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1 Overview

1.1 Benefits of using BSCW
BSCW supports asynchronous and synchronous cooperation with your partners over-the Inter
net, in your Intranetroin a network with your business partners (Extranet).

For asynchronougnonsimultaneous) cooperation, BSCW offeskared workspaceghat
groups of people can use to store, manage, jointly edit and share information (documents,
notes, URLS, tasks etc.).

The essential advantages:

o With a BSCW workspace, you may share information within a workgroungdepen
dent of the specific computer systems that the members use.

0 You do not need to install any software before using BSCW. You only need a standard
Web bravser.

0 You access BSCW workspaces, browse folders and download documents to your local
system just | i ke O6normal &6 Web pages.

o0 BSCW keeps you informed of all relevant events in a shared workspace.

0 You can upload documents to a shared workspace or create UBles, tasks etc.
using any standard Web browser.

For synchronougsimultaneous) cooperation, BSCW provides tools for
o planning and organizing meetings,

0 adhoc communication with partners, who are currently logged into a shared work
space and therefore dileely to be working on a common task.

1.2 Prerequisites for using BSCW

Requirements for using BSCW are minimal:
0 Toregister as a user of a BSCW server, you must hpeesanal email address

0 To access shared workspaees! to download documents to your local computer, you
need aWeb browsethat supports forms and basic authentication. Most browsers do
that, e.g. the current versions bficrosoft Internet Eplorer, Mozilla Firefox and
Appl eds Safari
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http://www.microsoft.com/windows/ie/downloads/
http://www.mozilla.org/products/firefox/
http://www.apple.com/safari/

o0 Thestandardvay toupload documents to a BSCW workspact use the buiin file
upload function of cuent Web browsrs In case of problems you may have to use
one of BSCWO6s u9bhBs@W uploas hetpets so n( 1§8paeg e

1.3 Additional information about BSCW

For additional information on BSCW visit the BSCW home pagip {/www.bscw.dé/ Here

you can find news about BSCW, atlof reference installations and projects as well as further
information about possible application areas and about questions of licensing BSCW. Under
the heading 6Supportd you find a Iist of fre
also lean how you can try out BSCW on a demo server.

1.4 BSCW at a glance

This section can only touch upon a small subset of BSCW functions. It is intended to give you
a first impression of what a BSCW workspace looks like.

Please bear in mind that the objects wesalibe and also the actions we discuss in the fol
lowing example of a workspace may not be available to you in some of your workspaces. This
may be due to, e.g.,

o the configuration of the BSCW server you use,

o the level of proficiency with BSCW that yoware chosen for yourself. At thgegin
nerleveli the default when you start using BSGWou will be offered fewer dmons
and objects at the interface than are shown beYmmu. may change your level of pro
ficiency as described ih.3.2fiLevels of proficiencg o n 58 a g e

1.4.1 The folder page

The basic concept of BSCW is therkspace which isi adopting Macintosh or Windows
terminologyi a folder

o for a specific group of registered users, represented by the grou ‘icevho can
0 read, edit, add, mownd delete objects in this shared folder.

As a registered user of a BSCW server you may be a member in an arbitrary number of work
spaces. You may create folders or other objects and share them as required by the tasks at
hand.

In its Webbased user ietface, BSCW presents the contents of a folder or workspace as the
central part of a page preceded by a header containing fugpmenus, buttons and action
shortcuts.

Figure 1l shows a folder page with examplelsthe objects that you can create and share in
BSCW. Please note that different icons are used to represent the different types oflabjects.
3.1fiThe Webbased user interfadbe o n 19 thegstucture of the folder page is explained
in detail.
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http://www.bscw.de/english/index.html

| File | Edit | View | Options | GoTo | Help |

£ 0 70H5B %D &

{7 Kreifelts » Mg-CBe » CeBIT |/} ¥ [Search pe

P8+ [=|& B D& M &G & 8 No Filter
[ ceBIT a total of 11 entries i
lcon Neme Action  Size  ShanNote RstinAdded by Events
; [ml=) “last year's booth v 156K a woetzel Y
This year we are in hall #3
s Iml] "Calendar CeBIT v 13 Kreifelts @ =
S ] K %---Pmduct description [1.3] v 560K a Kreifelts @
5 LS ' Schedule v 6 ruland @ ®r
" 1[G & ceBIT BSCW v 16 Kreifelts 7
: 94100 objects match the query. 16 are stored.
: v 2 Kreifelts e &
v 58 b (5] Kreifelts P
! 57K woetzel R
v 23K hinrichs
v 2 Ui ruland
v hinrichs
‘Contacts for CeBIT W 5 Kreifelts
‘Poll on BSCW's new features o 3 hinrichs

Status: iN progress &

Figure 1: Example folder page

1.4.2 Shared objects in aworkspace
Several clases of objects may be created and shared in a BSCW workspace:

(0]

O O 0O 0O 0O 0O o o o o o o o o

Document
Document under version control
Note

URL

Folder

Search folder
Calendar
Discussion forum
Blog

Email message
Template folder
Website folder
Document set
Project

Flow folder
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o Task
o Poll
o Contact list

Figurel shows instances of many of these object types. Each object is representeshtry an
showing the object name,@p-up action menilbutton, sone icons and additional data, as
shown in the following figure.

r Product description [1.3] ¥  SEOK Kreifelts 2008-12-2011:35

Figure 2: Representation of an object

Click the[ icon on the left to display thebo] e mfo page The following check box may
be Atickedod to select the object for some ac

The icon immediately left of the object name denotes the object type. If the object is-a docu
ment, the icon represents MIME type. If it is a search folder of 8/eb searchthe icon

informs about the search engine employed. If it is a note, the icon may represent a pragmatic
aspect picked bytheauthdro t he not e. BSCW6s object types
3.2fAShareable objeass on 23 ag e

Thenameof an object is the most gminent part of an object entry. Since BSCW is designed
to make sharing of information easier, it is very important to use descriptive object names
which will be understood by the other members of the workspace.

To the right of the object namihere is

0 apopup menu buttor- showing the actions applicable to the object. Please note that
different actions are possible for different types of objéatpire6 shows a few of the
action menu entries permitted far abject.

The action menu may also be invoked by a right mouse click anywhere on the object
entry (pressing the Ctrl key along with the right mouse click produces the original
browser menu, e.g. for ASave target aséeo)

Putting the cursor over the actiorenu icon displays often used actions (Change Pro
petties, Cut, Copy, Delete) as a horizontal iconized action menu.

BSCW displays additional information about the objeqgbesheling on object type and the
selected viewing preferences:

0 the size of the obrt:
o in case of a folder, the number of objects it contains,
o0 in case of a document or email message, the size in bytes, kilobytes tytaspa
0 zero, one or more of the following icons:
indicates that a folder is shared,
indicates that someone has s&ick for this object,
indicates that aote has been addé&ulthe object,

indicates how the document has been rated by one or more group members;
o the name of itereatorandowner,
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o0 date and time of the most recent modification;
0 zero, one or more icons indicajithat some of the following events have occurred:
indicates a new object,
~# indicateschanges of the object,
indicates that someone has read the object,

indicates recemmodifications in a suobject;

Please note that nearly all the icons in an object entry are clickable, i.e. you get marne: infor
tion on a group, a lock, a note, a rating etc. by clicking it.

1.4.3 Personal objects

In the upper righhand corner of the user interface you find a row of icons that give direct
access to a number of personal objects. These icons are available in each of your folders or
workspaces.

-] Your personal workspace or home folder is the folder that may only be accessed by
yourself and contains all your folders and all workspaces where you are a member.

J Your personal portafor BSCW can show the contents of important workspaces, an
overview of recent BSCW events and current appointments from your BSCW calendar. You
can also include external programs (e.g. news, weather forecast, maps).

&

The listing ofyour community workspacesntains all such workspaces with commu
nities where you are a member. Communities allow workspace access for large groups of
uses equipped with equal access rights, keeping performance independent of community
size; they also offer setfrganized platforms foraers with similar interests

|
-= | Theclipboardserves as an intermediate store when cutting and copying.

J Thetrashhelps to prevent unauthoed or unintentional deletion of objects. In BSCW,
an object can be irrevocably destroyetiogn f r om i ts owner ds trash

J The address books mainly used to invite new members to your workspaces and to
assign specific roles when necessary.

)@

I
/| Thebookmarkscontain your collected bookmarks and offer quick access to the objects

referred to by the bookmarks.

Thecalendahelps you manage youppointments.

J Thetask listcontains tasks you are tarcy out (includes proper tasks aihdw folders
see8 fiWorkflow Managemerit o n 1§7)a g e

— The briefcaseis used to synchronize BSCW documents with their counterparts on a
local computer.
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1.4.4 Actions on the current folder or workspace

Objects are created by performing actions on the current folder. Theppm@nus, that trig
ger these actions, are located in the $ection of the folder page. Below the pgpmenus
you findthe action shortcut b&or the most frequent of these actions.

File Edlit View Options

@ Z % 3

st ®

Figure 3: Top menu bar andction shortcut bar

New objects are added by selecting one of the file neewies from the top menu or by-se
lecting the respective action shortcut:

1 SelectFile New Document to upload a file from your local computer system to the
current BSCW folder or workspace.

1 Selectrile New and an object type from the lisffered (Workspacek-older, URL,
DiscussionForum Poll, Task,Search Foldeetc.)to create an object of the specified
type directly on the BSCW server.

ZZ-BSCW

Edit | View | Options | GoTo | Help |

) = I I =0
New /& Workspace i
——ee—————— ® = S

= [ [
Contents & Folder
[i]Info Website Folder
History # Document ¥ Search 2
¢5' Catchup Text Document
[ cventoptions & HTHML Document |
Document Events from Template & 2 | = No Filter
‘ % « Discussion Forum a total of 5 entries »
i Search /7 & URL Action Size Shan Creator Last Modified Events
i Logout Blog v 5 Kreifelts 2010-06-29 14:15 @"
| [ ]C ®'BSCW 4.5sta.  RSS Feed v 8 |/ paulsen 2010-06-29 1021 @° s

Figure 4: How to create a document

Most current Web browsers provide thendtionality required for file upload. If you use a
browser that doesnét, you have93iBSCWwamoad n e
helper® o n 1989a g e

Existing objects are moved around your workspaces using your clipboard:

1 SelectEdit Paste to add objects to the current folder that were transferred to your
clipboard bythe most recentopy or cut action. The clipboal objects may also have
been created via an archive, extract or convert action.

6 Overview
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1.4.5 Actions on selected objects

Directly above the list of objects m folder page you find theulti-selection toolbar This
toolbar listsicons ofactiors which can be appd to several selected objects. The names of
the actions are shown as tooltips when you move the cursor over the action icons.

v B2 =g KD &

Figure 5: Multi-selectiontoolbar

Objects are selected by ticking their check bol¥2and[! are shortcuts for selecting or-de
selecting all objects within a folder. You may, e.g., transfer the selected objects

i to your clipboard vidtl (or Edit cut), or
9 to your trash viga| (or Edit Delete ).

Objects transferred from a workspace to your clipboard or trash are no longer visible to the
other members of the workspace.

Some ations e.qg. rate;;;, mayonly be applied to objects of specific typdsdetailed intre
dudion to BSCW actions is given Bi3AAction®d o n 2P ag e

1.4.6 Actions on a particular object

In the middle ofeach object entry in the folder page you find an action buttdar opea-
tions to be applied to that particular objectshewn in the following figure.

The action menu may also be invoked by a right mousk algywhere on awbject entry
(pressing the Ctrl key along with the right mouse click produces the original browser menu,
e.g. for fASave target aséo).

Putting the cwsor over the action menu icon displays often used actions (Change Properties,
Cut, Copy, Delete) as a horizontal iconized action menu.

The configuration of the action menu depends on the object type: different actions are avail
able, e.g., for a URL, a fder or a document.

BSCW will not display action menu entries for actions that you may not perform on a specific
object. This may be due to the fact that t he
that your role with respect to the objectsoe 6t | et you perform the a
for access right management in BSCW. You may invite new workspace members assigning
roles to them, e. g. Oteacherdé or O6studentod,
define access profilend can be attached to any object in BSCW. A set oflpfmed roles

serves as a starting poitanager Member Associate membdicannotinvite other mem

bers)and Restricted membegreadonly access) are default rolesdefine your own roles at

will. Role assignments are inherited via the folder hierarchy and can be modified any time
(seed.6fAccess rightsandrolés on 7. a g e
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| Fle | Edit | View | Options GoTo  Help |

rd 7 e e Lo

{7} Kreifelts » Mg-CBe » CeBIT | /] . [Search e
M A= ld B D & No Filter
[ ceBIT a total of 11 entries %
lcon Neme v Size  ShanNote RatinAdded by Events
» [ e-calendarceBT i~ 13 Kreifelts y
L 1[G ©-ceBIT BSCW! > Open Kreifelts
| 94100 objects match the query. 16 are stored. Information 4
- [[|( ©-CeBIT review v Change 4 ruland
I |&h &-Contacts for CeBIT +New /e ROlTEr:
i ‘ é’FIyer N Sendio ‘| Kreifelts
[fot contents.xml -t Delete woetzel
" [1B  template.dm < “ Kreifelts
s last year's booth wpE IO T woetzel
A This year we are in hall #3
: b= message hinrichs ¥ 93K hinrichs
" [ (x] ~Poll on BSCW's new features v 3 hinrichs
| Status: in progress
; k- Product description [1.3] v 560K Kreifelts
- []%5 E-Schedule v 6 ruland
| ] -Web info v hinrichs

Figure6: The action menu for ealendar

1.5 Operating your own BSCW server

You may operate your own BSCW server as an extension of a suitable Web server running on
a Unix, Linux, or Windows (Vista2003, XP, 2000) platform.

The BSCW server software is distributed OybiTeam Software GmbH & Co. K@onn,
Germany, under licence from th&aunhoferinstitute for Applied Information Technology
(FIT).

You may download the BSCW server softwanéf://www.bscw.de/english/download.himl

and use it free of charge for a 90 day evaluation perititii®y with the 91st day, usage of
your own BSCW server requires a licence. The distribution of BSCW licences is handled by
OrbiTeam Software GmbH & Co. KG.

Schools and universities may apply for royalty free licences for educational purposes. Other
licensees have to pay a licence fee for use of BSCW beyond the evaluation period. Please
contactlicense@orbiteam.d# you need further information regarding the licensing proce
dure.

Acknowledgements

BSCW providessupport for HTML editing based on third party software that is integrated
with the BSCW software. Currently two different HTML editors are supported:
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o FCKEditor (ttp://www.fckeditor.nely which is Copyright © 2082005 Federico
Caldeira Knabben and iscensed under GNU Lesser General Public Licence (see
http://www.opensource.org/licenses/Idigense.phjp and

0 pinEdit (ttp://www.pintexx.comy which is Copyright © 2005 Pintexx GmbH and is
licensed under OEM licence.

Direct editing of BSCW documents with local editors and applications is based on the Zope
External Editor Client (Copyright © 2008 ThierBenita, JeaiNicolas Bes, atReal, Casey
Duncan and Zope Corporatiamtp://www.zope.org, which is licensed under the Zope Pub

lic License (ZPL).

For visualization of document event maps, BSCW uses the HyperGrdgtarso (see
http://hypergraph.sourceforge.newhich is licensed under GNU Lesser General Public Li
cence.

For a quicker document search, BSCW offers to integrate several servigesefong docu
mert contents

0 PyLucenelittp://pylucene.osafoundation.oyg/

o0 Microsoft Indexing Service
(http://msdn2.microsoft.com/eums/library/m$92199.aspx

0 Swish++ fittp://swishplusplus.sourceforge.net/

For visualization of time related objects in a Gantt chart like manner, BSCW integrates the
Timeline component of the SIMILE widgets déyged at the Massachusetts Institute of
Tecmology (ttp://www.similewidgets.org/timeling/ Timeline is open source software and

is licensed under the BSD licence.

For collaborative editing of Wepages, BSCW offers to integrate the MoinMoin wiki engine
(seehttp://moinmao.in), which is licensed under GNGeneral Public ldence.

Further, BSCW includes software developed by the Apache Software Foundation
(http://www.apache.oryy/

16 What 6s new i version 4.5

Appointment scheduling
An appointment schedulingelps in finding an agreeable date for a groupoap-
ment. The participants vote @everal date proposals. Paigants may be BSCW
users as well as other gens and are notified via email. The orgar determines the
final date of the appointment depending on the outcome of the voting and ali- parti
pants are informed about shilate (se&.2 iAppointment scheduling o n 14%Ha g e

Personalized votings
Votings like polls consist of a number of questions that tar be answered by the
participants. In contrast to polls, votings are not anonymous but by name, i.e. each
participant can see how the others have voted. Additionally, participants of a voting
may be arbitrary persons identified by their user name oil emdress, i.e. p#ci-
pants are not stricted to the member group of the workspace that contains the voting
(see7.3fPolls and votings o n 159a g e

Automatic versioning
Version control may imposed on whole folders and their subfolders, so that all docu
ments that are newly created and all existing documents that are edited or replaced are

Overview 9


http://www.fckeditor.net/
http://www.opensource.org/licenses/lgpl-license.php
http://www.pintexx.com/
http://www.zope.org/
http://hypergraph.sourceforge.net/
http://pylucene.osafoundation.org/
http://msdn2.microsoft.com/en-us/library/ms692199.aspx
http://swishplusplus.sourceforge.net/
http://www.simile-widgets.org/timeline/
http://moinmo.in/
http://www.apache.org/

autamatically put under version contr¢see5.3.7 fAutomatic versioning on page
108).

Personal portal
Your personal portalor BSCW is meant to be a personalized startingepar a quick
and direct acess to important information on your BSCW server and often used ex
nal applications. It can show the contents of important workspaces, aneovef
recent BSCW events and current appointments from your BSCW calendarcavio
also irclude external programs to show you the latest news or the current weather
forecast, to conect you to communication services or to let you find an address on a
map. You may also create portals for arbitrary workspaces4(8¢®ersonal portal
on pagebd).

Simple project management
Projectsand phases support project management through time planning and progress
control. Both types of objects are implemented as special folders, which may contain
further material. The time frame of a project is given by start ancpletion date.
Projects may be further split up in phases, which may be further divided into tasks.
The pragress of a project is aggregated from the lower levels, i.e. subtasks, tasks,
phases, to the top level, the project, and is indicated in the foldare@wveStart and
end of projects and tasks may be visualized as bar charts, which is also true for other
time-related objects (sek1fiTasks and projeads o n 163)a g e

RSSeeds
RSS feedgrovide abstracts of frequently updated matdead. news, blogs) on the
Web in a standardized format. In BSCW, RSS feed objects are special folders that
store the latest alracts of an RSS feed as RSS articles4sERiRSS feeds page
92.

Wiki integration
As a complement to using website folders to generate a sort of wikis inside BSCW,
the external MoinMoin wiki engine may be integrated into BSCW on the workspace
level. The &istence of a wiki is indicated by a link in the workspace banner. Follow
ing the link leads to the wiki with automatic authentication under the respective user
name (se&.5.8fIntegration & an external wiki engine o n 129a g e

PDF export
Listings of many container objects, i.e. objects that can contain other objects, may be
exported in PDF format for printing. Examples are foldersgussion forums, blogs
and comact lists (se®.3fExportingin PDI6 o n 199a g e

Various other developments and improvements
Revison of the user interfacdRedesign of icons and action forms, integrated search
field, tooltips for most interface objects, dynamic layout with automatic resize when
browser window is resized, right mouse click invocation of action menus, type
filtering in folder listings, direct mofication of sorting order, extension of genal
preferences, configurability of action shouts, viewing options per folder.
Task managementmproved notification, completely revised user interface, filtering
in tasklists, documents as data fields (8ckfiTasks and projeads o n 1Y)a g e
Extension of website folderBiltering by tags and authonsew templates, style sheet
support, simplified editing and preview function, print view for contributions, wiki
automatism for new contents, image upload &&dWebsite folders o n 1ld)a g e
MiscellaneousNew drop uploader, direct editing of arbitrary document types on the
BSCW server, alternative forms of login, direct creation of eshavorlspaces in the
home folder.
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2 Getting Started

The sections of this chapter describe in detail what to do before you start to use BSCW. Some
of these actions are essential, and others will make it easier for you to use B§OW
should read them all before using the system.

2.1 Registering as a BSCW user

Before starting to use BSCW, you have to register as a user of a BSCW server. Afteea simpl
authentication proceduseou ar e Oknowno t cegisteredusdBEasicdly,s er ver
you are identified by a combination of your

0 user name
0 passworcand
o email address

Using your user name and password, you can access your folders and workspaces from any
computer with Internet access and a suitable Web browser.

2.1.1 Starting the registration process

A BSCW server may or may not alloselfregistrationby prospective users. If a server has
not been configured for selégistration, then only the BSCW administrator can register new
users. The following description of thegistration process assumes that your BSCW server
does allow for selfegistration.

The key to your registration is your personal email address. A BSCW server will typically get
it
o from you when you open the regi sstpublct i on ¢
BSCW server this ibttp://public.bscw.de/pykand click [register first], or

o from an already registered user who invites you to cooperate with her or him in a
shared worksace

When the registration procedure has been initiated by the provision of your email address,
BSCW sends an email message to that address. This message contains a special URL which
you have to open in your Web browser.

Opening this URL brings up arm where you fill in your user name and password. This form
may be used onlgnce

Note: Read our recommendations regardusgr namesnd passwordsn the following two
sections beore enering user name and password. Yroaynot changeyour user name once
you are registered!
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After submission of the registration form, BSCW is ready for your firsinognder the user
name and password given.

2.1.2 Choosing your user name

Your user name serves as your public identity for the BSCW server. We recommend that you
use yourast namepossibly combined with your first name, as your user name.

The BSCW server requires user names to be unique. If your user isaalready used by
someone else on the server, BSCW will report an error in the registration procedure. In this
case, you have to modify your user name, e.g., by adding your first name or a number.

Note:For security reasons yaannot change your useame

2.1.3 Setting your password

In order to protect your information stored on the BSCW server, choose a sufficiently secure
password and change it regularly.

2.6 iManaging your passwobd o0 n 18&dasgribes how to change your passwamd how
to enter a new BSCW password if you have forgotten your old one and cannot access your
BSCW workspaces and folders amgre.

For security reasons concerning your local computer system, you should not use the same
password for BSCW as for your local computer.

Important: BSCW distinguishes between upper and lower case in user names and passwords.
It is, however, not posdibto register two user names that only differ in case.

2.2 Logging into your BSCW workspaces

As a registered user, you have to log into your BSCW server and identify yourself at the be
ginning of each session.

2.2.1 Starting a BSCW session
You start a session on a BSCW server

1 by opening the URL httpybur-bscwserverfbscw/bscw.cgi/ in order to access your
home folder, or

1 by directly accessing an object in one of your folders or workspaseyy a URL,
e.g., from your list of bookmarks or favourites.

For login and identification, you have to submit your user name and password. You may also
log in usingyour email addressistead of your user naméour BSCW server may also offer
alternatve ways of logging in (se¢1.2iAlternative methods of authentication o n 53 a g e

If you are directly accessing an object in a worksphy specifying its URL, BSCW will
immediately take you to the contents of this object. For instance, if somebody sends you the
URL of a folder, you will see this folder page immediately on logging in (provided you have
the necessary access rights).

After a longer period of inactivity, your BSCW session expires and you are requested to au
therticate again.
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2.2.2 First-time log-in

When you log into BSCW for the very first time, your home folder segiempty or

contains the one workspace to which you were invited. In the latter case you have at least one
concrete example how collaboration in BSCW looks like. But in the case of the empty home
folder you might ask yourself how you should start workinigp BSCW.

The simplest way of starting is to create a workspace of your own that you share with other
users:

1 SelectFile New Workspace from the top menu or click on th_=& in the action
shortcut bar. Enter name and an optional description ofetvenorkspace.

T Go to the O6Membersod section of the acti on
workspace:

T Select the OEnter email addresses or us
enter email addresses of people already registered on your B8GMf $you
probably wonot know their precise BSCW
invite to register with your BSCW server (if your server allows-ssdistration)
and hit [Add].

T Alternatively, choose the opteaammstriigSe ar c |
which is meant to be part of a user name. Select any candidates from the search
results and hit [Add] again. You can combine both methods of specifying mem
bers.

M Sel ect the role O6Member 6 for t he member
invitation text that will be added to invitation emails to be sent to members that
you have invited to register.

1 Hit [OK] to create the new workspace (for the time being, forget about the other
options offered in the action forntags autoversioning attribute$. If you have not
explicitly de-selected the respective check boxespmtact listand agroup calendar
will be created inside the new workspace for sharing appointments or contact informa
tion.

Open the new workspackad up some documenygeu want to share with the members of
the new workspacecreate a newliscussion forunwithin the workspace orall a meetingn
the workspacebs calendar.

For a more irdepth discussion of shared workspaces4sé@&Creating and managing shared
workspace8 0 n 63madd.®fiWorkspace membership o n 66 a g e

NoteeDondét confuse workspaces and communities.
most probably want to create a workspace and not a commQ@uaitymunitiesare meant to
accommodatevery largegroups of users with shared interests and have their specifte-limi

tions as far as access rights are concerned.

2.2.3 Closing a BSCW session
In order to close a BN session,

9 selectFile Logout in the top menu, which will present you with the publiclgess
ible welcome page of your BSCW servéidternatively, pressiiinii i at the
upper righthand corner of the BSCW interface.
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1 With some browsers, you are first agkto authenticate again. In this case, you must
authenticate with aemptypassword to actually close the BSCW session. Cancelling
the authentication at this point does not close your session with BSCW.

For some Web browsers the explicit log off cannetpoovided. In this case, you have to
close a BSCW session by terminating the Web browser program on your local computer.
Until log off or termination of the browser the access rights remain in effect that were granted
to you under your user name.

Note:If you share your computer with other people (e.g., in a public Internet cafe), do-not for
get tocloseyour BSCW session after you have finished working with BSCW.

2.2.4 Parallel BSCW sessions

You may have accounts on several B®Gervers, e.g. on a public BSCW server and on a
server at your organization. You may also have several different user names on the same
server. At any point in time, your Web browser can represelyt one user namen any

given BSCW server. Parallel sesss with different user names on one BSCW servenate
possible.

Most Web browsers, however, will allow you to have active sessions on several different
BSCW servers simultaneously under the same user name and password.

Note: A transfer of BSCW objestbetween different servers, on which you have active ses
sions in parallel, is possiblenly via your local computer as a physical relay stativour
clipboards on the different servers are not interconnected although their icons look identical.

2.3 Choosing the user interface language

The BSCW user interface language is a personal;defered option. It only affectgour

view of the information presented. As a default, BSCW automatically takes your preferred
Web browserdnguage as user interface language. You may select a different user interface
language in two different ways:

91 Adjust your preferred language in your browser. E.g., in Microsoft Internet Explorer
sel ect > Iitdrmetodptons> General> [ L a n g u a d then Jclioosea your
preferred language. Should the selection ofleges shown does not contain your
preferred language, use the [Add] button to add another language. Move it to the top
of the list by using [Move Up] or [Move Down].

1 Specify the user ietface language directly viaptions Preferences , where you can
also specify whether or not you want automatic language detection via the preferred
browser language.

You should adapt your user interface language when you start working with BSCww If y
change the preferred language of your browser in the middle of a BSCW session, it may
happen that BSCW does not show the new language at the user interface. In this case, close
all browser windows, start your browser again and log into BSCW. The neWB&GSsion

will use your new preferred language.

When you choose English as your user interface language, the online help will also be in
English; the same goes for German. All other user interface languages, however, do not have
their own online help andse the English version instead.
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2.4 Your personal profile

In BSCW, you have personal profile consisting of useful information about yourselfioh

ing full name, organization, address, telephone numbers, a photograph, links to add#ional in

formation on the Web, e.g. to a personal home page and the website of your organization,
your public key for document encryption and digital signatures and technical details of your

communication infrastructure making it easier for other users to get in touch with you.

The information that you enter into your personal profile is presentgdur personal info
page, which other users may look up, e.g. to make sure that the person they are about to invite
to their workspace under your user name is actually the person they mean.

In order to enter or update information in your personal profile
9 selectoptions Profile Change .

You may check the appearance of your current personal info page by
9 selectingOptions Profile Show .

The6 Change Per soomwhére yBur eatériorl update your personal profile has a
number ofsectonsgrouping the information contained in the personal profile:

o Personal Data
Communication
More Information
Picture

o O O O

Public Key

Personal data

Personal data about yourself comprise your full name, organization, phone numbers, home
page, postal address and emddress. The full name and organization given in your personal
profile wild.l al so be used in address book e
user entry. Such an entry will read, e.qg.

jhdoe (John H. Doe, Acme Corp.)

when full name and orgé&mation are given, while the same user without a full name in his
personal profile would be represented as

jhdoe <john.doe@dlabs.acme.com>

The O6Primary email addresso field is set to
messages to you, e.g. tthaily workspace activity reports. By default, this is the email address

under which you have registered with the BSCW server. If your email address has changed or

if you use additional email addresses, please enter the new address or the additiors&lsaddres
into the O0OAdd email addresso field. For eac
through aregistration process similar to your initial registration

When you have registered additional email addresses, yyuchoose one of them as your
primary email address via selection in the respective field. Please note that the sdrga+r con
ration may not allow every user to enter additional addresses and may confine admissible ad
dresses to certain email domains.
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