8 pomBE g &= _.":‘h}|9|_i]-w i
» Office Icons

¥ Navigation Icons
» Tool Icons

» User Icons

Name of the selected icon: Bomb

Save Cancel

3. Click Save to accept adding your new topic type. You will see the new topic type added.

Topic Type Manager x

Icon Type Hame Action

il Poll =i
] News =
o Important =
O Resolved _ﬁ
7] Request =
= Discussion =
(*] Hot news ﬁ

Add Topic Type Close

* To edit the topic type, click .

* To delete the topic type, click .

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 &l rdministaton = o1 the Forum Administration bar then click Banned IPs from the drop-down menu. The Banned
IPs form appears.
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Banned IPs b 4

Filter:
i
a B a B [Add]
192.168.1.11 [Posts] [¥]
192.168.1.25 [Posts] [X]
192.168.4.77 [Posts] [X]
Close *
view posts

e Tobanan 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 IP. These posts can be viewed
and deleted by the administrator.

* To remove banned IPs from the banned IP list, click the [x] icon of the respective IP.

Besides, you can also filter the banned IPs if there are so many banned IPs.

To filter banned IPs, enter a part of the IPs address into filter textbox, all IPs matching with filter term will be displayed.

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.

Backing up a category & forum includes the following actions:
e Export a category

¢ Export a forum

 Import a category

Import a forum

1. Click %l #dministation ™ ' o tha Forum Administration bar.

2. Click Export from the drop-down menu to open the Export Categories form.
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Export Categories x

Select Categories
Categories

General Discussion

I

Maobile development

=

eXo FC

=

spaces

File Name ks-export

Compress

Export Mode () Export All @ Only Categories
Save Cancel
i
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.

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 &° More Actiens ~ oy the Action bar.

2. Click Export Forum from the drop-down menu to open the Export Forums form.
Export Forums x

File Name [is eyport
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.
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2. Click & Managecategory = o the Action bar, then click Export Forums from the drop-down menu.

Export Forums x

Select Forums
Forums
Y| Android Development
Y| 05 Development

¥ Windows Phone Development

File Name |15 export
Compress V|

Save Cancel

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.

1. Click i Adminiswation~ | o 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.

1. Go into one category, then click & Managecaegery ™ g the Action bar.

N

. 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.

This section describes actions that a regular user can perform in the Forum application of eXo Platform.

See also
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¢ Actions for Moderators

¢ Actions for Administrators

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:

o settings Bookmarks

General Discussion

Forums

Industry News

Last Posts

Join the Code Fest changllege!

by (15 hours aga)
. Sansan is a copycal company?
Caffeine Lounge by Mary ns (16 hours ago)
LS Hi there!
Introduce Yoursel
‘troduce Yourself & by John Smith (15 hours ago)
Mobile development
Forums Last Posts
. > s i ?
[l Android Development & How to root Samsung Galaxy S 19000
by smith {15 hours ago)
H 0S5 Development G ng Lo me".“d .
by Mary Williams (16 hours 290)
. X for Windows Phone released
i Windows Phone Development B
by Jack Miller {16 hours ago)
eXo FC
Forums Last Posts
L} A eXo FC members
nnouncement . .
by Mary Williams (16 hours age)
- - New uniform design
Activities by lames Davis (15 hours ago)
spaces
Forums Last Posts
exoEvalution .
This space has no descriptive summary, Mot Available
L} eXo evolution Forum rules
This space has no desoriptive summary. by Johr th (17 hours ago)

What's Going on?

Maximum number of online users was : 3, at Thu,Nov 17,2011, 07:49 AM
Online Users : John Smith, James Davis, Mary William

gly Forums statistics

Total Topics: 15, Total Posts: 31, Total Members: 5, Active Members: 4
Welcome: Jack Miller

No recent post Has recent posts {4 Forumislocked | Forum is closed Has unread posts | Allread

A Permalink
te Messages

Topics Posts

1 &

1 1

4 11

Topics Paosts

1 5

1 1

2 2

Topics Posts

1 1

3 3

Topics Pasts

0 1]

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.

This function can be performed via:

¢ Quick search

¢ Advanced 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:

e The Search function on the main bar to search for items related to categories, forums, topics and posts.

Search: |eXo Platform Q H

« The Search function inside one specific forum to find topics and posts in the forum only.
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4 Search this Forum =
e¥o Knowledge

M Advanced Search

« The Search function inside one specific topic to find posts related to the topic only.

ns v L 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 also

¢ View details of the Forum application

¢ Advanced search

The Advanced Search allows users to make a search with particular criteria corresponding to the object you want to find.

Perform your advanced search

1. Click M 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.

Based on the criteria you want to search, such as category, forum or post, the search criteria will be changed accordingly.
2. Enter the search criteria.
3. Click the Search button to do search. 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

Select Category from the Search in drop-down menu.
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Terms Template

Search in | category E

Scope ® Full O Titles

Username

o
Created between [q1/52/2011 [F]land  [11/2402011 =
Moderator 8
Search Clear Fields Cancel
Details:

Field Description

Terms The search keyword.

Scope The search scale. With the "Full" option selected, returned
results are those with both titles and content matching the
keyword. With the "Titles" option selected, returned results
are those with titles matching the keyword.

Username Filter search results by the category creator. Input the name
manually, or click & to select users from a specific group.

Created between - and Filter search results by categories created within an interval.
Input the date manually, or click (4] to select a date from the
mini calendar.

Moderator Filter search results by the category moderator. Input the
name manually, or click & to select users from a specific
group.

Find in forums
Select Forum from the Search in drop-down menu.
Terms |Template
Search in [Farum [~]
scope @ Full © Tites
Username 8
status [ Locked [ Unlocked
State M Open [ closed
Created between 10/05/2011 E and 11/17/2011 E
Posts O 45
Topics O 10
Maoderator [1ghn 8
Search Clear Fields Cancel

Details:
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Field Description

Terms The search keyword.

Status The status of the forums ("Locked" or "Unlocked").

State The state of the forums ("Open" or "Closed").

Posts Filter search results by the minimum number of posts in the
forum. Click and drag the slider bar to set the number of
posts.

Topics Filter search results by the minimum number of topics in the
forum. Click and drag the slider bar to set the number of
topics.

Moderator Filter search results by the forum moderator. Input the name
manually, or click < to select users from a specific group.

Find in topics

Select Topic from the Search in drop-down menu.

Terms Template

Search in [Tppic

Type [a)

Scope ® Full O Titles

Username

[ Locked
M open

Status
State O closed

Created between [yg/55/2011

Last Post between [1g/55/2011

@
@

Posts

Views

Search

Details:

Clear Fields

[ unlocked

] and
] and

11/17/2011
11/16/2011
(518]

5

Cancel

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 ("Locked" or "Unlocked").

State The state of the topics ("Open" or "Closed").

Created between - and

Last Post between - and

Filter search results by topics created within an interval.

Input the date manually, or click [ to select a date from the
mini calendar.

Filter search results by the last post's created date in the

topic. You can input the date manually, or click =] to select
a date from the mini calendar.
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Field Description

Posts Filter search results by the minimum number of posts in the
topic. Click and drag the slider bar to set the number of
posts.

Views Filter search results by the minimum number of topic views.
Click and drag the slider bar to set the number of views.

Find in posts

Select Post from the Search in drop-down menu.

Terms

Template
Search in | pgst [-]
Scope @ Full O Titles
Username 8
Created between (19052011 [#] and 11/17/2011 [
Search Clear Fields Cancel

Details:

Field Description

Term The search keyword.

Scope The scale for searching. With the "Full" option selected,
returned results are those with both title and content
matching the keyword. With the "Titles" option selected,
returned results are those with post titles matching the
keyword.

Username Filter search results by the posters' usernames. Input the
name manually, or click @ to select users from a specific
group.

Created between - and Filter search results by posts created within an interval. You
can input the date manually, or click [“] to select a date from
the mini calendar.

See also

¢ View details of the Forum application

¢ Quick search

Regular users can do many topic-related actions, including:
« Start a topic
« Edit a topic
¢ Create a poll

< Rate a topic
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e Tag/Untag a topic

1. Go into the forum where you want to start a new topic.

: (% smnTopic |
2. Click = ==rnteee J,

2. Start Topic

Topic in forum Androkd Development G wateh @ Bookmark [J RSS | Search this Forum =
Topic ks & Rating * Last Posts o Replies - Views -

4 W Stcky: Android development forum rules - Read before posting! o 1 ""T_,Ul aga o o

ICS source code ‘s out Just Now
Mary Williams o by Mary Wiliams B o o
— Chainlire 30 OpenGl o 24 munutes ago o o
ack M by Jack Miller &
24 minutes ago a 0

APK manager! o
Mary W by M v

3. Enter the topic title and its content. The title must be less than 100 characters (special characters are accepted). You
may set other optional properties if you want.

¢ Click the Attach files link to attach files to your message. The maximum size for the attachment is 20Mb. Click = next
to the attachment to remove it.

* Use BBCodes to format text, or to insert images, videos and links.

MNew Topic x
Content Icon Options Permissions
Title [guide] Use BBCode in your post. | =
Message =] alo B 7 UuiEs= | Tw-i® * 3 )
BB code is a set of tags based on the HTML language that you may already be familiar with. They allow you to add I
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 fo format your messages{b]:
® [b], [i], [u] : Bold / Italic / Underline 1
® [color] Golor
® [size] Size
® [font]: Font
® [highlight]: Highlight
& [left], [right], [center], Justifi]: Left / Right / Center / Justify
& [indent]: Indent
& [emaill: Email Linking
® [url], llink]}: URL Hyperlinking
® [list]: Bulleted Lists / Advanced Lists
Files Attach files
Preview Submit Cancel
-

4. Click Preview to see before submitting, or Submit to complete your topic.

7 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:

¢ Select a topic icon.
« Set the topic options.

e Control who can view or post in your topic.
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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, then 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 Options Permissions
Available icons = | 8 preview and select an icon
+ Misc Icons Hdo o EHGEELDONE® @ ¢ H & el s @ oa
» Office Icons o a% B0 0 Adfm 2D adBr2EZIOEa
» Navigation Icons = g = A @ Ei, @ & [ s J?j E] B & /9' i 4 B
+ Tool Icons fm@yPEEHNEOS 4 @ @3
» User Icons
Name of the selected icon: vYellowStar
Preview Submit Cancel
Going to the Options tab, you can select status, state, type of the topic and more.
Mew Topic x
Content Icon Options Permissions
Type Urtyped -1
State Open '|
Status Unlocked -]
Posts Moderation [
Posts Notification [
Sticky [m]
Preview Submit Cancel
Details:
Field Description
Type Type of the topic specified by the topic type name and
its icon. You can select it from the existing types. The
administrator can add a new one by clicking '+’ (Note that
only administrators can see ‘%'
Posts Moderation Check this option if you want posts to be moderated before
being viewed.
Posts Notification Check this option to enable the notification email when there
are new posts in your topic.
Sticky Check this option to stick the topic. A sticky topic will be
located at the top of the topics list. A sticky topic will not fall
down in the list if any new posts are added.
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Go to the Permissions tab, you can set rights to view and post on your topic for another users
view and reply on a topic.

New Topic
Content Icon Options Permissions

(&) Anybody can post in this topic
Restrict who can post in this topic to

(2
[
®

@ Anybody can view in this topic
Rastrict who can view in this topic to

Preview Submit Cancel

To set the permission to certain users, you can enter their usernames manually or:

° Click & to select users.
* Click & to select users defined by specific roles.

* Click % to select groups.

Regular users can only edit their own topic.

. By default, all users can

1. Click #° MoreActions = o the Action bar. For regular users, this button is only shown when you are the creator.

2. Click Edit from the drop-down menu to open the Edit Topic form.

Edit Topic
Content Icon Options Permissions
Title New features of PLF3,5 =
Reason
Message B o B 7 g™ = miicic = |Tg-15 & 7
What are new features?|
Files Attzch files

3. Make changes to your desires. Also, leave the reason in the Reason field if needed.

4. Click Submit to finish.

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
guestion 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.
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2. Click 4 More Actions ~

on the Action bar, then select Add Poll from the drop-down menu.

3. Enter the poll question and options.

Poll

Details:

»®
Poll Question: [p, you like the new website design?
Poll Options: [g.e <4— Remove options
Like
Don't care
Dislike
Hate + <4— Add options
Close Poll After: |7 Days After 11/23/2011
Users may change their votes.: ¥
Allow Multiple Choices: [
Submit Poll Reset Fields Cancel
@

Field Description

Poll Question

Question raised for polling that is required.

Poll Options
Close Poll After

Options which allow users to select as their answers.

Period after which the poll is closed.

Users may change't

Allow Multiple Choices Allow users to vote for multiple options or not.

heir votes Allow users to change their votes or not.

4. Click Submit Poll to complete. After adding a poll to the topic, L is then displayed in the topics list.

To perform further acti

ons 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 ¥

Do y:

C

2 Love
O Like

Vates will be dosed on Wed,Nov 30,2011, 07:19 AM GMT+0 & Edit

B8l Close
ou like the new website design?
B8 Remove

© pon't care
O Dislike
= Hate

Vote Now

The Forum application provides an intuitive rating experience through a five-star scale. Your choice of five stars means

the highest rating for the topic.

1. Go to the topic you want to vote.

2. Click ++ R onthe

Action bar.

The Rate This Topic form will appear.
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Rate This Topic x

Cancel

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.

This function is for all logged-in users. Tags are keywords which are used as labels to describe or categorize the topic
content. 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 o the Action bar.

An input text box will pop up.

okmark [ RSS ) Rate & 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.

% Post Reply Tag: News * eXo % Platform %

Gs Watch [Z Bookmark [0 RSS

7] 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 £

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
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
Fose 1 B ble instant f published &7 (CJED Wi
. : ce powers enable instant freeze cap
ar pOSF' 2 ITLEE 30E addition, you can create ice formations without a \_ @ Wi
Last Login: 1 hour ago water | Double-click to edit UDES, skating rinks or ;m
even S ol

me
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Untag a topic

The first way

* Simply click * next to that tag.
The second way
This way allows you to untag one or multiple topics.
1. Click the tag name to be directed to the tags management page.

2. Tick your desired topic checkboxes from the topics list.

3. Click ¢ Manage Tag on the Action bar, then select Untag from the drop-down menu.

& ManageTag

- & Rating Last Posts - Rep © Untag ]
1 week ago

0 by John Smith [* 0 = O

Q 1 week ago q - O

by John Smith [>

To post a reply, select the topic you want to reply to. You can reply to any topic as long as it is not closed and restricted.
While you are viewing the topic, you can reply to it via either of the following ways:

« Type a message in the Quick Reply box at the bottom of the topic.

« Click the Post Reply button which is on the top or bottom of the topic.

e Post a private reply, or reply with a quote.

# Post Reply
& Watch & Bookmark [J RSS Rate & Tag O, Search This Topic ~
Mary Williams | New Conkent Management features in eXo Platform 3.5 e
Moderator W i i ' rel il B
We've added more than 100 new features in this new release but I will focus on just a few of these in this post
New 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 relishbility.

exo Platform 3.5 will offer an improved in-line editing experience. With this new featurs, 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:

Join Date: 5 days ago Featured Products
Posts: 6 P o

) Tee powers enable instant freens cap Published @ [CIEd W1
LIS POGA: 12 WWRAES. 500 * addition, you can creste ice formations wihout 2 IS W
Last Login: 1 hour ago Water | Double-click to edit Wbes, Skating rinks or e
Ve trammem e,

fon

fou
-
& Attachments:
& Benefit table.jpg
Size: 406.5 Kb
> Reply with quote
View 4 Download
Last Edited by mary on 11 minutes 3go
i Private # Quote
#rostrepy | = Advanced reply
Quick Reply Private reply -

Message:

Quick reply box

Preview post —» Preview Quick Reply | «ffe Quick reply
Also, you can:

 Edit your post
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« Delete your post

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 also

< Edit your post

You can post a reply with the full editor as follows:

1. Go to the topic you want to post a reply.

2. Click | #Pestreply | on the top or bottom of the topic.

3. Enter your message in the textbox. Use BBCodes to format texts, or insert images, videos and links.

New Post x
Content Icons and Smileys

Title Re: New Content Management features in eXo Platform 3.5 =

Message \ ® B 7 U: FE |0 s 3 -

Attach File Attach files

Preview Submit Cancel

Optionally, you can:
« Attach files to the topic by clicking the Attach files link. The attachment size must be less than 20Mb.
« 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.
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See also

¢ Edit your post

You can send a private reply in a topic, which only allows the responded user to view the message content.

1. Go into the topic you want to post the reply.

2. Click |_1%Pivate | ynder the post to open the Private Post form.

3. Enter your message and send it as described in the Post an advanced reply section.

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 'Post private!" label.

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 | # Quete | 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 *
Message i = === = = -:@ =
AéJ B B I U:====::=i= '==—Ti=--»"?
[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:i/paillereau.comiblog/wp-content/uploadsi2011/10/blog1.pnglfimg]

HaUOTE] *

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.

- = = iE Ti‘lz# 2

This will generate the quotation BBCodes tag for your message. After getting the quotation tag, enter your quotation between
[QUOTE] and [/QUOTE].

ii. In the Icons and Smileys tab, select an icon for your reply here.

3. Click Submit to finish.
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This function is to make changes on the post which has been submitted.

1. Click ' Edit_| ynder the post you want to edit.

2. Make changes on the post, then click Submit to accept your changes. When you edit your post, you also can upload
attachments, or delete an existing ones.

1. Click \_E Pelete | nder your post that want to delete.

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

BBCodes (Bulletin Board Codes) are special tags in bulletin boards that 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 the respective icon which
is shown on the toolbar above the message area.

BBCode help

i
i
i
.
D -

Click 2_ on the toolbar to get the full list of built-in BBCode explanations and examples.

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 set 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
bl [il, [ul Bold ( Italic / Underline
Jcolor] Color
[size] Size
font] Font
highlight] Highlight
[left], [right], [center], [justify] Left / Right / Center / Justify
[indent] Indent
[emaill Email Linking
[urll, [ink] URL Hyperlinking
list] Bulleted Lists / Advanced Lists
[ima] Images
[htmi] HTML Code
Twikd] Wiki Markup
uote] Quote -
< il +
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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 from the drop-down menu.

2 Mary Williams ] Re: New Content Management features in eXo Platform 3.5
Moder -

. sharing, John 1)
[ view Public Profile

¢ Send Private Message
J (] All Posts by Mary Williams

¢ [F] All Topics by Mary Williams

Lin s

Join Date: 5 davs ago

The View User Profile form will be displayed.
View User Profile ®

Profile of : Mary Williams =)

Username: mary
First Name: Mary
Last Name: Williams
Birthday:
Gender: female
Email: mary.wiliams@acme.exoplatform.com

Job Title:
Moderator Location:
Join Date: 5 d
TIIDELEE £ TES 21T Home Phone: +84 9384783452
Posts: 7

Work Phone: +84 9736873658
Website: /portalfintranet/profile/mary

Last Post: 3 minutes ago
Last Login: 2 minutes ago

Close

Private messages will not be moderated and only viewable for recipients. Only logged-in users can do actions on private
messages, including:

¢ Send a private message

* Receive a private message

1. Click the username or avatar of the user you want to send message, then select Send Private Message from the
drop-down menu.
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2 Mary Williams |__| Re: New Content Manar

i ) ks for sharing, John @
[ view Public Profile

+ Send Private Message
] all Posts by Mary Williams
[ All Topics by Mary Williams

1Aim Matra: § A3wve 30

The Private Messages form will appear.

Private Messages x
Send to mary =
4 5 &G
Title =

B I U:

11
Iiili
*?

Message = |

W # (3
B

1mn

2. Enter the username of the other recipients;
Or, click the icons next to the Send to field to select more others (if you want to send to many users at the same time).
3. Type your message title and content.

4. Click Save to send the message.

When you have received a private message, there will be a notification on your User bar.

/ Private Messages(1) &= Pending:(D)

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 [Fijim]

Details:
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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.

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 through the
following actions:

¢ Add a bookmark
¢ View bookmarks

¢ Delete 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 & Boeckmark o the Action bar;

Or, right-click the object title and select Bookmark from the drop-down menu. The bookmarked link will be added to your
bookmarks list.

To view bookmarks, click - Beckmarks gn the Action bar. This will bring up the My Bookmarks form, with the list of your
bookmarked links. To view the bookmark, click a desired bookmark title from the list.

My Bookmarks x
Link Name
Industry News
Caffeine Lounge
Cancel

Simply click ™2 corresponding to the link that you want to delete.

The selected bookmarks will be removed from the bookmarks list.

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 B rss on the Action bar.
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G Watch EZ Bookmark | [ RSS | 4% More Actions~ 2 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~=-

fd Bookmark
@ Watch
E ks B rss 4
L]

Caffeine Lounge g

The detailed information of the category/forum/topic is displayed on another tab. Depending on which browser you are
using, this page may look different. The browser used in this example is Firefox 8.0.

r ~
Subscribe with Live Bookmark x|

[ EL RSP C MG O
Folder: ’ E Bookmarks Toolbar hd l

[ 5ubscribe] [ Cancel ]

The following illustration demonstrates the RSS feed subscription using the Firefox Live Bookmark.

] ) oun * [ vewran

(' e localhost:8080/ portal/intranet/foruminitial URI=/portal fintranet/forum

5 General Discussion| 50 Stepcase Lifehack 5 Lifehacker :: sharedcopy

Please helppp!

MNew Content Management features in eXo Platform 3.5
Re: New Content Management features in eXo Platform...
Re: New Content Management features in eXo Platform...
Jain the Code Fest changllege!

Re: Join the Code Fest changllege!

Re: Join the Code Fest changllege!

Re: Join the Code Fest changllege!

Re: Join the Code Fest changllege!

Re: Join the Code Fest changllege!

SanSan is a copycat company?

Hi there!

« Category feeds contain all posts from all topics in all forums in a category. The category feeds shows the title (title of the
category), description (category description), link (permalink to the category), pubdate (creation date of the category).

* Forum feeds contain all posts in all topics in a forum. The forum feeds show title (name 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).
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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 notification.

Watch a desired object

Go into the object (category, forum or topic), then click ®Waeh gn the Action bar;

Or, right-click the object title and select Watch from the drop-down menu.

[~ Industry News G>

— Caffeine L¢==—~
Fe Bookmark

Lt Introduce Y L
E rss

The watched objects are also listed in the My Subscriptions tab in the 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.

This function is for all users to view and copy the link to a specific forum/topic and share it with others.
1. Go into a forum/topic which you want to share link.

2. Click the Permalink label at the right corner.

Search: % H = 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.

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
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¢ Change forum settings

« Edit your subscription

By selecting the Profile tab, you can see your personal information and other preferences.
Settings x

Profile Forum Settings My Subscriptions

Username : |pary

Screen Name : |Mary Williams

User Title : | Maderator

Signature :

Display Signature : O
Avatar :

Update | Reset
Display Avatar : M
Watch topics I start : (]
Watch topics I postin : O

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.

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 | (gMT 0:00) Greenwich Mean Time: Dublin, L[ |
Short Date Format mmiddAyyy (11/232011) |z|

Long Date Format | eee, mmmm dd, yyyy (Wed, November 23, 21 |Z|

Time Format [ q2_hour [~]
Topics Per Page [qg |Z|
Posts Per Page |4 |Z|

Show Forum Jump M

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.

Go to the My Subscriptions tab in the Settings form, where you can update or delete existing subscriptions.

Settings »
Profile Forum Settings My Subscriptions
Title 8
Industry News O O
|:] Your personal feed URL is : http: {localhost: 3080 rest ks fforum,rssfuser fmar
Your watches are sent to : mary. williams @gmail.com| Update
Save Cancel

In B 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.

In the column, you can edit or delete your subscription email. Select an email, then click ' to delete. Enter a new

email address into the Your watches are sent to field. Click Update to add your entered email addresses in the
column.

Click 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.

Moderators in Forum are responsible for managing content of posts and replies before and after they are posted to the
category where they are assigned as moderators.

See also

« Actions for Regular users
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¢ Actions for Administrators

Moderators can manage all the forums inside their assigned categories. 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

1. Go into the relevant forum.

2. Click #° Mere Actions = oy the Action bar, then click Edit from the drop-down menu.

3. Edit the forum properties.
Forum x
Add Forum to Category: |gpaces [=]

Add Forum Moderation Options Permissions

Title [yews -

Order |5

State | gpen [=]
Status Unlocked |z|

Description

Save Cancel

4. Click Save to save all the changes.

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 content is still viewable. Moderators can only lock/unlock the forum that they manage.

1. Go into the forum.

2. Click #° Mere Actions ~ oy the Action bar, then click Lock/Unlock from the drop-down menu.

Closed forums are invisible to regular users. To administrators and moderators, the content in a closed forum is still viewable,
but creating topics and comments is disabled. Moderators can only close the forum that they are assigned to manage.

1. Go into the forum you want to close or open.
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2. Click #° Mere Actions ~ oy the Action bar, then select Close or Open from the drop-down menu.

You can move a forum into another category as follows:

1. Go into the forum you want to move.

2. Click & More Actions = oy the Action bar, then select Move from the drop-down menu.

A list of existing categories will appear. Select a destination category to which your selected forum will be moved.

Move Forum b 4

Select Destination Category

Mohbile Developement

eXo FC

[l = = '

spaces

Cancel

Topics are moderated via the following actions:

« 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

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.

The administrator and moderator will know the total number of pending topics at the right corner of their Forum
Administration bar and User bar.

Search: l:l 4 H = Permalink

! Private Messages s Pending:(1)

Moderator can view the list of topics to be moderated. See View all pending moderation tasks for more details.

Copyright © 2009-2012 eXo Platform SAS p.391 Organize Your Knowledge



Approve atopic

The first way
1. Select topics by ticking their relevant checkboxes, then click &1 Mederatien = 4 the Action bar if you are in a list of topics;

Or, if you are in a topic, simply click & MereActiens = on the Action bar.

2. Click Approve from the drop-down menu.

The second way

1. Click ©1Mederation ™ o the Action bar, then 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 o
Type Name Created Date
How i can change my avatar? 09/30/2011 00:28 AM

Please helpll Hi guys, I want to change my avatar, please help! i 00/30/2011 00:10 AM

Close

3. Click Approve to accept your approval. Approved posts are shown normally for regular users to view and take some

actions.

1. Select a topic to edit by ticking its respective checkbox.

2. Click &1 Mederation = o the Action bar, then click Edit from the drop-down menu that appears.

RSS 4" More Actions = ., Search this Forum ~ & Moderation =

1
& Rating ~ LastPosts ~  Replic & |
o 3 hours ago 0 #| Open @
by John Smith [ & Close
. 2 hours ago : . {3 Lock -
by Mary Williams i Unlock
2 hours ago ® Stick
0 by Jack Miller [3 o 0
®  Unstick
21 hours ago
0 by John Smith [ 4 % Move 0
1 hour ago ¥ Delete
0 > 0 m O
. M
by Mary Williams m Merge
X Censor

3. Make changes on the topic. Leave the reason for editing in the Reason field if needed.

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.
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1. Select a topic by ticking its relevant checkbox, then click & 4=~ o the Action bar if you are in a topics list;

Or, click & Meresctions = on the Action bar if you are in a topic.

2. Click Close or Open from the drop-down menu.

The icon of the closed topic will be changed to & automatically.

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 ticking its relevant checkbox, then click £ M4~ o the Action bar if you are in a topics list;

Or, click & Merections = on the Action bar if you are in a topic.
2. Click Move from the drop-down menu.

3. Click a destination forum to move.

Move Topics x

Select Destination Forum:

®{ | General Discussion
={ | Mobile Developement
i05 development
Windows Phone development

@ | 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.

1. Select topics by ticking their corresponding checkboxes, then click £ M24873ton = o the Action bar if you are in a topics

list;
Or, click ¢ MereActions = on the Action bar if you are already in a topic.

2. Click Delete from the drop-down menu.
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3. Click OK in the confirmation message to accept your deletion.

This function is for administrators and moderators only to lock inappropriate topics. All posts in a clocked topic are still
viewable, but posting replies will be disabled.

1. Select a topic by ticking its corresponding checkbox, then click & Mederation ™ g the Action bar when you are in a topics
list;
Or, click #° MereActions ~ gy the Action bar when you are in a topic.

2. Click Lock or Unlock from the drop-down menu.

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 the corresponding checkbox, then click £ Med=atien = 4 the Action bar when you are in a
topics list.

Click #” MoreActions = o the Action bar if you are already in a topic which 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 G» Watch [z Bookmark
Topic

: I @ Sticky: Android development forum rules - Read before posting! &
= John Smith

=] ICS source code 's out B>
— Mary Williams

o Chainfire 30 OpenGL &
wd & jack Miller

. APK manager! 5>
b E Mary williams

How to root Samsung Galaxy S 90007 &>

When creating a new topic, you can also make this topic sticked by ticking the Sticky checkbox in the Options tab.

When there are two or more related topics, you may want to merge these topics into one.
1. Go to the topics list.

2. Select more than two topics to be merged by ticking their checkboxes.

3. Click @ Mederatien = ) the forum Action bar.

4. Click Merge from the drop-down menu that appears. The Merge Topics form opens.
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Merge Topics x

Destination Topic | ey Nebula ROM - fast and furious [=]

New Topic Title MNew Mebula ROM - fast and furious

Save Cancel

5. Select a destination topic which will be the main entry of the merged topic from the list of the existing topics.
6. Give one name for the new topic in the New Topic Title field if you want.
7. 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.

A topic with more than two posts can be split into separate topics.

1. Go into the topic you want to split.

2. Click ¢ More Actions = gy the Action bar, and select Split from the drop-down menu. The Split Topic form opens.

Split Topic ®

Splitfrom : New Nebula ROM - fast and furious

New Topic:
Post Hame Created Date Created by Action
|| Re: New Nebula ROM - fast and furious D2 E020lBUo-20 demo

AM

Save Cancel

3. Enter the name for the new topic in the New Topic field.
4. Select posts by ticking 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.

As a moderator, you have some specific rights on a post. To moderate a post, you need to select that post first by ticking
its relevant checkbox.

]
1
1]
o
b

T
o
i
o

Ir=]
[5]
il

Next, click 1 Mederation = 1 the Action bar and select your 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 ~

Coste

Move -

= &

Censor

Hide

® ©

Show

L]

| Delete

The followings are actions that a moderator can perform on a post:

» Approve a post
¢ Delete a post

* Move a post

¢ Hide a post

e Show a post

e Uncensor a post

All posts in a topic that requires post moderation will not be viewable before approval. This function is to approve posts
which are pending for approval.
[£] Re: Which features of eXo Platform that need changes? ( )

Any ideas to improve the Platform features and performance?

You can select to approve a single post or multiple posts at the same time. The moderator can view the list of tasks to be
moderated. See View all pending moderation tasks for more details.

The first way

1. Select the posts to approve.

2. Click &1 Mederation ™ 1 the Action bar, and select Approve from the drop-down menu.

The second way

1. Click &/ Mederation= 1, the Action bar, and click Approve from the drop-down menu. The Unapproved Topics List

form opens.

2. Select checkboxes corresponding to the posts you want to approve. You will see the preview of the post when hovering
your cursor over the post title.

3. Click Approve to accept your approval.

Approved posts are shown normally for regular users to view and take some actions.

The first way

1. Tick the checkbox corresponding to the post you want to delete.

2. Click &/ Moderation = o the Action bar, then select Delete from the drop-down menu.

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

The second way
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1. Click | _BJPelete | ynder the post you want to delete.

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

You can move posts to a topic of your choice.

1. Select the post that you would like to move.

2. Click ©/Moderation = 5 the Action bar, then select Move from the drop-down menu.

3. Select a destination topic in the topics list that appears.

The moderator will be checked for "Move" permission. He can only move posts inside the forum that he manages. Therefore,
at the destination topics list, only the topics which the Moderator has the "move" permission, are listed.

When a post is hidden, only administrators and moderators can view and manage it.

&/ Moderation ~

To hide a post, select on the Action bar, and click Hide from the drop-down menu.

2 John Smith 7] Re: Platform 3.5 ( )
LEGT I like it )

!t‘ = =

\_f

A\

Join Date: 16 minutes ago
Posts: 5

Last Post: Just Now

Last Login: 3 minutes ago

After being hidden, the hidden post is marked with the 'Post Hidden!" label which cannot be viewed by regular users.

You can show a single or multiple hidden posts at the same time:

The first way

* Select the post to be unhidden and click ' Mederatien = o the Action bar, then click Show from the drop-down menu.
The second way

¢ Follow this method to show multiple posts.

1. Click ©/Mederation = 4 the Action bar, then select Show from the drop-down menu.

2. Select hidden posts by ticking their checkboxes.

3. Click Show.

The administrators and moderators can uncensor all topics, posts containing censored keywords. These censored keywords
are specified by Administrator. All topics and posts containing these keywords will be labeled with 'Pending and Censored'
respectively.

The first way
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« Follow this method to uncensor a specific post/topic.

1. Select censored posts/topics by ticking their checkboxes.

2. Select & Mederation = 4 the Action bar, then click Censor 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, then select Censor from the drop-down menu. A list of hidden posts appears.
2. Select hidden posts by ticking their relevant checkboxes.

3. Click Show.

Administrators and moderators can manage all pending tasks in Forum easily. The total number of pending topic/posts that
need to be moderated are shown right on the User bar/Forum Administration bar.

View Topic ®
3 James Davis 7] How i can change my avatar?
l=ar Posted: Fri, September 30, 2011, 00:28 AM
Hi guys, | want to change my avatar, please help!
Join Date: 09/26/2011, 03:53
PM
Posts: 1
Last Post: 09/30/2011, 09:28
AM
Last Login: 09/30/2011, 09:29
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 ®
Type Name Created Date
How i can change my avatar? 00/30/2011 02:28 AM

Hi guys, I want to change my avatar, please help! ] 00/30/2011 00:10 AM

Pleasze helpl!

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.
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Search: 5 H = Permalink

¢ Private Messages 4 Pending:(2)

2. Click the Approve button to accept approving topic/post.

Delete a pending topic/post

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.

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 all forums, while moderators can only ban IP from forums which he manages.

Ban IP on a specific forum

1. Go to the forum you want to ban IP.

2. Click & MereActions = on the Action bar, then select Banned IPs from the drop-down menu. The Banned IPs form opens.

Banned IPs b 4
Filter:
i
u n u n [Add]
192.168.1.11 [Posts] [X]
192.168.1.25 [Posts] [¥]
102.168.4.77 [Posts] [X]
Close *
view posts
]

3. Do the same actions as the Ban IPs section of Administrators.

The administrators have the global role and take care of the entire management tasks.

When adding the Answwers portlet to a page, you have to configure this portlet to make it work in your desired way.

Configure the Answers portlet
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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 & >

Documents FAQ

Search:

Pages

Sites

Group Sites

Users »
Applications fiki
Cantent 3. |
Portal »
Administration »

IDE —
= A

ii. Click ' that corresponds to the page containing the Answers portlet in the Page Management page.

Title site Name
Page Id Title
portal:cintranet: spaces Spaces
partal-cintranet: vt abion Space Imvtabion Space
partal-cntranet: | pendngSpace Pendng Space
portal:cintranet: publicSpace Pubsc Spaces
portal:cintranet: forum Farum

portal: -ty anet:  mad Mail
portalzcintranet: calendar Calendar
portal:intranet: contact Contact
portal:intranet: :documents domuments
portal::intranet: detad Detail
portal::acme: avernew Overview
portal: ;acme: news News
portal::acme::products Produrts

[ S—— . [

¢ The second way

Trpe

portal

Access Parmission
[=:/platformiusers]
[=:/platformiusers]
[*:/platformiusaers]
[=:/platformjusers]
[=:/platf ormjusers]
[=:/platform/jusers]
[=:/platformjusers]
[:/platform/users]
[:/platform/users )
[Everyone]

[Everyone]

[Everyone]

[Everyone]

N |

Edit Permission
manager:/platiorm/admnistrators
manager:fplatform/admnistrators
manager :/platform/ admenistrators
manager : fplatfarm/ sdmnistrators
=!/platiorm/admirestr ators

= /platiorm/admirestr ators

= /platform/adminestr ators

= /platform/administrators

= /platform/adminestrators

= /olatform/adminestrators
edtor: /platform/web-contrbuters
edtor: /platform/web-contributers

‘aditor: fplatform/web-contributors

P ST Y ST -

Add New Page

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.

i

I @S ssdasagEea

Dashboard Edit
site Content Ty
Page > Id Layout
Site » i SEO
‘es Spaces
+ Add Page
ationSpace Invitation Space
Now, you should be in the Edit mode of the page.
B @ AnswersPortlet ## @ ~ Page Editor B —
TANSWErs Fortet :
Applications Containers J&
Admin
""""""""""""""""""""""""""""""" ECM Admin
ECM Admin -
Administration
Adoption
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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: [ 4

Order by: | Created Date

KIREIE]

Ascending

Enable Votes and Comments
Anonymous users may submit questions
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 the email naotification template
¢ Enable the "Discuss in Forum" feature

¢ Define the default category for discussions

In the Display Mode tab, you can set all the default display properties of the Answers application, including:

« Display: Display all entries in the Answers application 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 also

¢ View details of Answers

¢ Customize the email notification template
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¢ Enable the "Discuss in Forum" feature

« Define the default category for discussions

When there are new questions or answers in the category or topic that a user has watched, the user will receive the email
notification. In the Email Notifications tab, change the content of the email notification manually or edit the template for
each email notification.

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 = E'S]

Anew guestion has been posted &categoryName

m

&guestionContent_

Click here for more details

Close

« New Question tab: The content of the email notification.
« 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 with the watched category.
&questionContent_: will be replaced with the content of the new question.
&questionResponse_: will be replaced with the content of the new question's reply.
&questionLink_: will be replaced with the link for going to new questions.

&answerNowLink_: will be replaced with the link for going to new questions and open a pop-up form which allows you
to answer the 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 also

¢ View details of Answers
¢ Change the display mode
¢ Enable the "Discuss in Forum" feature

¢ Define the default category for discussions

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 Motifications Discussion Category Scoping

Discuss in Forum

Select a forum General Discussion/Industry News

Save

Close

See also

¢ View details of Answers

Change the display mode

» Customize the email notification template

Define the default category for discussions

1. Click '*' next to the Select a forum field to open the Select a forum form in the Discussion tab.

Select a forum b, 4

Select a destination forum for discussions.:
2+ | General Discussion

= Industry News

= Caffeine Lounge

= Introduce Yourself

@5 | Mobile development
M | eXo FC
@5 | 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

In the Category Scoping tab, show/hide categories in Answers. The hidden category is not displayed in Answers.
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Edit Mode Window Settings Select Icon Decoration Themes Access Permission

Display Mode Email MNotifications Discussion Category Scoping

¢ | Oexoevolution
& | Mexo evolution

¢ | Mservices

t | Mproducts
¢ | Msolutions
& | MTraining course

¢ | Mother questions

Save

Close

To hide/show any category, simply deselect/select its checkbox and click Save.

See also

View details of Answers

Change the display mode

¢ Customize email notification template

Enable the "Discuss in Forum" feature

The FAQ portlet can be added to a page for users to view questions and answers quickly and easily.

JR eXo evolution Mome  Agenda Aewers  Disamsions  Doomments | FAQ Members Wiki

atform?

v P
B Ho
Services
Solutions

Training course
= How can | register a training course?

Other questions
5 Ho id tha Answer portiat to my site?
can 1 find the Platform user guide

What Is eXe Platiorm?

"o vu:ﬂo‘;’n 3.5 s the first and ondy dowd-ready, integrated user exparience platform for buikding and deploying transactional websites, managing web and socal content and creating gadgets and
jashboar

20 blatiorm lets comp anies leveraga ther axisting Java inrastnucture, whia sccommodating changing usar beharor driven by consumer wab technologies such as socal natwarks, social publishing
and forums.

*

The Edit Mode of the FAQ portlet allows you to set the properties to display questions and answers in the View mode.

Configure the FAQ portlet

1. Click & > Portal --> Pages.

John Smith & >

Users »

Documents FAQ Applications fiki

Search: Content » H
Pages Portal »
Sites Administration »

Group Sites IDE o :49

The Page Manager page will be displayed.
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Tithe Sike Name Typa | porial B g

Page Id Title Access Parmission Edit Permission
partal:intranet: spaces Spaces [*:/platform/users] manager:/platform/admanistrators.
partal:intranet: vt ation Space Irvitation Space [=:/platformiusers] manager:fplatform/ admanistrators
partal:-intranet:  pendngSpace Panding Space [":/platform/users] manager :fplatform/ admanistrators
portal:cintramet: |publicSpace Pubdc Spaces [":/platform/users] manager  fplatform admanistrators
portal: intranet: forum Forum [=:/platform/users] = /platform/adminests stors

portal: :intranet: ;mad Mail [=:/platf ormjusers] = /platform/adminesty stors
portal: antranet: calenda calendar [=:/platformjusers] = /platform/adminestr stors
partal:-intranet: contact Contact [=:/platform/users] = /platform/adminestrators
partai:cintranet: : documents doturnents [=:/platform/jusers] = /platiorm/adminestrators
portal-cntranet:: detad Detail [Everyone] = jplatform/adminestrators
portal: :acme: :overnew Overview [Everyone] edtor: fplatform/web-contnbutors
portal::acme: :naws News [Everyone] aditor: /platform/web-contrbuters
partal::acma: products Produts [Everyona] aditor: fplatform/web-contributers
SRR — . LRS- [N— P SUY OV Y W -

Add New Page

i

"
I d s @@

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.

ECM Admin
ECM Admin

Administration

Adoption

i. In the Display Category tab, you can control what categories

Edit Mode | Window Settings Select Icon Decoration Themes Access Permission

Display Category Edit Template Preference

Select Category:
M U eXoEvalution

[l i |exXo evolution

| Save |

| Close |

ii. In the Edit Template tab, you can use CSS to customize the FAQ template.
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Applications Containers =
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will  be  displayed.
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Edit Mode Window Settings Select Icon

Decoration Themes Access Permission
o
Display Category Edit Template Preference
Content Template: =
<% -
import org.exoplatform.faq. service. CategoryInfo;

import org.exoplatform.faq. service. Utils; i
impart org.exoplatform.web. application. JavascriptManager;

m

def rcontext = _che getRequestContext();
JavascriptManager jsmanager = rcontext.getlavasaiptManager();

0.
jsmanager.addJavascript(eXo. fag.UIAnswersPortlet. createlink{UIFAQPor tlet!, " +uicomponent.useAjax +7);") ;
%o

<div dass="FAQViewerContainer" id="¢uicomponent.id™>
<%

CategoryInfo catelnfo = uicomponent.getCategoryInfo();
if{catelnfo 1= null) {

List subCategoryInfos = catelnfo.getSubCateInfos();
List questionCates = cateInfo.getQuestionInfos();

Sirinm nath = ratalnfn natbathi

Close
This is an example of the FAQ template after applying the new style.

Hame Agenda Answers Discussions

2B eXo evolution
.

Documents FaQ Members Wik
1

* eXo Platform 1.5 is the first and only cloud-ready, integrated user experience platform for buiding and deploying transactional websites, managing web and socal content and creating gadgets and
dashboards.

&0 Platform lets companses leverage their existing Java infrastructure, while accommadating changing user behavior driven by consumer web technologies such as social networks, sodal publishing
and fonums.

iii. In the Preference tab, you can enable or disable the bookmarkable URLs in FAQ.

Edit Mode Window Settings Select Ican

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 also

¢ View details of Answers

¢ Set up the Answers portlet
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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 content (editing or removing if necessary), approve or activate answers, and more.
The moderator has the category-specific role.

Moderator can only manage categories that he moderates.

In this section, you will learn how to manage categories. With a category, you can group all questions of a specific subject
into one place.

To perform an action on a category, you can select one of these approaches:
The first way
1. Right-click a category from the categories list.

2. Select an appropriate action from the drop-down menu.

Categories ?
i
B Product 4
i, Export are
I Services ¥ Import
B Solutior © & Add l,
b Training &% Submit Question 7=
p  Otherg g Edit }
19 Delete
i Move =
& Watch
il RSS

The second way

If you are already in a category that you moderate, you can perform all actions on this category by clicking GOV gn
the Action bar, then select an action from the drop-down menu.

&y v eXo evolution

Z*| | @yl RSS Category ~ &% Submit Question | &% Manage Qu

7 Edit Platform?

5 ¢ & Add Category atiorm

FERi A Le  Delete
i,  Export . .

4 S gister a training course?
w, Import

(1]
in
I

Managing categories includes the following specific actions:

¢ Add a new category
« Edit category properties
¢ Delete a category

» Move a category
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« Export/Import a category

See also

¢ View details of Answers

Notice that only administrators can initialize Answers by creating first categories and assigning to moderators for each
category. Moderator can only add new sub-categories in a category that he moderates.

Add a new category

1. Click Category on the Action bar, and select Add Category from the drop-down menu. The Add Category form will
be displayed.

Add Category x
Category =

Order [4

Restricted Audience

3 S &
Description
A
Moderate New Questions
View Question Authors [
Moderate Answers []
Moderator john P “d &
Save Cancel
F
Details:
Field Description
Asterisk (*) This mark next to each field means that it is required to enter
values in the field.
Category The name of the category.
Order The order of the category which must be in the positive
integer format.
Restricted Audience Select specific users/groups to be restricted from the
category.
Moderate New Questions Check this option if you want to moderate all newly posted
questions before they are viewable.
View Question Authors Check this option if you want information of the question
poster to be shown.
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Description

Moderate Answers Check this option to moderate all answers before they are
viewable.
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.

1. Follow one of the approaches described in Manage categories.

2. Select .
3. Edit the category properties.

4. Click Save to accept your changes.

1. Follow one of the approaches described in the Manage categories section.

2. Select £9 Delete  from the drop-down menu.

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

1. Follow one of the approaches described in Manage categories to open the drop-down menu.

2. Select i Move

3. Select the destination category from the list.

Move Category To x

Double-click Destination Category
i
g eXoEvolution

- | eXo evolution
- | Services

- | Products

- | Training course

- | Other questions

Cancel

Both functions can be executed on all categories and questions in the Answers home or a specific category in Answers.

Export categories and questions

1. Click & Ewort  tg open the Export form.
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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 & Impot  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.

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

Each question may be displayed in different ways, depending on the preset properties when it is created or edited. To view

all posted questions, click & wan=cussions on the Action bar to open the Manage Questions form. Here, you can have the
overview of all the posted questions in the category you manage.

1. Select & vanace auestions o the Action bar to view all the open questions.

2. Click ¥ next to the question that you want to edit and scroll down to see the Edit Question form.
3. Make changes on your question.

4. Click Save to save all changes.

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 questions:

« 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, then select Edit from the drop-down menu to open the Edit form.
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2. Select/Deselect the Approved checkbox.

The second way

1. Click & wenagequestions o the Action bar to open the Manage Questions form.

2. Click ¥ or X to disapprove or approve the question respectively.

When a question is activated, it will be displayed and visible to all users. If not, it will be hidden and invisible.
The first way

1. Edit a question to open the Edit Question form.

2. Select/Deselect the Activated checkbox.

The second way

1. Click & Manage questions gn the Action bar.

2. Click ¥ or X to activate or deactivate the question respectively.

There are several ways to delete questions:

The first way
« Right-click your desired question, then select Delete from the drop-down menu.

The second way

* Click @@ wanza= queswons on the Action bar, then click -# corresponding to the question you want to delete.

The third way

* Click your desired question, then click € . Next, click OK in the confirmation message to accept your deletion.

1. Open the Move Question form by following one of two ways:

The first way
* Right-click your desired question, then select Move to from the drop-down menu.

The second way

* Select your desired question, then click .

2. Select the category to which you want to move your selected question.
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Move Question b 4

Double-click a destination category.:

{x
i eXoEvolution

i | eXo evolution

g Services
= Solutions
= Training course

e 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
guestions 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.

In this section, the following topics are covered:

¢ Approve/Disapprove an answer
* Activate/Deactivate an answer
¢ Delete an answer

* Promote a comment as answer

On the top right of an answer, you will see icons that represent actions you can do on that answer.

aon
Click E‘/ £ on the top right of the answer content to approve/disapprove that answer.

Note

The approved answer is visible to regular users while the unapproved question is invisible.

-
Click fe / £% 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.
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To delete an answer, click = on the top right of the answer content, then click OK in the confirmation message.

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, then select = _comment
The second way
* Right-click a specific question, then select =/ Comment from the drop-down menu.
2. Enter your comment in the text-input field.
3. Click Save to finish.

Promote a comment as answer

Simply click %2 on the top right of the comments panel.

Note

Comments can be written in different languages. However, you can only put comments on a question in
multiple languages only when the question has been posted in multiple languages.

After accessing Answers, the left pane is hidden by default. To toggle the left pane, click ¢! on the Action bar. To view
details of a category, simply left-click it to open its details in the right pane.

Click %l to show the left panel

exXo evolution '.,l» eXo evolution Saarch: .
gg:::um 71 b mSs 4% Submit Question | | Settings 4 Print
Categories 5 3 What is eXo Platform? «=—— Click the question title to view its contents
Jack Mille

b Products 3 3 How can | register a training course?
b Seraces !

Solutions N
b 4 2 Where to download Platform userguide
b Training course John Soith
b Other questions ‘

Rating MNumber of answers

Here, you can view all activated questions of this category, some basic information of questions, such as authors, scores,
number of answers.

To view details of a question, simply click it to open its details, including its content, answers and comments, uploaded files.
Here, you can also preview the attached image, or download the attached files.
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See also

e Search

¢ Print

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, then select &% sutnizueston from the drop-
down menu;

Or, go into the category that you want to submit questions, then click &% sumitquesten on the Action bar.

The Submit Question form appears as below.

Submit Question b 4

Question ©  How can subseribe to eXo news letter?

Details : NHE] B’ v B 7 HE

Anyone knows how can | get news letters from eXo Plafform?

111

111
o
il
]

.'.I
#

Language : Engish {Defaut) -

Author @ demo *

Email : jack.miler@acme. exoplatform.com

Attach Files :  Attach a file

Save Cancel

2. Type your question into the Question field.

In this form, you can also:

i. Give details to your question into the Details field.

ii. Select your desired language in the Language drop-down list.

iii. Enter your email in the valid format, such as username@abc.com into the Email form.

iv. Attach different-typed files to your question by clicking the Attach a file link. The max size for the attachment is 20Mb.
To remove the attached files, click respective next to the file attachments.

3. Click Save to complete submitting your question.

A message will inform that your question has been added successfully.

If you submit a question to the moderated category, a message informs that your question needs to be approved before
being displayed in that category.

See also

¢ View details of Answers

« Edit a question
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* Answer a question

« Comment on a question

¢ Send a question to others

¢ Discuss a question in forum

« Rate 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, then select Edit from drop-down menu.

The second way

Click a question, then select <" as below.

'ﬂ How can I register a training course?
How can I register a training course for Platform 3.57 Which course is right for me?
Thu,Nov 24,2011
Answer Comment

= ([0 b B

e
| Edit

4.0

2. Make changes on 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 accept your changes.

See also

¢ View details of Answers

¢ Submit a question

e Comment on a question

¢ Send a question to others

« Discuss a question in Forum

« Rate a question

A question may have multiple answers and each can be moderated separately.
1. Open the Answer form by following one of these approaches:

The first way

* Right-click the question you want to answer, then select Answer Question.
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&+ eXo evolution

% |l RSS | &% Submit Question Settings | = Print

4 3 How to add the Answer nortlat tn mv sita?
Jack Miller ) Comment
Scare Answers
v
5 2 Where can | findthe P = send
L Mary Williams

The second way

* Open a question, then click Answer.
2. Enter your answer into the Answer field.
3. Click Save to submit your answer.
See also

* View details of Answers

¢ Submit a question

« Edit an answer

* Vote for an answer

Regular users can only edit their answers.

1. Click = on the top right of the answer that you want to edit.

2. Make changes on your selected answer.
3. Click Save to accept your changes.
See also

* View details of Answers

¢ Answer a question

* Vote for an answer

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, then select Comment from the drop-down menu.
2. Type your comment in the text-input field.

3. Click Save to finish.
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Note

Comments can be written in different languages. However, you only can put comments on a question in
multiple languages only when the question has been posted in multiple languages.

See also

¢ View details of Answers

¢ Submit a question

« Answer a question

¢ Send a question to others

¢ Discuss a question in Forum

« Rate a question

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, then select Send from the drop-down menu.

The second way

* Click your desired question, then select =

2. Enter the receiver's email address into the To field.
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Send Question by Email b 4

From: | 3ames Davis P =
Email: james.davis @acme, exoplatform. com *
T #| Add CC | Add BCC |
Language: English El
Subject: Where can i download the eXo Platform manual? &
Message: z = - : — — — — #
i@ & B @ B 7 UiIE=E ==
SEEEE|R-I0 # 3
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

N

3. Select the display language for the question content. English is set by default.

4. Click Send.

) Note

Add CC/Add BCC allows you to send this message to multiple receivers. Use Add CC if you want all
receivers to refer to this message. Use Add BCC if you want all receivers to get this message but cannot
see email addresses of other receivers.

If the submitted question has been existing in another language, you can select your desired language
from the Language drop-down list. If you change the language, the 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.

See also

¢ View details of Answers

¢ Submit a question

« Answer a question

e Comment on a question

¢ Discuss a question in forum

« Rate a question
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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 47 on the top right of the question pane.

& =@
4.0

The second way

« Right-click a specific question and select Discuss in Forum.

5 2 Where can | find the Platform near auida
Mary Williams ) Comment
Score Answers
v Answer Question
4 3  How to add the Answer p M  Send
. Jack Miller &}J_:J

t= ANSWETS

The topic posted in Forum needs to be approved by the administrators or moderators before you can view it. To go to that
topic, right-click the question title and select Discuss in Forum from the drop-down menu again.

Topic in forum eXo evolution o
Topic

e @ sticky: Forum rules g
ad W John Smith

m How to add the Answer porlet to my site?
John Smith

See also

¢ View details of Answers

¢ Submit a question

« Answer a question

« Comment on a question

¢ Send a question to others

« Rate a question
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If you want to evaluate the quality of the question, you can use the intuitive rating feature provided by Answers to the
five-star scale with the ascending level from the left to the right.

1. Open the question which you want to rate.

2. Click the star on the top right of the question content.

7 Note

Each user can only rate a question once. Rating is not available to anonymous users.

See also

« View details of Answers

e Submit a question

¢ Answer a question

e Comment on a question

¢ Send a question to others

¢ Discuss a question in forum

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. Atter
- gain hands-on expenence with eXo Platform, while learning the key concepts related the successful architectural design
‘“ and administration of eXo-based selutions. eXo hosts training sessions in several professional training centers around
instructors to customer locations.
john 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.

7 Note

You cannot vote both (+1 and -1) for an answer at the same time. By clicking either of thumb icons, your
voting will accordingly be changed.

See also
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¢ View details of Answers
« Answer a question

« Edit an answer

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

g

Services @&
Solutions @

Training course @

VY VY

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 also

¢ View details of Answers

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.

7] B 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 also

* View details of Answers

When going to user settings, you can:

« Change how Answers will display the entries [422]
« Manage your subscriptions [422]

¢ Change your avatar [422]
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Change your user settings

Click (@ settnes o the Action bar. The Settings form will appear.

Settings x
Order by: |Created Date - |
|Asu:ending - |
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.

User Watch Manager x

Category Unwatch
categories = eXo evolution = Products
categories > eXo evolution > Services

categories > eXo evolution > Solutions

¢ @ @@

categories = eXo evolution = Training course

Watch by Email:
[ james.davis@acme.exoplatform.com

Cancel

2. Click the category title if you want to view its details, or click S (0 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.
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3. Click Save to save the changes.
See also

¢ View details of Answers

The function is for all logged in users. 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:
/ Email: james.davis@acme.exoplatform.com

! Job Title:
James Davis Location:
Join Date: Thu,Nov 17,2011 Home Phone:
Last Login: Wed,Nov 23,2011, Waork Phone:

06:01 PM Website: /portal/intranet/profile/jameas

Close

This form shows the selected user's profile, including the join date and the last login time.
See also

* View details of Answers

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

¢ Advanced 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 .

2. Click —, or press the Enter key to perform your search.

The Search Results window will open with all matching categories and questions.
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Search Results ®

Matching Entries and Categories

Name Created
on
3 Where to download Platform userguide 11/24/2011 -
i Platform 11/24/2011 =
oy Where can I find the Platform user guide 11/23/2011 -
2 What is eXo Platform? 11/24/2011 @
Close
¥
Details:
Item Description
i) The question has been answered.
] The question has not been answered.
g The category containing your entered keywords.
& Click this icon to go into a question or a category.
See also

¢ View details of Answers

¢ 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 xX

Term  platform
Search in -

Created between pzjo3/2012

And  g2/18/2012

Search Close

e Search in categories by selecting Category from the drop-down menu. You will do a search with some specific criteria
to find expected categories. Search results will only include categories.
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Advanced Search x

Term  platform

Search in  Categories -
Name

Is Moderate Mo -
Moderator

Created between pzjo3/2012

And  g2f18/2012

Search Close

« 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 hd

Author
Author's Email
Language English -

Question

Answer

Comment

Created between ozjo3/2012

And 027182012

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 also

¢ View details of Answers

¢ Quick search

Print all questions with their answers of a category and its sub-categories
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1. Select one parent category from the Categories list on the left pane.

2. Click === on the action bar under the selected category.

5 eXo evolution » Products

i Ll 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.

0.0
ﬂ Where can i download the eXo Platform manual?

3
d that's is...

Fri, September 30, 2011
Answers
The eXo Platform manual is included with the Platform package so vou don't have to download it,

-
Py

Man, October 03, 2011

root
this link may be useful
% http.//community exoplatform org/ portal /public/classic/docume ntation-public
Ak
Mon, October 03, 2011
mary

Print Close

3. Select the Print to start printing.
See also

* View details of Answers
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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.

* Manage connections 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.

™ My Sites Dashboard

intranet

default

dcme

After entering Intranet, you will be directed to the Intranet homepage as below.

Who is online?

My F
~ ohn Smith Your connections (0)
= Edit My Profil Add: @ Link B File
s Other (0)
My Invitations Al Updates Network Updates Space Updates My Status Bookmarks
People (0) P Discussions
-~ John Smith Pk
. “s http://www. axoplatform,.com/company/en/home X R
. X o—
" X\ ,

Home | aio
Build angaging, collaborative tites that connact your cuStomars, partnars or smployess.
My Agenda Sowrce : http://www_ exoplatform. com/company/en/home

Events (0) Taks (0) @ Comment | Like
Favorite Documents
r. John Smith My Favorites My LMt
‘\“ p to Clowd  Sign Up to Cloud Workspaces
Featured Poll Workspaces Take a video tour, try soma tutorials or browse the documentation
Source : http://cloud- workspaces.com
New spaces (11) Show al =
@ Comment | Like
Spacels
‘ Remove User From Space
F John Smith Created 14
5] pho g S spacel0
‘n - . mant | Lke . Change by new manager
Evans
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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

v

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

Account Profiles Change Pazsword

Username: john 4
First Name: 3ghp #

Last Name: gmith #

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

Save Reset

Close

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

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

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

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

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

The first way The second way
My Profile Activity Stream
My Accoufit Change Language

The third way
® Logout

The My Profile page is displayed that allows you to edit your information, upload your profile avatar, or update your current
position.

John Smith
-’-: = Team Leade@
“ Basic information

User mame: jore

Flrst name: John
Activity Stream

Last mame: Smith

My Connactions

Contact &
Gender: male
Phone: Home: 087217212
Work: 083576422
Ms: Skype: john.smith
Urls: no cantact link entared
Experlence

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

Lead two teams: Social and CT

JavaSeript, Management, Leadership

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

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

Contact

Gender: male ~

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

Urls: no contact link entered Add

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

Basic Information

Field Description

First name The first name which is required with the length from 1 to
45 characters.
Last name The last name which is required with the length from 1 to
45 characters.
Email The email address which must be in a valid format, for
example, johnsmith@exoplatform.com. (See more details
about the Email Address format here [6].)
Contact
Copyright © 2009-2012 eXo Platform SAS p.429 Build Social Network



Field Description

Gender The gender of user. Select your gender from the select box,
either male or female.

Phone The phone numbers at work, home or at other sites which
must be from 3 to 20 numeric characters.

IMs The nickname of either IM services that must be between
3 to 60 characters.

Urls The website address which must be in the correct format,
for example, http://exoplatform.com/.

Experience

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 also

¢ Upload your profile avatar

¢ Update your current position

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

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

Upload an Image xX
Confirm Cancel

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

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

4. Click Confirm to open the Image Preview form to see some related information, such as file name, file type, and image
size.
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http://exoplatform.com/.

Image Preview x

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

a

Save Cancel

5. Click Save to accept your changes.

Note

Your image will be automatically resized to a specified value.

1. Click the Edit link.

John Smith

Team Leader

The form to update the current information will appear.

John Smith

|Technica| Leadeﬂ I* Save | Cancel

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

Note

The information entered in the Position field will be retrieved when you do the Search function.

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.
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- My Sites My Spaces Dashboard Desktop Edit

+ Add New Space Find Space: Search
Add a new space
Filter
Bl ~ 8 cp E F e H I 1K LMNOTPU GRS STUVWX Y Z
All Spaces | | Invitations Received Requests Pending

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

Access (Manager)

Y1y PLF team (Manager)
‘ Members: 1 Members: 1

Accessible Space (Mo description)

Edit | Leave Delete

ﬂ
P

Edit | Leave | Delete

The Space navigation includes the following tabs:

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

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

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

Note

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

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

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

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

Add New Space x
Settings Access & Edit Invite users from group
Name eaXo FC *
Priority  Intermediate -

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

Description For al members of eXo Football club

Create
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3. Select an access level in the Access & Edit tab.

Add New Space x

Settings Access & Edit Invite users from group

Visibility @ visihle Hidden
Registration Open @ Validation Close

(Space membership requires validation)

Create

 Visibility: By default, the Visibility value is set to be Visible.
* Visible: The space is always visible in the public spaces list.
» Hidden: The space is not visible in the public spaces list.

« Registration: By default, the Registration value is set as Validation.
» Open: The users sending their requests can join the space without any validation.
» Validation: The membership must be validated by the space manager.
» Close: The user cannot request for joining, but only the space manager can invite him.

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

One of the two following cases occurs when you select this tab.

* The first instance: You have been already the manager of a group. It means that you have created at least a space.

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

Add New Space x

Settings Access & Edit Invite users from group

Select a target group for this space

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

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

Create

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

ii. Select the group in the left pane, then its child group in the right pane.
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Select a target group for this space x

&P organization

Group to invite users The child group to invite users

t

= oy, Organization

¥ forgamization/employees

4 s Employees
& s Management

- s Spaces

You will see your selected group as below.

Add New Space x

Settings Access & Edit Invite users from group

Selected group:|,furganizati0n,"employees I-l— Selected group
Select a target group for this space

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

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

Create

Note

To remove the selected groups, untick the Select a target group for this space checkbox.

After you have selected one existing group, all users in that group will be invited to join your newly created space.

e The second instance: You have not been a manager of any group yet. It means that this is the first time you create
a space, so you cannot select a target group.

Copyright © 2009-2012 eXo Platform SAS p.434 Build Social Network



Add New Space x

Settings Access & Edit Invite users from group

Select a target group for this space

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

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

Create
5. Click Create to finish adding your new space.
The new space appears.
4L Xo FC he space Navigation ba —-l Wome | Discussions  wiki  Documents  Agends  Members
Welcome to eXo FC
{Mo dascription) Add: @ Link N Fila
Administrators :
member(s) : 1 eXo FC

exo FC was created by John Smith,
‘ - r Commant | Like

Welcome to eXo FC space. This content
has been generated automatically.
Switch to edit mode to update it.

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

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

Note

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

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

This function allows you to change the initial settings of a space if you are the creator or have the Manage permission on it.
To edit a space, first access the Space Settings by following one of 2 ways:

The first way

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

2. Click Edit corresponding to the space which you have the Edit permission.
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eXo PLF team {Manager)

Members: 1

(Mo description)

| Leave | Delete

3. Click 7 next to the space name.
The second way

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

2. Click 27 next to the space name.
PLF team

Note

You only see 27 for spaces which you have the Edit permission.

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

1. Select the Settings tab in the Space Settings page.

PLF team

Home Discussions

Settings

Access & Edit
Members F‘XU

Applications

Mavigations

Name: p|F team

Description: (g description)

Prionity:  |ntermediate v
Save

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

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

You cannot change the space name.

3. Click Save to accept your changes.

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

3. Click Save to accept your changes.

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

Sethings Invite Users : - !&‘. L
Access & Edit .

Applications Jack Miller @ validate Invitation @ Decline Invitation

Mavigations

Invited Actions

James Davis © Caneel Request

Members Actions

John Smith & Revoke Manager © Remove Member
Mary Williams 8 Grant Manager @ Remave Member

Here, you can do many actions on members as follows:

¢ |nvite new members

« Revoke your invitations

.

Validate/Decline request

Promote/Demote a member

« Remove a member

You can invite other users to join your spaces as follows:

The first way

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

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

The second way

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

Search:

= Username
|:| Larry

= demao

D james

= john

O mary

El root

Usemame

First Name

Larry
Jack
James
John
Mary

Root

Last Name Email

Tran Larry@gmail.com

Miller jack.miller®@acme.exoplatform.com
Davis james davis@acme exoplatform.com
Smith john.smith@acme exoplatform.com
Williams mary.williams@acme.exoplatform.com

Root

Add Close

root®localhost

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

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

i. Enter a search term into the Search box.

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

iii. Click - to perform searching.

3. Click &2 to invite your selected users.

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

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

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

* To accept a user's request for joining your space, click @ vaist=imitien jn the Action column.

* To decline a user's request for joining your space, click @ s mi=ten jn the Action column.

* To promote a member to the manager position, click # =nt#=m=2=" i the Manager column. The user will be automatically

promoted as a manager in the current space.

* To demote a member, click & Reveke Manager

Note

Be careful not to remove the rights for yourself; otherwise, you will not be able to edit your space's settings
anymore, except that you are an administrator.
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Click @ re=mev=nemter corresponding to the member you want to delete in the Members list.

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

- PLF team

Settings

Access & Edit

Mambers

Navigations =—— | Calendar Portlet

=

Forum
Farur Portlet

Here, you can:

¢ Add a new space application

« Delete an application

Content Explorer
Content Explorer

Hame Discussions

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

Space Application Installer

£ Categories
» Admin

» Adoption

» Collaboration
» Content

» Controller

» ECM

» Form Generator Portlet
» Forms

» Gadgets

» Integration

» Navigation

| »

m

5 select Applications

Add a new
Address Book application
Type: portlet

Description: Contact Portlet

Agenda Gadget
Type: gadget

Answers

Type: portlet
Description: Answers Portlet

2. Select the application you want to add by clicking +

Wiks Documents

Aganda Members

Remaove this apphcation —r@

_,®

Description: Tasks and Upcoming Event list.

If there is no available application, ask your system administrator to gain the access right.

To remove an application, click @l corresponding to the application name.

Copyright © 2009-2012 eXo Platform SAS

p.439

Build Social Network



Note

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

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

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

PLF team Home Discussions wiki

/spaces/plf_team

Settings P P !

Access B Edit Bt

Members =] PLF team

Applications Discussior

e : + Add new Node
Navigations Wiki

»

Edit Node's Page
Documen|
& Edit this Node
Agenda
| Copy Node
Members
Clone Node

Space S5e
, Cut Node

&
Content E
j Delete Node

Add a new node (£} Move Up

4| Move Down
Save

You can take the following actions:

< Right-click a node name (space name) and take actions in the context menu, such as adding/editing/deleting a node,
editing a node's page, copying/cloning a node, and more.

3

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

For more details, see the Manage Navigation Nodes section.

2. Click Save to accept all changes.

Join a space

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

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

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

Revoke your request

« To revoke your request for joining a space that has not been validated by its owner, simply click Cancel.
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PLF team (Request Pending)

‘ Members: 1

(Mo description)

Leave a space

« To leave a space, simply click Leave.

eXo FC (Member)

l Members: 2

For all members of eXo football club

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

Messages x

Error Warning Information

Note

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

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

The first way

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

The second way

< After entering the My Spaces pane within the Spaces application, click the name of your desired space.

All Spaces Invitations Received Requests Pending
Spaces Found: 2. Results displayed in order of alphabet.
PLF team [Manager) _(jick eXo FC (Manager)
Members: 2 Members: 1
(Mo description) (No description)
Edit | Leave | Delete Edit | Leave | Delete

The detailed page of the space displays information about the space. The functions you can perform depend 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 leaving the space.
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« Accept or deny to join a space.
< Invite new members to take part in your space.
Besides the actions above, as a space manager or creator, you can:
¢ Edit the space settings, including description, priority level, and avatar.
« Change the visibility of your space.
« Promote/Demote roles of space members.

« Remove members from your space.

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

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

Search by name/description

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

Search by alphabets

Simply click a specific letter.

Filter

| mi A B c ol F e H I 3 K LMNOPO QRSTUV WX Y Z
All Spaces My Spaces | Imvitations Received Reguests Pending
Spaces Found: 2. Results displayed in order of alphabet. Search by &l|p“d|}0'.::'
eXo (Invitation Received) eXo Tunia
Mambars: 1 ‘ Mambars: 2
(No description) This is description for Space_06
Accept | Ignore Jain

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

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

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

4

ces (2)

My Invitations All updates Network Updates Space Updates

Pegple (3) |

James Davis

L PLF team (1 member) Jack Miller invited you to connect.

My Status

use

&Xo FC (2 members) @ 3bout 3 hours age Comment | Like | Accept | Refl
Find More .
James Davis
Mary Williams invited you to connect.
about 22 hours ago = Comment | Like | Accept | Refuse
My Agenda - b ‘ ‘ et
Events (0) | Tasks(0

James Davis
John Smith invited you to connect.

Show My Calendars @ about a day ago * Comment | Like | Accept | Refus

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

All Spaces | My Spaces | |  Requests Pending

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

-

PLF team (Invitation Received)

Members: 1
(No description)
Accept | Ignore

¢ Click Accept to accept joining the space.

¢ Click Ignore to deny joining the space.

Note

;
F

eXo FC (Invitation Received)

Members: 2
(No description)
Accept | Ignore

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

To build your connections, you first need to hover your cursor over the display name on the Administration bar and select

My Connections from the drop-down menu.

Write something...

My Profile

Connecthons

Activity Stream

nd Connections

My Account Change Language

® Logout
The Connections page appears.
Search by Name: Search
ﬁ“ ¥ Search by Role: and/or
Contacts Directory
A|B|C D|E F |G |H | I |J| K| L M N O P | Q R|5 T U |V W

Change Picture

Activity Stream

Everyone

My Connections

Requests Received Requests Sent

My Profile

Contacts Found: 3

James Davis Jack Miller

james.davis@acme. exoplatform.com jack.miller@acme. exoplatform.com

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

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

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

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

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

1. Select the relevant tab in which you want to do your search.

< To search across all users in eXo Platform, select the Everyone tab. Alternatively, you can hover your cursor over your
display name and select Find Connections from the drop-down menu.

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

2. Select the search criteria:

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

Search by Name: T| Search
Search by Role: Abdelaziz Tlet anugor T
Click

« Search by role: Enter the position, and/or skills of the contacts you want to search for.
« Search by alphabets. See details in the Search by alphabets [442] section. (If you search by this criteria, skip Step 3).

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

Note

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

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

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

Marketing Manager

R
Basic information
User name: mary
ActivRy Straam First name: Mary
Lact nama: Willams
My Connections Email: mary.wilismsBaome. exoplatiorm.com
Contact
Gendar: female

Phone: Home: 04636868
Work: 0977217217
1Ms: Skypa: mary_uiliams

Experience

Mary did nat enter any axperienca yet

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

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

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

Note

Regardless of being an administrator, you do not have right to edit profiles of other contacts.

After specifying your desired contact, you can send a connection request via one of two ways.

Contacts Directory

a[a]e |l (e]e]l])[e](n] [=][2])[x] (][]~ [=][r][e] (&)= [x][v][¥] (w][=][¥][Z] my connactions

Contacts Found: 4

Chantal Yang Charles Magral |4 The second way Cong Thanh Nguyen

cyang@exoplatform.com cmagral@exoplatform.com congntexoplatform.com

Conneck

Invitation sent : Cancel Request

Chaien Roiloi
The first way
chaien@exoplatform.com

Connect

The first way

Click Connect to send your connection request.

The second way
Access the profile page of the contact to whom you want to send a connection request, then click Invite to connect at

the right corner of the profile page.

Basic information

User name: cmagral
First name: Charles
Last name: Magral
Email: cmagral@exoplatform.com

Contact

Charles did not enter any contact information yet

Experience

Charles did not enter any experience yet.
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Note

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

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

The first way

Click Cancel Request to revoke the connection request.

Everyone My Connections | Requests Received Reguests Sent

Contacts Found: 3
tuan pham Amaud Héritier Duong Dai Nguyen
tuanp@exoplatform.com heritier@exoplatform.com duongnd@exoplatform.com
Invitation Sent : Invitation Sent :|Cancel Request Invitation Sent | Cancel Request

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

the profile page.

tuan pham

Basic information

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

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

tuan did not enter any expernience yet.

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

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

The second way

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

John Smith =
C Edit My Profile Add: & Link N File
My Invitations all bpdates Metwork Updates Space Updates My Status
People (2) pace 1
John Smith
Jack Miller ? Mary Williams invited you to connect.
n Mary Williams M - thar it ymment | Like | Accept | Refuse
Find Morse
p John Smith
\‘_._‘ Jack Miller invited you to connect.
% t te Comment Like | Accept | Refuse
My Agenda &N - He et

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

¢ Select Connect to accept the request.

« Click Deny to deny the request.

In the My Connections or Everyone tab, you can remove the connections between you and the users who are as your
contacts via one of two following ways.

Everyone | BUREEEGEGE | Requests Received | Requests sent

The second way
Contacts Found: 2

James Davis Mary Williams

5

james.davis@acme.exoplatform.com l' mary.willams@acme.exoplatform.com

Connection :I Remove Connectionld—— The first way Connection : Remove Connection

The first way
Click Remove Connection to remove your established connection.
The second way

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

Mary Williams v Click

Basic information

User name: mary
First name: Mary
Last name: Williams

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

Mary did not enter any experience yat.

All activities of a user are displayed in the user's and Space's Activity Stream.

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

All Updates: lists all updates of yours, of your connections, and of your spaces.

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

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

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

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

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

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

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

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

John Smith

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

The second way
1. Go into the Activity Stream page as here.

2. Enter your current status in the Status Update box.
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Happy Valentmnal
-
=T

Add: & Link W File

Status Updale box m
Change Picture
Activity Stream All Updates Natwork Updates Space Updates My Status
My Profile
My Connections lohn Smith
@ You are now connacted with Jack Miller,
‘\“ @ about 20 mir ago ¥ Comment | Like

lack Miller

John Smith is now connected with Jack Miller,

o about nutes ag Commant | Lke

3. Click Share to accept sharing your status.

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

Note

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

1. Click & Link

Add{ <2 Link | B File

hitp:/ /e xoplatform. doud-workspaces. com| Click to attach the link —rE]

2. Enter the link and click + .

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

rking an

Add: & Link B File

Sign Up to Cloud Workspaces
Take a video tour, try some tutorials or browse the documentation.
hitp:/ feloud-warkspaces.cam

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

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

@ Link

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

1. Click ™ File o open the Select File box.

Copyright © 2009-2012 eXo Platform SAS p.449 Build Social Network



what are you working on?
Add: @ Link B File

= Je——Click

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

ﬁIP ersonal Documents Private » [ 3]

I5F videos &

|

Music

.“:

Pictures

[=
=

Searches

| &

Favorites

E
h

m

Folksonomy

Bookmarks

=l

hbgvfds i

1

[ Select H Cancel ]

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

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

Note

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

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

What are you working on?

Add: @ Link

B Test.cf

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

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

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

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

2. Select the activity you want to delete, then click
P John Smith Delete this activity ——» D

= http://www.exoplatform.com/company/en/home
.\'.’i

Home | eXo

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

@2 less than a minute ago * Comment | Like

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

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

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

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

Mary Williams
John Smith is now connected with Mary Williams.

l' o about an hour ago * | Like

A

h Hi Mary, nice to connect with you :}

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

Note

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

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

Like activities

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

2. Click Like beside the activity.

Mary Williams
Mary Williams has a new profile picture.
@ |ass than a minute ago * Comment | Unlike

You like this.
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Unlike activities

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

2. Click Unlike beside the activity.

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

Tags Description

<b> Render as bold text.
For example:
<b>Bold text</b>

<i> Render as italic text.
For example:
<i>ltalic text</i>

<a> Refer to an external link by using the href attribute.
For example:
<a href="http://cloud-workspaces.com">Cloud
Workspace</a>

<span> Group inline-elements in a document.

<em> Render as emphasized text.
For example:
<em>Emphasized text</em>

<strong> Render as strong (highlighted) text.

<p> Define a paragraph.

<ol> Define an ordered list. An ordered list can be numerical or
alphabetical.

<ul> Define an unordered or bulleted list.

<li> Define a list item. The <li> tag is used in both ordered (<ol>)
and unordered (<ul>) lists.
For example:
<ul> <li>Bullet 1</li> <li>Bullet 2</li> </ul>

<br> Insert a single line break.

<img> Define an image in an HTML page. The <img> tag has an
required attribute named src which specifies the URL of the
image.
For example:
<img src="http://t2.gstatic.com/
images?q=tbn:ANd9GcR59KE-
[tJTWbaNBpB3K_uOJYMGEOHaQOx4htrm8DML6IUj90t4"/
>,
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Description

<blockquote> Define a long quotation.

<q> Define a short quotation.
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