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AQUAEXCEL**° Deliverable D9.1

Executive Summary

Objectives: This deliverable presents the AQUAEXCEL**? collaborative workspace and its
functionalities. The collaborative workspace is a secured place on the Web where several
partners share resources to carry out the project.

Rationale: It may be compared to a mini-Intranet or a mini-Extranet site on the Web where
only authorized members can access.

Main_Results: In AQUAEXCEL*?, it is intended to enable collaboration between the
different partners at all levels: workpackages, Management, Executive Committee, etc...

Its functions include scientific, administrative and financial information exchange and
archiving. It will also be used to monitor the project progress through appropriate tools to be
developed.

Teams involved: INRA Transfert is in charge of the maintenance of the workspace and is
author of this deliverable.
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AQUAEXCEL**®

Deliverable D9.1

1. Presentation & Structure

AQUA

EXCEL
2020

22020 > Home

Home

-

.| Contact lists

| Froject Booklet-Nov 2015
| Contractual Documents

! Internal Newsletters

L _m Consortium Picture

{» (=

-

Collaborative workspace

Created By, Benedicte FERREIRA
Updated By. Benedicte FERREIRA

17105/2011 12:07:02
071272015 10:38:58

| Deliverables & Milestones
&) Reporing Collaborative workspace
o) Financial Issues
») -
= / s new? : ¢
2 Froject Mectings Whatlisinew Directaccess
0 Projects of Publications 07 | MS21 has been submitted on i I i nes:
+ ) Communication tools Dec | 30/11/2015 Where do you stanril? Te;nplates,

15 Comin n: MS1-MSBa-D9.1 reviewing process, list of reviewers per

Y 13 %‘E}‘ 5?’%99””9-' A"?Pr¢5¢”taﬂans and deliverable (coming seon), submitted
+) AE2020 WPs Nov pictures are available here deliverables & milestones

15 >Section Project Meetings

w1
we2 . P
12 One "room” per WP has been created to

WF3 Nov | post and share your werking documents
WP4 15 with the other members of your WPs. All
WPS the minutes of your WSs should be
WPs published there,
WP7? > WPx

5 Nov FP7-AQUAEXCEL people (only) have
Wrs 2015 access to the previous project’s
Index workspace here

‘* @ 0 @ 0 0O 0 O 0

Planned Publications & communications:
submit your project of publication or
poster

Help on the workspace

Contacts of the project

B
sis
@
-\“@'

Communication Tools: powerpoint mask
etc

§
3
E

P e General Information ¥ Toolbox
Cr LT - Contact lists: ExCom/ WP leaders, administration, - Communication tools: brochure, legos, ppt
and members of the consortium (per task and per WP) template

Customize W - Contractual Documents: DoW, Consortium - Planned Publication/communication online form:
Atom Feed Agreement, EC contract, annexes submit your project of publication or poster
My Places 6} - Project Booklet: a short book containing contacts, - Help on the workspace
Treeview Toggle B Important points, presentation of the project in a user-

w friendly format
Plugin Microsoft C

Management

- Deliverables & Milestones: validation process,
deliverable and milestone state of progress, templates,
list of reviewers for each deliverable

- Reporting: reporting process,

- Financial Issues: payments' schedule and guidelines

‘%%uh INRA Transfert
]

- Pn i : venue guide, registration,
agenda, ppt presentations
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The workspace is divided into 4 different sections:

Generel informatio:

Contact liSte This section provides a general overview of the project. General
documents useful for the project are available for the users: EC
contracts, contact lists of the project for each task and each WP, a
project booklet summarizing and presenting the project and the
partners, with some management matters of the project.

» | Project Booklet-Mov 2015
» | Contractual Documents

* | Internal Mewsletters

o Deliverables & Milestones Manaqement matters:

a) Reporiing This section is composed of a list of the project deliverables &
' milestones with their state of progress and the name of the
reviewers. It also has an online form to submit deliverables and
milestones so that the entire consortium can consult them. The templates for both milestones
and deliverables are also provided here.

A section for reporting is part of the management matters: this is where the reports will be
submitted and collected, where all related information (schedule, templates etc) will be
provided all along the project.

Last but not least, an item called “Financial issues” informs the consortium on the
prefinancing and payments made or to be made (schedule, condition, bank account etc.).

o Financial |ssues

a) Proiect Meefings Communication Toolbox:

' This section provides the users with some communication tools
relevant for AQUAEXCEL®®: A first item is dedicated to
AQUAEXCEL*?° Meetings where the registration to the meetings is
organized, with information on location & accommodation, registration form, and agenda.
The second item is an online form for planned publications (Projects of Publication). The
Consortium Agreement foresees that submission of the intended publication or
communication to the public (including poster presentations, dissemination on public web
site...) has to be made to the Executive Committee and to the Partners involved for advice
beforehand. This online form allows notifying the ExCom of any intended publication directly.
Communication tools provides the partners’ logos, the project’s logo and will provide any
useful dissemination tools such as the project brochure, ppt presentation template etc in
order to enhance communication on AQUAEXCEL?%°,

External Events is an online form aiming at communicating to the whole consortium any
conference or event related to AQUAEXCEL*, facilitating external communication of the
AQUAEXCEL*? project by project partners.

o | Projects of Publications

* | Communication lools

AQUAEXCEL*? WPs:
This section is divided into 8 Work Packages: each WP section

» | AE2020 WPs

= :1 aims at exchanging documents (minutes of workshops, working
= e documents, preparation of deliverables etc) related to the specific
i WP. This section can be considered as a “work in progress /
Q) Wh4 “knowledge under construction” work space.

o) WP5

Q) WPe

o WPa

* | Help on the workspace

A user guide is provided and is inserted in the next pages of this
deliverable as it presents synthetically the different features and functionalities of the
workspace.

The Welcome page
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The Welcome page has many direct links to the different sections, giving easy access to
each.
3e2020 > Home

Created By, Benedicte FERREIRA  17/05/2011 12.07:02
Home Updated By Benedicte FERREIRA  07/12/2015 10:38.58

o [E—
= consortum Picture

Collaborative workspace

Whatlis new? Direct access
07 MS21 has been submitted on liverables and milestones:
Dec | 30/11/2015 Where do you stand? Templates,
15 C?J-“}P&#”’“ MS1-MS8a-D9.1 reviewing process, list of reviewers per
13 ic meeting: All presentations and deliverable (coming soon), submitted
Nov pictures are available here deliverables & milestones
15 | >Section Project Meetings
12 | One “room” per WP has been created to a Planned Publications & communications:
Nov | post and share your working documents submit your project of publication or
15 with the other members of your WPs. All poster
the minutes of your WSs should be
published there. Help on the workspace
f > WPx
5 Nov FP7-AQUAEXCEL people (only) have Contacts of the project
2015 access to the previous project'’s
workspace here «&  Communication Tools: powerpoint mask
etc

- Contact lists: ExCom/ WP leaders, administration, - Communication tools: brochure, logos, ppt

and members of the consortium (per task and per WP) template

- Contractual Documents: DoW, Consortium - Planned Publication/communication online form:
Agreement, EC contract, annexes submit your project of publication or poster

- Project Booklet: a short book containing contacts, - Help on the workspace

important points, presentation of the project in a user-
friendly format

Management
- Deliverables & Milestones: validation process,

deliverable and milestone state of progress, templates,
list of reviewers for each deliverable

- . reporting process,

i as: payments’ schedule and guidelines

& Events

- Project meetings: venue guide, registration,

agenda, ppt presentations
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2. How to use it?

The userguide made by IT is inserted in the next pages.
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Login |

Password ‘

To access your collaborative workspace, please fill in the boxes below wi

password

istomize Ly
Atom Feed ‘{b B
YWhat's New L

Welcome

: Deliverables & Milestones
. Project Meetings
 Repaoriing

: Calendar

3) WP2
3 P32
a) WP4
3) WPS
) WPE

s TOOL BOX

More Actions =

iz Show Folder Navigator

» | Welcome

COLLABORATIVE WORKSPACE

INTERNAL COMMUNICATION TOOL FOR EU PROJECTS

o) Project Overview

' Contract documents

resources

Collect

information

Type Title Customize Hy
photo coupe christophe vi | Atam Feed )
fichier navette 2.xis ~ What's Naw 5
& DOC BUPARTAGE ~ 5
- fiely =
v: 10 20 | 50 | 100 | AR i fRogm Wap &
S & Meetings Calend: Wy Places )
Treeview Toggle [
| NewEvent |JEE| More actions » Eitlon P
February 2011 Plugin Microsoft E j .ﬂ &
IManday Tuesday Wednesday Thursday
1 3
ki 10
- N N a
22 3 24
Al 2nd ERG
Day- ExCom
meeting




The collaborative workspace is a secured place on the Web where several
partners share resources to carry out a project.

It may be compared to a mini-Intranet or a mini-Extranet site on the Web where
only authorized members can access.

In this project is intended to enable collaboration between among the different
partners at all levels: workpackages, Management, Executive Committee, etc

Its functions include scientific, administrative and financial information exchange
and archiving. It will also be used to monitor the projects through appropriate
tools to be developed.

ACCESs

O Access to the workspace:

@®Enter your login and password. If you do
not have any, send an email to the project
manager with your scientific representative
in copy.

N

(/ 5 We recommend you to connecti
with internet explorer to get full!

access to all functionalities. X

ﬂ‘ Weliome - aquaexcel - Windows nternet Explorer fourni par Yafoo!

Lotus Quick
R actlve x

natanter i

When connecting

Z .l for the 1st time

w905 With — internet  ex-

= plorer, you willl be

S e prompted to install

YT K ¥ an active x through

a bar displayed

automatically. Click

on it and accept
the installation.

s Ouls *

$STRUCTURE

The workspace is organised in different sections:
* General sections like Tool box, events, contracts etc: where you can find
general documents related with the project itself (contact lists, logos, DoW...)
Here you have reader access: you can only read or download

* WP sections: where you can post your documents useful for the WP.
Here you have author access (you can publish & edit documents from

" S




CENTRALISE DOCUMENTS

The workspace is a knowledge management tool. Its aim is to centralise the
documents of the project to avoid multiple emails and make it easier the collec-

Partner
Partner B
A

A

Partner
D

tion of information, as well as it allows the
traceability of the information (date of publi-
cation and modification and name of author).
This makes it very easy then to sort out and

ﬁ Exemple: The reports as well as registration

to meetings are collected online directly on
the workspace. The EC can also have a
global view of the project progresses.

J

w

The first functionality of the workspace is to publish information. This can be
made by the creation of webpages:

OClick on

@Click on the type of page you want
to publish:

Page: create a new page with the
integrated text editor, you can in-
clude pictures, attachments etc

Imported pages: if you want to im-
port a page that you have already
created under word or other office
software

Acrobat page: this will import a pdf
a page from your computer, directly
visible online

Poll page: if you want to collect the
opinion of others on a specific ques-
tion

Microsoft word/excel/ppt page:

the workspace provides you with an
online microsoft page to fill in. You

Create...

What would you like to oreste?

=

Page
Creste 3 new psge that can include formatted text, images,
and filz attachments.

Imported Page
Import an existing Micresoft Office, HTML, JFEG or GIF file
from your computer.

Acrobat POF Page

Creste 3 new psge bessd on 20 Acrobst FOF fils.

Pall Page
Pall your community with 8 guestionnaire.

Ewvent
Create a new event on the calendar.

Micresoft Word Page
Creste content based on a new Mioroscft Word document.

Microsoft Excel Page
Creste content based on a new Miorosoft Excel document.

soft PowerPoint Page
= content based on & new Mioosoft PowsrPaint
ocument.

a0

don't need to import the page from your desktop



PUBLISH INFORMATION

®Insert the title of the page and the content. Add attachments if any.

If you have chosen an imported page, click on

« browse » and select the page you want to pu- Ta—
blish from your disk: xz;lk::::-impnnaMicrnsnﬂWnrd, PowerPoint, Excel, HTML, JPEG or GIF file,
®Click on to publish directly the page o,

OR If you want to choose where to put ———

yOUr page and SeIeCt dlﬁerent Options. How would you like this content to be published?
click on Publish with Options... — 0 Create. Put this content away so that others can see it.
[CIMotify {via email) [JAdd authars
. [JRestrict readers [JAdd to calendar
Then SeleCt the OptlonS and the place [ Save as draft. Mo one except you will be able to see your ec

Where you Want to put the page and CIICk Where would you like to put this content?

« NeXt » @ [[]In the table of contents. before: m
IA If you click , only you will be able to see the page.

Examples of how the different types of pages look like s
O O e

Picture library
Simple page with [prorm=e [ B ||
attachments 2 =20 oo s e I

a2 . You can download any of the files below by dragging them te your

D)

Poll page

File Hame

# Cellulose: pup.jpg

1Flextble PU modfied with lann.ona

P kol o ,

prrsTer—

e um s o gyt on e e g ot

SONOAGEREY e 1ORT

Vet | st ot s Ve 13 St 2T

@ Imported —

= = =

ifsEEEEEEE




Folder 1 Folder2

page
B

Calendar

The room is the bigger section of the workspace. It
can contain several pages, folders, other rooms and o
a calendar. G

Folders can contain subfolders and pages.

/5 room

To organise your documents, you will need to create
folders:

ich you can place content or

@Click on [ New... |

@ At the bottom of the list, click on the folder icon

©Click on the type of folder you want to create (see how they look like on the

next page): New Folder

* Discussion Folder: Choose this type of folder when res ssus yeu tice wis ne fotser 1o
you want authors to be able to respond to content
that has been published in the folder. A Respond (X
link is shown on the page. When responses are cre-
ated, they are listed below the original, forming a
threaded discussion.

Simple List.

s the title o

Headline.

e Simple/ordered list folder: Choose this type of
folder when you want to present content in a simple
list. The list shows the title of the content, each of
which can be clicked on to go to the content.

*Headline Folder: Choose this type of folder when
you want to collect five or fewer pieces of content
under a banner containing links to them

 Slide show Folder: Choose this type of folder when you want to present thirty
or fewer pieces of content, one at a time, in sequence.

OInsert the title of the folder and a short description (optional), specify who you
want to grant access to add content in this folder. Then click “next”

©®Choose where you and to put the folder and click “next”. Done!

A To create a new document, folder or page, you need to have at least author
access. If you are only a reader, the “new” button will not be displayed.
To create a room (section where you can restrict access), contact the Project ma-
nager



ORGANISE DOCUMENTS

Examples of how the different types of folders looh like s

& || moreactions~ :
Discussion. Results 1 to 20 on 52 First | Previous | Next | Last
[—=n = O Tvpe Tile Created On
O [ tele-meeting50ct2010 = 13/10/2010
O B inutes of the telephone meeting 29th of June 2010 « 01/07/2010
] arcelona18-19March2010 = 16/04/2010
i ‘1Barcelonal8-19March2010 ~ 16/0472010
(| SA4 1Barcelona18-19March2010 « 26/04/2010

Direct access
mm| ® || ”“’e“ﬂ““s'| Headline.

: | ~<C— ==
The governance  Theteam  Picture lib - -‘

Welcome to the o

mi = 1 More actions » I
Simple List.
Results 1 to 20 on 113 First | Previous | Next | Last
E O Type Title Created On Updated By

- — | il ; 30K SA4.1EIC ~ 16/06/2009 Herman SCI

e O [ Final 30M-Report + ioipan0s  VincerETR
O | ImprovedIA1.3 M30 report ~ 08/07/2008  Alexander P
3] " Inbterim Report_SA2 = 18/06/2009 Benedicte B

Modifications of the folders

At any moment you can:

. Reorder the page of your folder
. Change the titles of your folder
. Show or hide colums of your folder

® When you are on the folder you want o change, click —
on “More options” then choose “folder options”

Copy
Mave L

® Do your modifications according to the instructions Detete r

and once done, click "Next".. Done! Folder Options
Download I
A MNotify "
Folder Export
I Print "

ST A e




SHARE RESOURCES

Documents are on the workspace to be read, edited, and downloaded. You can
also notify somebody by email that an intersting document is available. For the
first two functions, you need to have author rights.

Revision/response o —

New Response with History
Copy

You can revise/respond to a document, i.e create a new version
of the original document posted. This allows to keep track of the = ™=

. . . Respond »
different modifications. To do so, when you are on the page you — sice ,
want to revise, click “More actions”>New response or “New re- ™"
sponse with history” P

You can edit a document, i.e your revised version will substitute the
L. original document posted. You can do so only if the author of the page

has added you as co-author of the page. To do so, when you are on the
page you want to edit, click “edit”

Copy
Move
Download :
elete
Folder Options

At any time you can download a page. Either by double clicking the | _ .~
document if it is an attachment, or by clicking on “more options” and = e

Folder Export

“Download” if you want to download the entire page. Pint

If you want to download an attachment without opening a page, click on 30 f
the corresponding page. If there are several attachments you can
choose which one you want to download.

Bl Content - Arable rotations 11111/2010 Rolf Thestrup POULSEN 1111/2010

o s

[0 B CONTENTS_MEDFLY_NEW 10112010 Jesus AVILLA 10M1/2010 3 RTP20100708_Arable_crap.
O & WCR-sheet 10M1/2010  Judit KOWAROMI 10112010 4| RTP20101107_ CONTENTS
O B Tools- Introduction 09/11/2010 Rolf Thostrup POULSEN 09/11/2010 3 -Arable_rotations.doc

O IPW Principles 1-4 091172010 Judit KOMAROMI 09M1/2010 3

[0 B IPM_PRINCIPLES_5_TO_8 08M1172010  Jesus AVILLA 08M1/2010 3

O [ Course in IPM-Northern Eurape situation 08/11/2010 Relf Thestrup POULSEN 08M11/2010 3

Notifications PR

Copy

You can notify a person by email that a page is interesting. Click on | o
“more options” and “Notify”. Then, enter the email of the person(s) Ej.‘::om
and add comment if needed. He/she will receive an email with the link | cowcaa

Notify
to the page and your comments. = / Folder Exgort
. o, Print




COLLECT INFORMATION

Information can be collected through the workspace through online forms and
mainly used for registration to meetings, reporting, collecting deliverables. Other
applications are possible such as surveys, job applications, order of samples etc.

To create such forms, please contact the Project Manager after you have de-
fined your requirements.

Edit:
Job Opportunity
Complete this form if you have a Job Opportunity or an In{ Publish Save As Working Draft Publish with Options...
partners

Matiestion. Ths TlloMIng MBS Wil b5 MO When this B 1 PUDIEhad
R PN B 2T Title:
Jou Titk: H E|5rm the title, authar and date on page
——
Hastng st an ENDURE memps Full lizme.

PhDiRost-doctjobliriernship Description

Dissemination level. RE = ENDURE + EAB + POE (including CPN}

Original Due Date.
[

Requied professionsl qualificstions.

Submission to the Coordinator.
14042011 |8

Status. Deliverables submitied to the Coordinator that are not yt validated cannot

f—
st 2 2ty

Sslary. Proposed ssary In Euro

iy other additonsl Information s.g. opsning cal dsadine, sddrsss, nebsits).

Refarencs persan

e, emaiizcoress

fou can attach below the file of the full offer:

attzenments:
‘You can sttssn fhss by chexing

I e e s

Collect dates of events

Click on “Calendar” in the table of contents (1), then on (2

+) Welcome Aquaexcel > Calendar

‘ Baing Reviewes by tha Coordinstor v

Attachments:
You can attach files by clicking the folder icon or dragging them from your desktop

@®®

File Mame [ Size

Comments. Add here zny comments on this Deliverable

lgtification. The following members will be notified when this page is published
Warco Barzman@saphia inra fr

3

o Delverables &Msstnes  Calendar Edit:
a Projectileetings
S Publish | Save As Working Draft || Cancel
) Calendar
= " T Event Tile:
») Welcome C Apr 201 ¢EEEEY
) . ») AQUABXCEL WPs
a) Deliverables & Milestones e Monday | Tuesda, Wednesday Catendar nformation.
s 8 e po Pt Times shown are: lestem Europe Daylight Savings Time
o, Project Meetings =, T - & 3 Date: 141042011 |1
o) Reporting WS Al AQUAEXCEL Benedicte FERREIRA HAIl AQUAEXCEL Benedicte FERREIRA LAl A Start time:

" Daykick OF Daykick OF DayK
a)wPs = ration: Thourv|[01
2 P ctng - " eaing - s (e o4
WP [JAl-day event
2w [Repeats
a wes O i 7 BT

Description:

») TOOL BOX

Times shown are: Westem Europe Daviioht Savings Time (GMT +0.00)

clicking the folder icon or

Enter the details of the event (3).
Validate by clicking on “Publish”. Done!

o]



$earch Feature | Search in this place _

Finds documents containing a word, ] ] ]
a concept, a function or a set of words: Type in the word in the Search field (for a
simple search) or use the link «Advanced search» (for a more specific search)

Simple search : Results of a simple search depend on the way you have
entered the text :

If you type in without quotes : Mary and Mark the result will be disordered : (ex.
Mary, Mark and Ted will be responsible for..., Mary and Mark are sharing...),

If you type in using quotes : « Mary and Mark » the result will be in the exact
order : (ex. Mary and Mark are sharing...),

If you type in : Mar* the result will be all documents that contain words starting
with Mar ( ex. Mark is available ..., For Mark we have..., Mary will be..., so that
Mary..., Mary, Mark and Ted...)

Advanced Search: The advanced search allows accessing documents

) with specifications and conditions limiting the search. This is particularly
interesting in cases where there exist a large number of pages containing the
word or phrase being searched.

More tipss

* At any moment you can come back
to the homepage by clicking on the R
banner at the top of the page. B sl odr o foes

Espace Projet Mayetic = Onine Tests » Test Headine

Page 1

I | wore sctions -

You also have a « path » showing you

age link et bordure

the structure and where you are Do I et W e
=) More actions »
Resuls 1 to 2 on 2 First | Previous | Next | Last ¢ Choose what you want to do easily with
O Tyee Tite Created (
O e s CONtEXtUal menus (left)
O | 7] Testmail-in and the news notification 08/06@(
Wiew
Resulls 1to 2on 2 Copy
Mave
Hide all responses
Delete
Print

CAPACITIES



Leaving the workspace

Do not forget to sign out before leaving

the workspace : mil INRA Transfe
Just click on “log out” ‘f] m Filiale de I'INRA

») Bienvenue interne-IT
o Info
a) Dutils de Communication

a9 Revues

o) Modéles

You have successfully signed out. To secure this browser
before others use it, you should also clear the browser
cache

Sign In

You need support, help?

Bénédicte Ferreira
INRA Transfert (IT)- France
Benedicte.Ferreira@paris.inra.fr

tel: +33 4 99 61 27 86

&




AQUAEXCEL**° Deliverable D9.1

Conclusion

This tool aims at facilitating communication and networking of the project partners, by pooling
documents and resources related to the project. The structure may evolve if needed. The
objective is that all partners actively use the internal communication portal, not only for
management reasons, but as a day-to-day means of working together on the project, and
see the progress.
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Glossary

AQUAEXCEL®*®®  AQUAculture Infrastructures for EXCELlence in European Fish
Research towards 2020

IT INRA Transfert

Ppt Powerpoint
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