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1 Overview

1.1 Benefits of using BSCW

BSCW supports asynchmous and synchronous cooperation with your partners over the Inter
net, in your Intranet or in a network with your business partners (Extranet).

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

The essential advantages:

o With a BSCW workspace, you may share information within a workgrondepen
dent of the specific computeystems that the members use.

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

0 You access BSCW workspaces, browse folders and download documents to your local
system just |ike 6dnormal 6 Web pages.

o BSCW keepgou informed of all relevant events in a shared workspace.

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

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

o0 adhoc communication with partners, who are currently logged into a sharedpaoek
and therefore are likely to be working on a common task.

1.2 Prerequisites for using BSCW

Requirements for using BSC#e minimal:
o0 To register as a user of a BSCW server, you must hpeesanale-mail address

0 To access shared workspaces and to download documents to your local computer, you
need amodernWeb browsemith JavaScript and cookies activated. You can choos
from, e.g, the current versions @ o o g CheotnsMozilla Firefox Microsoft Intenet
Explorer, andEdge OperaandA p p | Saférigyou find the minimum requiraents for
browser versions i@.5AConfiguring your Web browser o n 1. a g e

o Thestandardvay toupload documents to a BSCW worksp&ctn use the buiin file
upload function of current Web broars In case of problems you may have to use one
of BSCWb&s upl 83biBSAVeuUplpad helpets sene23))a g e
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http://www.google.com/chrome
http://www.mozilla.org/products/firefox/
https://www.microsoft.com/en-us/download/internet-explorer.aspx
https://www.microsoft.com/en-us/download/internet-explorer.aspx
https://www.microsoft.com/en-us/windows/microsoft-edge
http://www.opera.com/
http://www.apple.com/safari

1.3 Additional information about BSCW

For additional information on BSCW visit the BSCW home péugp(//www.bscw.dgl Here

you can find news about BSCW, a list of reference installations and projects as walhas f
information about possible application areas and about questions of licensing BSCW. Under
the heading O6Supportd you find a |list of fre
also learn 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 we describe and also the actions we discusdamwthg fol
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 youveachosen for yourself. By default, new
users are aggned to thdxpertlevel, allowing all sorts of objects and actions. You may
have changed, howeveur level of prdiciency to a lower level (as deribed in3.8.2
fiLevels of proficiencg o0 n 64). &tghese lower levels, e.@eginner, you will be
offered fewer atons and objects at the interface than are shown below.

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: ‘icavho can
0 read, edit, add, nv@ and 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 interface, 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 1 shows afolder page with examples of the objects that you can create and share in
BSCW. Please note that different icons are used to represent the different types oflobjects.
3.1AThe Webbased user interfadbe 0 n 21pthegteucture of the folder page is explained in
detail.
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http://www.bscw.de/english/index.html

DoLLEEE"

{11 Workspaces of Kreifelts » Mg-CBe » CeBle ¥ Search 2
BB % =¢LBEDSEEESSES Sl @ Nofilter
I E) CeBIT a total of @ entries v
Icon Mame » Action  Sze  ShareMote RatiniCreator Events
I 0@ # calendar CeBIT M Kreifelts ¢
P O B3 5 CeBIT review ~ 2 & ruland
! 0 H- Contacts for CaBIT - 6 Kreifelts o
[0 &= ilast year's booth ¥ ek 7 posts ok
This year we are in hall #7
! [ “'message hinrichs e 23K hinrichs
] “Poll on BSCW's new features v 3 & hinrichs
Status: IN progress I
I ] &) - product description [L5] v 495K 7 Kreifelts o
Author: Appelt E
! B 5 = schedule A 7 ruland
NO@ “webinfo hd hinrichs

1.4.2

(0]

O O O 0O O 0O 0O o oo o o o o o o

Figure 1: Example folder page

Shared objects in a workspace
Several classes of objects may be created and shared in a BSCW workspace:

Document

Document under version control
Note

URL

Folder

Search folder

Calendar

Discussion forum

Blog

E-Mail message

Templatefolder

Website folder

Project/ Phase

Flow folder

Task

Poll/ Voting / Appointment scheduling
Contact list
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Figurel shows instances of many of these object types. Each object is representexhtoy an
showing the object name, mpup action menwutton,some icons and additional data, as
shown in the following figure.

&) - Product description [14] v 164K Kreifelts 1612.2011 13:37

Figure 2: Representation of an object

Clickthelli con on t he | ef tinfotpage The fellpMing check doxemaplde] ect 0
Atickedd to select the object for some actio

The icon immediately left of the object name denotes the object type. If the objectas-a do

ment, the icon represents file type. If it is a note, the icon may represent a pragmatic aspect
picked by the author of the note. BSEXW0s ob
fiShareable objeads o n 2& a g e

The nameof an object is the most prominent part of an object entry. Since BSCW is designed
to make sharing of information easier, it is venportant to use descriptive object names which
will be understood by thether members of the workspace. The names of documents and folders
underlierestrictionsconcerning the use of special charagtgos! are notified of violations.

To the right of the object namihere is

0 a popup menu buttorr showing the actions applicable to the object. Please note that
different actions are possible for different types of objd€tpire6 shows a few of the
action menu entries permitted for an object.

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
bowser menu, e.g. for fASave target aséo).

Putting the cursor over the action menu icon disptdiesrusedactions (Change P¥o
petties, Cut, Copy, Delete) as a horizontal iconized action menu.

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

o the size of the object:
o in case of a folder, the number of objects it contains,
o0 in case of a document emmail message, the size in bytes, kilobytes or rhgtss;
0 zero, one or more of the follong icons:
indicates that a folder is shared,
indicates that someone has sé&ick for this object,
indicates that aote has been addéalthe object,
indicates how the document has been rated by one or more group members;
o the name of itgreatorandowner;
o0 date and time of the most recent modification;
0 zero, one or more icons indicating that some of the following events have occurred:
indicates anew object,

# Iindicates changes of the object,
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indicates that someone has read the object,

indicates recent modifications in a sabject;

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

1.4.3 The personal objects

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

J Your personal portafor BSCW can show the contents of important workspaces, an
overview of recenBSCW events, current appointments from your BSCW calendar or your
BSCW microblog messages. Your portal is configured by yourself.

-] 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 miéydneclick

on the home folder icon in one of your other private objects, you retune farivate folder or
shared workspace that you visited last. Another click on the home folder icon brings you to the
home folder itself.

c

The listing ofyour community workspacentains all such workspaces with commu

nities where you are a member. Communities allow workspace access for large groups of users
equipped with equal access rights, keeping performance independent of community size; they
also offer selorganized platforms forsers with similar interest$he community workspaces

are also contained in your home folder.

|
Theclipboardserves as an intermediate store when cutting and copying.

J Thetrashhelps to prevent unauthorized or uniritenal deletion of objects. In BSCW,
an object can be irrevocably destroyedlon f r om it s owner 6s trash

]
d

—'| The address bools used to invite new members to your workspaces amdaimage
contacts

2

Thecalendathelps you manage your appointments.

J Thetask listcontains tasks you are tarcy out (includes proper taskkyw folders and
documents to be releasedsoseel2 iWorkflow Managemerit o n 20d)a g e

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

referred to by the bookmarks.

“ | The personal templatesnd contairtemplatedor oftenrusedobjects andnetadata pro
files that you have definenh addition to the standards supplied by thdesys
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— Thebriefcasds used to synchronize BSCW documents with their counterparts on a local
computer.

1.4.4 Actions on the current folder or workspace

Objects are created by performing actions on the current folder. Theppopenus, that trger
these actions, are located hettop section of the folder page. Below the-pppmenus you
find the action shortcut bdor the most frequent of these actions.

Y 1

File Edit View Options Golo Help

- FEEEEE

Figure 3: Top menu bar andction shortcut bar

New objects are added by selecting one of thenfdgu entries 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
curent BSCW folder or workspace.

The populanVeb browsers provide the functionality required for file uplo&gou

have to upload large documents or a great number of documents regularly, you should
consider using one of the BSCW upload helpers availabedftailss e e 13 . 5 ABSC
upl oad ompage2ds).s o

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

| File | Edit | View | Options

= EhobEEE™

Website Folder
Wiki

Mew

| |

Access

Change

oy v B

Test S D Tl ¥ Search >
P | Contents Text Document
- [i] info & HTML Document

PR AR NENEE N SISl © Nofitter

O Catch up Board a total of 9 entries

History from Template
el

Boardlist Action Size Share Note Ratind Creator Events
e 24 Kreifelts

Event Optiens

Document Events # Discussion Forum

h
Save Events * 1o 2 ruland

Figure 4: How to create a document

Existing objects are moved around your workspaces using your clipboard:
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1 Select Edit Paste to add objects to the current folder that were transferred to your
clipboard bythe most recentopy or cut action. The clipbard objects may also have
been created via an archive, extract or convert action.

1.4.5 Actions on selected objects

Directly above the list of objects in a folder page you findrthéti-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 ovactibe icons.

v B+ =& B D &
Figure 5: Multi-selectiontoolbar
Objects are selected by ticking their check boi¥:eind["! are shortcuts for selecting or-de
selecting all objects within a folder. You may, e.g., transfer the selected objects
1 to your clipboard vigh (or Edit cCut), or

1 to your trash vigal (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.g. rate:;;, mayonly be applied to objects of specific types. A detailed intro
dudion to BSCW actions is given Bi3fAction®d o n 33 a g e

1.4.6 Actions on a particular object

In the middle okach object entry in the folder page you find an action buttdor opeations
to be applied to that particular object, as showigure®.

Y A ¥
| File | Edit | View | Options | GoTo | Help |

Baovsacno | o T T

Workspaces of Kreifelts » Mg-CBe » CeBIT ¥ Search >
W R =gk @D & & =] @ NoFiiter
EJ CeBIT a total of 9@ entries v
lcon Namew Action  Size  ShareMNote RatingCrestor Events
1 @ ® Calendar CeBIT v 2 Kreifelts
[[1 [ = CeBIT review Open ruland
] B Contacts for CeBIT Information A Kreifelts
[ &= Jast year's booth T ostel
This year we are in hall #7 Mew | ' Appointment
[l “message hinrichs T hinrichs
[C1 X} - Ppoll on BSCW's new features I 5 hinrichs
Status in progress
A& - produc description [L5] Show Internet Address Kreifelts
Author Appelt 3 | Delete
[ 5 B Schedule more.., ruland

Figure 6: The action menu for ealendar
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The action menu may also be invoked by a right mousk alywhere on awbject entry
(pressing the Ctrl key along with the right mouse glickduces the original browser menu, e.g.
for ASave target aséo) .

Putting the cursoover the action menu icon displagenusedactions (Change Properties,
Cut, Copy, Delete) as a horizontal iconized action menu.

The configuration of the action medepends on the object type: different actions areablail
e.g., for a URL, a folder 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 the object tygesdm 6t al |l ow t hi s act |
t hat your role with respect to the object do
for access right management in BSCW. You may invite new workspace members assigning
roles to them,udemngt.d,0tiefacthleaHe orroléesst have be
define access profiles and can be attachedyoolject in BSCW. A set of pdefined roles

serves as a starting poiManager Member Associate membécannotinvite other merhers)
andRestriced membefreadonly access) are default rolegefine your own roles at will. Role
assignments are inherited via the folder hierarchy and can be modified any time2(see
fAccess rightsand roles o n 8@.a g e

1.5 Operating your own BSCW server

You may operate your own BSCW server as an extension of a suitable Web servey otnnin
a Unix, Linux, o Windows Serveplatform.

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

You may download the BSCW server softwanéf://www.bscw.de/english/download.hjmi
anduse it free of charge for a 90 day evaluation period. Starting 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 ribydree licences for educational purposes. Other
licensees have to pay a licence fee for use of BSCW beyond the evaluation period. Please
contactlicense @orbiteam.déyou need further information regarding tieensing procdure.

Acknowledgements

BSCW provides support for HTML editing based tive CKEditor (http://ckeditor.com/
Copyright © 2003201 1Frederico Knabbenwhich is integrated with the BSCW softwaliée
CKEditor is licensedunderthe GNU Lesser General Public Licence (see
http://www.opensource.org/licenses/Idigense.phjp
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(http://lwww.dynarch.com/projects/calendaiCopyright © 2002005 Mihai Bazon,

http://www.bazon.net/mishgand distributed under tt@eNU Lesser General Public License
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License Agreementitp://www.adobe.com/special/products/air/tools/sdk/¢ula/

Direct editing of BSCW documents with local editors and applications is based on the Zope
External Editor Client (Copyright © 2008 Thierry BemitJearNicolas Bes, atReal, Casey
Duncan and Zope Corporatidrttp://www.zope.org/ which is not part of the BSCW sofare,

but has to be installed by the user. The Zope client is licensed under th@uipd.icense
(ZPL).

For a quicker document search, BSCW supports the optional integration of the indexing service
PyLucene [ittp://lucene.apache.org/pylucend?yLucene is provided by the Apache Software
Foundation under the Apache License.

For the visualization of time related objects in a Gantt chart like manner, BSCW integrates the
Timeline component of the SIMILE widgets developed at the Massachuseitigénsf Tech

nology (ttp://www.similewidgets.org/timeling/ Timeline is open source software and is
licensed under the BSD licence.

For collaborative editing of Web pages, BSCW offersntegrate the MoinMoin wiki engine
(seehttp://moinmao.inJ, which is licensed under GNGeneral Public ldence.

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

16 What 6s new IR version 5.1

Revision of the BSCW search
The BSCW search function has been completely re\asedsimplified There is now
only one singlemuchmore comfortablesearch formwhere you easily caentercom
plex queries. Queries to the Google search engine are no Ilsngported(see3.7
fiSearch o n 58.age

Content view of folders and document preview .
The standard details view on folders has been extendedéy eontent view which
may be activated alternatively. The content view offers more informatidhe cotent
of an object entry, e.g., for documents a preview and abstract if available, factson
and user objects a photograph if available and for folders the names @ibjéots
contained Also, BSCW can display a preview of documents, wiyimth may have en
larged at willi just position your cursor over the object type icon of a document (see
3.8.4fiViews on folder6 o n 68.a g e

Userdefined metadata
Metadata attributesf an objectare summarized in a mekaa profile. Metadata attri
butes have a name and a dgfee (such atext or date) and can be structured into groups
within a profile. For maosof the existing object types in BSC{8uch as Folder or
Document)there are predefined system profiles. You may create your owrlaneta
profiles on the basis of the given system profiles and store these profilestier fuse
in templatefolders (se 3.9.1fiMetadata profiles o n 7. a g e

Simplified User Interface
The new simplified user interface allowsasy access to the most basic features of
BSCW and is offered to users who only sporadically log into BSCW. The simplified
user interfaces restricted to essential functions like rgation, creation and deletion
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of documents and folders as well as skarg (seer.3 iiSimplified User Interface o0 n
pagel26).

Microblogging

The new ntroblogging componentin BSCW supports the exchange of short text
messagg which are diplayed in chronological ordem BSCW, also events are-in
cluded into microblogging. Microblogs may be focused on single users, members of a
workspace or the whole sial network, i.e. the usergith whom one is in contact via
shared workspaces (s fiMicrobloggingd o n 10)a g e

Document review

Document review is to be used in the production of documents that have to meet a cer
tain quality standard. After editing a document is reviewed by one or more persons re

sponsible and is eventually released or rejected. In BSCW, document review can be
defined for single documents or entire folders by dyew the different review steps

and the persons responsible. (8e8fiDocument review o0 n 228a g e

Further changes and enhancements

The navigational action shortcuD that lets you browse your workspaces is now
always accessible since it remains on the same spot of the browser window, even if the
window is scolled (se€3.1iThe Webbased user interfabe o n 21p.a g e

Theonline statusas been extended in such a wegt users may indicate in their online

status that they do not want to be disturbed @sééOnline status display on page

165).

Some BSCW functions have bedropped The Document Generatofbecause it is
superseded by the improved website folders), @élent monitor(because similar
functionality is offered by the event vgdts in portals and on the desktop) and the
BSCW désktop client(because many other convenient options exist for uploading
documents) (sek3.5ABSCW upload helpetsoon page237). Theuser interface witbut
JavaScriptd o e s n 6 t derm asertintenface requirements and is therefore no longer
offered, i.e. usage of BSCW requires the activation of JavaScript irbyowser (also
see3.8.1 iStyle sheets o0 n 64).drgaddition, theoptional extensions for the
visualization of document eventand of the relations b&een workspaces and users
(workspace mapshave been omitted for technical seas
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2 Getting Started

The sections of this chapter describe in detail what to do before you start to use B&GeV
of these actions are essential, and others will make it easier for you to useiB@oOWwhould
read them all before using the system.

2.1 Registering as a BSCW user

Before starting to use BSCW, you havebtregisteedas a user ofjour BSCW server. After
a simpk authentication procedureou ar e Oknownod t gegistdied usBrSCW s ¢
Basically, you are identified by a combination of your

0 user name
0 passwordand
0 e-mail 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 Registering as a new user

The configuration of a BSCW server determines whether and how one can register as a user.
There are the following possibilities:

0 Selfregistration is allowed for everyone.

0 Selfregistration is not allowed, but all or certain users nmste other persons to
register via their enail address.

0 Selfregistration is not allowed, only the BSCW administrator can set up new users.
When registering yourself you proceed as follows.

1 Open thehomepage of your BSCW servée.g.http:/our-bscwserverfpuly) and click
[Register] in order to register with yourneail address and eventually some more
personal iformation required (name, organization, telephone number).

1 BSCW sends an-enail message to theddresgyiven. This message containspecial
URL which you have to open in your Web browser.

1 Opening this URL brings up a form where you fill in your user name and pass$word.
security reasongou may open the URbnly once

1 After having submitted the registration form you can log in to your BSCW server using
the user name and password chosen.

Getting Started 11



When you arenvited to a workspacef a BSCW server by a user who is already a registered
user of tis BSCW server, you will receive ameail message from this BSCW server and you
proceed as above starting with step 2.

When you are registered by the BSCW administrator you will receive your user name and
password from the administrator. You aarange the passwartut you cannot change your
user name.

Choosing your user name

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

Note: By default, BSCW does not distinguish between upperlawer-caseletters in user
names

The BSCW server requires user names to be unique. If your user name is already used by
someone sk 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 reasongou cannot change your user name

Setting your password

In order to protect your information stored on the BSCW server, choose a sufficiently secure
password and change it regulaifar security reasons concerning your local computeesys
you should not use the same password for BSCW as for your local tarmpu

After submission of the registration formSBW is ready for your first lag usingthe user
name and passwouthosen

2.1.2 Changing your password
You can change your password whenever you want.
1 SelectOptions Change Password in order to enter your new password.

1 Fillintheé Ch ange Roarsandelick [@K]. Now you are asked anthentcate
with the new password.

2.1.3 Forgot your password?

If you have forgotten your password, you cannot access your BSCW workspaces aily more
and, of course, you cannot change your password as desabivesl

For exactly this case of emergency, BSCW provides a specific pnecénllassign a new
password without having to provide the old one:

T Open the registration page of your BSCW s
https://public.bscw.de/pgb and cl i ck thedRPionknfibodgot tp.
new password. Alsdhe normal login form has this link.

1 Inthe following action form, eer one of the-mail addresses which BSCW halseady
associated with your user nanfe.g. your primarye-mail address) andonfirm with
[OK].

1 BSCW will thensend a message tioe email addresgiven which contains the URL
of a form that allows you teeta new passwortbr yourself
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2.1.4 Registering an additional e-mail address

If you have several-enail addresses, which you use in different contexts, e.g. fondssand

private contacts, it may sometimes happen that you &szlaga email to register again on

your BSCW server, because someone has invited you to a workspace. This is the case when
some other user invites you to a workspace using one of ymail@ddresses different from

the one under which you are registeocgdyour BSCW server.

In this caseyou have two alternatives: you may register under a new user name which you
want to use in conjunction with thisreail address, or you may register thimail address as

an additional email address of your existingersaccount. In the latter case, your BSCWeer

will be able to associate your differentr&il addresses with your user name when you are
invited using one of your registereeh®il addresses.

When you receive such a registration messagpeat theagistration procedurdf you want to

register the new-enail address under your existing user name as an additional adesg,

the same user name and password under which you are already registered. BSCW will send the
URL of a form to your additical e-mail address. In this form you may confirm that you indeed
want to register this-mail address for your user name.

You may also register additionalneail addresses under your user name, without having re
ceived an invitation.

9 Select options Profile Change and enter an additionatreail address into the field
6 Ad-dael address6 of the O6Personal Dat ad s

Subsequently, you have to undergo the same shortened registration procedure as described
above in order to enseithat the association of your user name with the nevaieaddress is
indeed valid. You may repeat this process for furtherad addresses.

The registration of furthez-mail addresses makes sense if you expect to be invited to BSCW
workspaces undehése addresses or if you wantufgload documents viamail from these
addresses. In these cases, BSCW will be able to correctly associate your user name with any of
these addresses.

Regardless of the registration of sedary e-mail addresses, BSCW will whys use your
primary e-mail addressto sende-mail messages to you, e.g. your perioeimail reporton
workspace activityThis email address is also shown on your user info page.

If you have registered severahwil addresses, you may change your primamyad address

1 by choosingoptions Profle Change and selecting the addredssired from th&rop-
downl i st O6-mai mamdydeessd in the OPersonal D:

All your e-mail addresses registered are also shown wymnselectOptions Profile Show .
Scroll downMaiol thedfesesdsd&ttached in the se
users see only your primaryneail address when looking at your user info page

215 Destroying oneds own user account

With some BSCW servers that allow sedfjistration you may be able to also destroy your own
user account when you no longer want tothseBSCW server. By default, this feature is not
enabled. Note that this actioniiseversibleand also destroys all data on the server that only
you yourself have access to.

9 Selectoptions Destroy Account in the top menu bar.

1 Enter your passworatconfirm destroying your user account and hit [OK].
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Note: This action has to be enabled by your BSCW administrator. By default, it isataedn

2.2 Logging into your BSCW workspaces

As a registered user, you have to logaryour 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-bscwserverbscw/bscw.cgi/, or

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

Note: With recent installations, the address of your BSCW server is by default
http:/ijour-bscwserversedbscw.cgil Your BSCW administrator may, however, have chosen
an altogether different scheme.

For logn and identification, you have to submit your user name and password. You may also
log in usingyour e-mail addressnstead of your user naméour BSCW server may alsdfer
alternative ways of logging in (s€e2.5Alternative methods of authenticaton o n 1. a g e

If you are drectly accessing an object in a workspace by 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 (providechgwe

the necessary access right3)herwise, you will beshown your personal portal by default.

After a longer period of inactivity, your BSCW session expires and you are requested to au
therticate again.

2.2.2 Firsttime login

When you log in to BSCW for the very first time, your personal portal contains a lot of widgets
(e.g. your home folder, address book, personal calendar, microblog), but these widgets may
show very few or no entries at all. tase you have been invited to a workspace, you have at
least one caerete example how collaboration in BSCW looks like. But if not, your home folder
(AWor k s poarcsemnanmm®f) 1s empty and you might ask
with BSCW.

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

f SelectFile New Workspace from the top menu or click on th_ =& in the action
shortcut bar . I n the section o6General d
description of the new workspace. The names of documents and folders underlie
restrictionsconcerning the usd epecial characters; you are notified of violatiofags
are freely chosen keywords under which you or other users may find the workspace.

T I'n the secti on 06 Ge n etenaplatéfor hesubfolder structute oft h e r
the new workspace. Such templates may be available for your BSCW server. For a first
time, you may |l eave it at oO6no templ ateb.
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Finally, you may have certain shared objects automatically generated for the new
workspae: aworkspace portalgroup calendaracontact list afolder for upload per
e-mail, atemplate foldeand a workspaespecific trash. Make your choice by chexk

or unchecking the respective chdatxes.

Note: The workspacespecific trastreceives all objects deleted by the members of the
workspace. Only the workspace manager and théoecrean undelete or finally destroy
objects in the workspace trash. The trash itself cannot be deleted after creation.

M Go to the O6Membersé section of t he action
workspace:

T Sel ect t-imadl addrésees esue re n a me s 6 dropmowinmenu, o f t h
enter email addresses of people already registered on your BSCW server (you
probably wonodt know their precise BSCW
invite to register with your BSCW server (if you are authexiro invite new users
or your server allows setkgistration) and hit [Add].

T Alternatively, choose the option 6Searcl
which is meant to be part of a user name. Select any candidates from the search
results and ih[Add] again. You can combine both methods of specifying e

T Select the desired role, e.g. OMember o,
an optional invitation text that will be added to invitatioimails to be sent to
members that you ke invited to register.

T The s e@tumennRevie&d aAummatbc Versionng ar e abou-t defi
view process and automatic versioning for the documents of the new workspaet. For
about these sections for the time being, you can come back to these subjects later.

1 Hit [OK] to create the new workspace.

Open the new workspadead up some documengsu want to share with the members of the
new workspace, create a netiscussion forunwithin the workspace otall a meetingn the
wor kspaceobds calendar.

For a more irdepth discussion of shared workspaces4dsgééCreating and managing shared
workspace8 o n 7 age

NotecDondét confuse workspaces and communities.
most probably want to create a workspace and not a commQ@uitgmunitiesare meant to
accommodateery largegroups of users with sharedenests and have their specific liations

as far as access rights are concerned.

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

1 select File Logout in the top menuAlternatively, pressiiiisi i at the upper
right-hand corner of the BSCW interface.

1 Before actually closing down your session, BSCW deletes any private data that might
have been stored in your brows8uch data are, e.g. backup copieshef integrated
HTML editoror locally cachednicrobloggingmessagesSubsequentlyou arepresent
edwith the publicly aces#ble welcome page of your BSCW server
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Note: Should an error occur during the removal of private data, you are notified and

have to delete these data from the local storage of your browser yourself. [Eomé/in

browsers use the key combination €3Hift-Del to invoke a dialog for deting the

browsing history, check the website data option (with Firefox check the cookies option)

and proceed to delete these data. I n Saf a
all website datad and hit [ Reset].

1 With some browsers, you are asked to auibate agairbefore you can log outn this
case, you must authenticate witheaimptypassword to actually close the BSCW session.
Cancelling the authentication at this point does not close your session with BSCW.

For some V&b browsers the explicit logboannot be provided. In this case, you have to close

a BSCW session by terminating the Web browser program on your local computer.dodntil lo

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), dogsat for
to closeyour BSCW session after you have finished working with BSCW.

2.2.4 Parallel BSCW sessions

You may have accounts opveral BSCW servers, 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 repressty one user naman any given BSCW

server. Pallel sessions with different user names on one BSCW servaogpessible.

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 BECW objects between different servers, on which you have actsieses
in parallel, is possiblenly via your local computer as a physical relay statiaur clipboards
on the different servers are not interconnected although their icons look ilentica

2.2.5 Alternative methods of authentication

The default method of authentication for BSCW servers is the staddard s i ¢ aut hent i
scheme of most Web browsarsing user name and password. Thithod of authentication

is comparatively insecure: when BSCW server traffic is intercepted, user name and password
may be revealed to third parties.

The situation can be improved by encrypting the BSCW server traffic. Indeed, your BSCW
server may be opated using HTTPS (a combination of HTTP and a cryptographic transport
protocol) for communication between your browser and the BSCW sésleryour adminis

trator about this possibility if not already in operation (in this case your BSCW server address
starts with https:// instead of with http://).

Your BSCW server may also be configured to allow for other methods of authentication, most
notably methods that care lused across a variety of Web services without the necessity to
memorize different user names and passwords for each service or even to authenticate again
and again when switching services-¢sled). Alternative methods of auth&ation available

for your BSCW server are offered to you on the same page that is shown when logging into
BSCW.

An example of a single sigon process i©penliDwhere authentication is done via specific
identification services (known as OpenID providers) where you mainta®panID identity.
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Wherever you see the OpenlID ic 1 on the login page, you may log into your BSCW server
entering the URL of your OpenID provider.

1 Enter the URL of your OpenlID provider into the respective field of the BSCW login
page. You may obtain a@penlID identity from one of the many OpenID providers.
E.g., users with a Google account may log into BSCW using the fatljpWRL
https://www.google.com/accounts/o8/id

1 You will then be prompted by your OpenID provider to authenticate yourself.-After
wards you are logged into BSCW.

The main advantage of this method is that you now do not have to authenticate again with other
OpeniDenabled websites. More details are to be fouridtpt/openid.net/

2.3 Choosing the user interface language

The BSCW user interface language is a personakdefared option. It only affectgour view

of the information presentedhen you are registered asew user, BSC\Wutamatically takes
your preferred Web browser language yasir user interface language. You may select a
differentlanguage

1 by choosing Options Preferences in the top menu and pick your favourite language
from the O6L3gmMgueegas (iBdSGWe 6 General 6 tab

When you choose English as your user interface language, the online help will also be in
English; the same goes f@erman. All other user interface languages, however, do not have
their own online help andse the English version instead.

2.4 Your personal profile

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

full name, organization, address, telephone numbers, a photograph, links to additarnal in
mation on the Web,.g. to a personal home page ane Website of your organization as well
as yourcontact details irsocial networks and instant messaging seruicaking it easier for
other users to get in touch with you.

The information that you enter into your persopadfile is presented in your 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 informationyiour 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 sgoomwhére yBu eotérion update your personal prdihs a
number ofsectionggrouping the information contained in the personal profile:

o Personal Data
o Communication
o Time Zore

o Picture
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Personal data

Personal data about yourself comprise your full name, organization, phone numbers, home
page, postal address amthail address. The full name and organization giveyour personal
profile will also be used in address book en
entry. Such an entry will read, e.g.

jhdoe (John H. Doe, Acme Corp.)

when full name and organization are given, while the same useyutvighfull name in his
personal profile would be represented as

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

You may add tags and a description to your personal data, which are shown as part-of the de
scription of your entry on membersdé pages.

The OPemaiteddy ess 6 f i eelndiladdeess shattBSCWouses foresending
mesages to you, e.g. tiperiodice-mail reportson workspace activity. By default, this is the

e-mail address under which you have registered with the BSCW server. [éyoail addess

has changed or if you use additiomainail addresses, please enter the new address or the
additional addempaladdreaso fhel dAdBor each of
you will have to go through iegistration process similar to your initial registration

When you have registered additiomamalil addresses, you may choose one of them as your
primarye-mail address via selection in the respective field. Please note that the sefvgu-con
ration may not allow every user to enter additional addresses and may confine admissible ad
dresses to certammail domains.

Communication

Here, you may enter informati@mablingotherusers to get in touch with you in socialwetks
or viainstant messagg servicesTo add a social network or instant reagng service to your
personal profile,

1 select an entry from thdrop-downlist offered and press the [+ Add] button.

1 With social networksgive the URL under which you may be reached in the particula
network. Possibly augment the description of the network.

1 With instant messaging servigespecify user number or user identification. Instant
mesaging services allow retime communication between two or more userdjzitig
plain text messagespice or even video telephony. Click tk& buttons to learn more
about services that you do not know yet.

1 In order to remove a social network or instant messaging service from your personal
profile, click its & button.

The contact data entered willbesho under 6éContact detailsé on
to be used by other users wanting to get in contact with you.

Time Zone

Here you may select your local time zone. the time zone where you are currently located.
All temporal information preseed at the BSCW interface, e.g. the time of events, is adjusted
to this personal setting. The default value for the time zone is the time zone of your BSCW
server.

If you chooseino time zone selectéds your time zongjou mayspecify your local timgone
in the OHourdéd and OMinuted fi el daheryisedlisue i n
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rounded to one of these valje®Vith other time zone selections, any input in these fields is
ignored.

You may also choose your preferred date formaichvis then again used for the display of all
dates at your BSCW user interface.
Picture

This section shows a picture of yourself that is showyoam personal info pager along with
your messages in microblogs. If such a picture does not yet yxistay add one to your
personal profile.

T Choose 6Upload picture from exterlhRRUO6 webs
field that points to such an image on the Web

or

T choose O6Upl oad pi c tUserthe [Bfowse.n buttoofthe® logd ut er 6 .
filed field tToeupoadedpiciurefile ishstorednithe systeneance
access rights are set in such a way that all registered users may tiskpature

In the same way you can replace an existing picture of yourselféyualso delete such a
picture using the button [Delete picture] below the picture.

2.5 Configuring your Web browser

Before using the BSCW server, please checkusion andconfiguration ofyour Web
browser.

1 The use of BSCW requires a current version of one of the popular browsers. BSCW
works best with one of the following browser versions:

Chrome 1%,
Edge
Firefox 24+,

Internet Explorer 9,

o O O O O

Opera 15+.
o Safari 6,

1 The browser should always contact the BSCW server before using pages from its cache.
This should work fine with current versions of most browsers. If you have doubts in this
respect (changes you made are not shown in BSCW pages), you should check your

browser configurationln Microsoft Internet Explorer e . g . , c>himeosnete A T o C
Options> Generab> Browsing History [Settings} Temporary Internet Files Every
ti me | visit the webpageo. The exact pr o

browser and browser version.

1 Make sure that the clock on your computer is set correctly. Otherwise synchronization
between the BSCW server and pages in your locakcaihnot work correctly.

1 BSCW makes use dfavaScriptDojo and cookiesIn order tohave BSCW function
properly, your Web browser has to be dgured so thaJavaScript is activated and
cookies are accepteBSCW cookies are used exclusively farthentication purposes
and are valid for a BSCW session.

Most modern browsers like the ones listed above support Dojo. If your browser does
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not support Dojo, you Wibe warned and BSCW switches into a fidojo mode. In

this case, some BSCW features will not work (e.g. the graphical navigator or the new
search form), or will work di€rently (e.g. text fields and selection lists instead of more
comfortable widgets).

T When wusing I nternet Explorer you shoul d
(di sabl e o>dnternet Optidin> Advansed> Browsing > Show friendy

HTTP error messageso). Ot shppresampsrtantetrart er n et
messages.

The following BSCW extensions are implemented as Java applets:

o0 Document uploadesnd drag & drop uploadérupload helpergor convenient file up
load,

0 Briefcasel a tool that synchronize8SCW objects with your locdile system,

o Outlook synchronizatioin a tool that synchronizes BSCW contact lists and calendars
with your local Outlook data.

If you want to install and use any of these extensions, yourbietser must be configedto

run Java applets which are installed locally. How these options are set in your browser, varies
bet ween platforms and br owser s. Pl ease con:
information.

As long as the documents that ydownload from your workspaces can be displayed by your
Web browser (with the help of any phirgs you may have installed), you do not need to change
your browserés configuration in order to use

If, however, you want to exchangecuments in propriaty formats(e.g. WordPerfect, Eel,

Photoshop, etc.) with other members of your workspaces, you should tailor figei@ion

of your browser as follows. All files that BSCW sends to your browser carry an exiicit

type. Instruct your browsenotlink thefile types relevant to you to a certain action, e.g., by

starting a program that opens and displays the file just transferred. How you proceed to this
effect varies between platforms and browsers
information.

If you do not configure your Web browser in the way indicated, the download of files, that
cannot be handled, will produce a prompt asking you which program to use. More recent
browser versions will usually allow you to establish a link betvibefile type of the present

file and the program to be used 6on the flyo
the samdile type.
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3 Basic Concepts and
Functions

This chapter describes the basic concepts and functions of BSCW, that will help you start
cooperating with other users in shared workspaces.

Some details that we describe below may not be available to you in some of your workspaces
or may work differently This may be due to one or more of the following reasons:

1 The role you are assigned to (possibly resulting in reduced access rights).

1 The level of proficiency with BSCW that youvechosen for yourself. By default, new
users are assigned to tBepertlevel, allowing all sorts of objects and actions. You may
have changed, howevemur level of prdiciency to a lower level (as deribed in3.8.2
fLevels of proficencyd o0 n 64). atghese lower levels, e.@eginner, you will be
offered fewer atons and objects at the interface than are shown below.

1 The configuration of your BSCW server that may not all@ntan functions.

3.1 The Web-based user interface

BSCW manages two basic types of objects:
o Obijects that do not contain other objects:

0 document

note

widget (of a portal)

URL

appointment

blog entry

poll

contact

O O O O O O o o

user
o Obijects that may contain other objects:
o folder
0 search folder
o portal
o calendar
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discussion forum
blog

e-mail message
template folder
website folder
project

phasgof a project)
task

flow folder

contact list
member group (of a workspace)
community
address book
clipboard

0O O 0O O O 0O 0O o oo o o o o o

trash

In its Webbased user interface, BSCW displays the contents of container objects in pages that
share a common basic structure and functionality. The page of a folder may be taken as a model
of these pages.

The HTML pages offolders discussion forumsr personal objects like the address book, the
clipboard, etc. all have a twgart structure consisting of

o a header and
o alist of entries (the body).

The following sections describe the general structure and functipo&buch pages using the
folder page as an examplote that the contents of portals and calendars are displayed dif
ferently.

The folder pages will automatically adapt to the width you choose for the browser window, so
that essential functions are k#tcessible with a narrow browser window.

3.1.1 Header
Figure7 shows the elements of the header section of a folder page.
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Figure 7: Header elements

The header section of alfler pagé like the header section of a calendar page, of an address
book page, etd. has the following elements.

Thetop menu bar

-BSCW

’ File \ Edit | View ’ Options ’ GoTo ’ Help ]

contains the menus for creating and manipulating objects within the folder (adtaralen
discussion forumetc.).Detals aregivenin 3.3fActionsd0 o n 33 ag e

Thelogout button

—

closes your BSCW session.
Theaction shortcubar

Bosunno

consiss of frequently used actions like creating objects, e.g., documents, subfolders or
discussion forumsinitiating a search or getting more information about the current
folder.

The first action shortcE lets you browse your workspaces; clickiog the icon
opens a window representing your complete wpake hierarchy. This icon is always
accessible since it remains on the same spot of the browskwyisven if the widow

is scrolled. For a quick access to a certain workspace, browse ywspaces and click
on the workpace to open it in BSCW.

Theinstant access bar

dE[AEREEE

gives access to personal objects like your home folder, clipboard, trash, address book
and calendarThe instant access bar may disappear if the browser window gets too
narrow for its display.

Basic Concepts and Functions 23



Thenavigation bar

Workspaces of Kreifelts » Mg-CBe » CeBIT ¥ Search

specifies the location of the current object in your folder hieraashg path from your

home folder to this very objecl:! Workspaces ofjour-username / active wodpaces
The names in the directory path &inksto the respective folder pages.

A search fieldis integrated into the navigation bar that lets you directly search your

workspaces (Agqguick searcho). Type yoeur sear
The results will be psented in a temporargarch folder with the location of the objects

found in their dscription. In order to return to your previous worksp in the

instant accessal.

The standard sear¢Hilo ill look for all objects in the current folder where the search
terms appear in the name, the content, the description tagherou may also select

a different type of search from tldeop-down menu appearing when y@oint to the
triangle ~ preceding the search fieldame tagsor documentsA name search looks

for all objects in the current folder where the search terms appear in the name, a tag
search looks for all objects where the search terms appear in thartdgsdoument

search looks for all documents that contain the search terms.

Further details on searching in BSCW are give®.#fiSearcb o n 58 a g e

Thebanner

- ]
ExamEIe banner for an EZW source file folder

is empty by default; a banner consisting of text and graphics may be inserted individu
ally for each folder, if so desired €8.8.5fiBanners o n 71p.a g e

The multi-selection toolbar
v B+ =& hED & & BI=] ® NoFiter
offers buttons for
1 selecting¥l or deselecting | all entries in the current page;

1 enabling=- or disabling= the display of subfolders, when the optiofew Fold-
out is active;

=

applying the actions listed to tljects selected (checkarked),

=

toggling between details and content view and

=a

filtering the object entries to be shown.
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Thecontext menu

W R+ =& 0 &0 & & El=] @ NoFilter
[ ceBm atQhat ~F A mmbeins -
Icon Mame w Action Size Share Mote Ratin Creator Open
@ B Calendar CeBIT - 24 Kreifelts Information -
5 © CeBIT review A 2 ruland Change 4
E-Contacts for CeBIT - 6 Kreifelts New ‘
B last year's booth ¥ 158K + Invite Member Access ;
I i -3
: This year we are in hall #7 Add Role Send to >
E message hinrichs 23K '_r} hinnichs Link y
“Poll on BSCW's new features v 3 ¥ hinrichs Show Internet Address
Stztus in Progress .
@ - : X cut
“Product description [1.5] v 495K Kreifelts o
. =+ Move
Author Appelt
(7 ESchedule M 7 ruland L Copy
\(5" “"Web info bt hinrichs MOore..,

(an action button- at the lower righthand corner of the header section of the folder
page) offers all actions that are applicable to the current follthercontextmenu may

also be invoked by a right mouse click anywhere ortitleepart of the folderisting
(pressing the Ctrl key along with the right mouse click produces the original browser
menu, e.g. for ASave target aseéeo).

Putting thecursorover thecontextmenu icon diglays oftenusedactions (Chage
Properties, Cut, Copyas a horizontal icaped cortext menu.

=E] @ NoFilter

a total o

3.1.2 List of entries

The body of a folder page, search result page, etc. consists of a list of entries, eachirgpresent
an object contaied in the folder, search foldetc. A folder page is by default displayed in the
details viewwhere arobject entrynormally consists of the following elements:

0 Information icon

Check lox for selecting the object
Objecttypeicon

Name of the object

o O O O

Action menu button- giving acces to actions that may be performed on the object
represented by the entriyutting thecursorover theactionmenu icon diglaysoften

usedactions (Chage Properties, Cut, Copy, Delgtas a horizontal iconizedction
menu

o Sizeof an entry is indicatenh bytes,in case of a foldein number of objects caained

o This may be followed by @ns leading to atitional information, e.g., in a folder page
a me mb e i/ swil takecyauno theme mb e r sobthisdodder.e

Note, that you can actually configure the information displayed along with an entry
via View Columns in the top menu.

Besides the details view described above, there is @isotant vievavailable. An object entry
in the content view has the follang elements:

o Check box for selecting the object
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o0 Object icon: With documents, the object icon is a miniaturized preview, with contacts
and users it is a picture, if available, and otherwise it is the object type icon.

0 Info-box consisting of a headerdirwith name, action menu, and if applicable, rbers
icon, rating etc. and a domain with further details like size, document type, creator,
creation date.

0 Abstract of the object content (with folders, e.g., the names of the objects contained)
o Description
0 Author and date of the last modification

You activate the content view by selectivigw Content in the top menu (se28.4iViews on
folder®d on 68.age

Please note that entries fportal and calendar pages look and work a bit differenthan
described here for folder entries.

3.1.2.1 Opening documents and document preview

In orderto displaythe contents of a document in a folder listing
1 click the nameof the respectivebject entry or
9 usew Open In its action menu.

The way documents are opened is dependent on your personal preferenbe®{gees well

as on browser, operating system, ping installed and browser configuration. So you can, e.g.,
specify whether PDF doawents should be opened in the browser (using@bed PDF plug

in) or directy in the Adobe PDF reader.

If you want to open @ocumentthatyour Web browser cannot dispky, you cardownload
the corresporidg file and open it oryour local system using an appropriate application.

Position your cursor over the object type icdmaocument to display a miniaturized yiesv

of the document, which you may additionally have enlargedRggee8 for an example). For
documents without a preview, a tooltip with the document type isrshbext, HTML and PDF
documents all have previews, with other document types it depends on whether your BSCW
administrator has installed the respective PDF converters.
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Figure 8: Document preview in details view

I f you have activated the present apasoma opt i c
preferencesyou get a full image preview when you open a document. This is also the case
when you click on the miniatarpreview of the document.

The full image preview features a header with buttons to [Download], [Print], [Edit] the docu
ment (if at all possible) and to [Go back] to the folder listing. Additionally, you may use the
arrows at the left and right edge o¢theader to leaf through all documents of the current folder,

for which a preview exists.

In the content view of a folder, click on the object symbol of a document (a miniature preview)
to have the full image preview displayed.

3.1.2.2 Sorting entries and displaying the complete folder contents

BSCW can display the entrie$ a folder listingordered according to different sortingteria.
SelectVview Sort to redisplay the page with the entries sorted by the criterion desired:

f byName,

' byType,

9 by Last Modified (date of last modification
and by some other criteria applicable.

In the details viewyou may also sort thentries by clicking a column header of thérgfist,
e.g. ONamedaidrnin edlbast m
You may display theomplete contentsf a folder by

9 selectingFile Contents in thetop menu of the folder.

This will bring up a compadlist of the objects contained in the folder as clickable items.
Subfolders in this list may be fold out to have their contents displayed. Hitting the [Show all]
button at the top of the list displayise contents oéll subfolders, susubfolders et@as an
indented list
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Click onafolder name in the navigation bar the contents listo return to the normal folder
view.

3.2 Shareable objects

BSCW provides several types of objects that you may create, manage and share gpacgork
(see3.3.3finviting members o n 37oalwpw to share a workspace).

Document(here a PDF file)

Document underversion control [1.2] (here an HTML file)
"7 Note
URL (Link)
Folder
Portal
Contact list

.7 Discussion forum

Blog

E-Mail message
Search folder
RSS feed

RSS article

v

|
E

Template folder
Website folder
Calendar

Poll

Voting

SUREE TS I U

Appointment scheduling

]
i
]

Enl @ Ca [

Project
Phase
Task

Flow folder

When objects of the above types are listed as entries of a folder page, the icon left icthe ob
name indicates the type of the objédbr a document, this icon identifiés file type.

3.2.1 Document

Any file uploaded from your local system is represented in BSCWdasumentA document
may contain text, spreadsheets, graphics, print files, pictures, sound, video, etlytgmmred
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in various proprietary file formats. Each document in BSCW is associated nahcarding
file type when it isuploaded This file type is represented by a specific icon in front of the
document name (or by th@l icon for afile type that does not have an individual icon on your
BSCW sever). On the Internet, these filgpes are idenfied by so-called MIME types. The
info page of a document shows this more technical looking MIME type.

BSCW provides specific functions fond kinds of documents.

Plain text and HTML documents:
Documentsof i | e type OPI ain TedwMEGypestextpldinHT ML Do c
or textHTML ) may be created andedited diecly on the BSCW server
(actiors File New Text Document, File New HTML Document and ~ Edit; see8.1
fiDirect editing of documends o n 131)a g e

Zip and Tar archives:
BSCW can create Zip and Tar archives from objects in a folder (including personal
objects like your home folder, clipboard and trash). Such archives are again BSCW
documents (ofile type6 Ar chi ve ( Zi p/ Wi n 2.iBBQWbcamatso 60 Ar ¢ h
extract tte files from Zip or Tar archives that you have uploaded from your local system;
the files are put into your clipboard as BSCW documents arderfol(actions
+ Archive and ~ Extract ; seel3.1fArchiving and transferring objecis o n 239a g e

Depending on théle type of a document and on the configuration of your Web browser, several
things may happen when yalick on the document name in a folder page:

o the Web browser may interpret the underlying file and display it;

0 a program on your local computer may be started to display the file;

o adialog box may come up that lets you store the document as a local file;
o the Web browser may offer a set of options for handling the document.

For several types of documents, BSCW offers a preview3de2.1fiOpening documents and
docunent previewvo o n 26h.a g e

3.2.2 Document under version control

Version controlis a powerful tool that helps you avoid erroneously modifying or deleting a
document which is, e.g., authored by a number of people and is undergoing a number of revi
sions. Version control also guarantees that only the most recent version is usedewdoen th
ment is read or copied

3.2.3 Note

A note is typically a short message that you create directly in BS@f¢sare a convenient
tool to:

o inform the workspace members on a subject,
0 sart and organize discussiorabout a problem,
o ask all members about their view on a topic.

Within adiscussion forumyou may create new notes on their own or as Reply to other
notes, thereby contributing to dission threads. Outsidliscussion forumsa note can exist
as an entry in your clipboard or trash when you have cut, copied or deleted the note.
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3.24 URL

Similar to an entry in a list of bookmarks, URL objects provide direct access to an object that
is not contained in the current folder, but is located somewhere on the Web, on an FTP or News
server etc. A URL object may also be usedatcess a BSCW object in another folder or
workspace on the same BSCW server B8&URLS for objects in workspacgs o n 149a g e

You create an URL object by
1 selectingFile New URL in the top menu bar.

T I'n the &éGeneral d section of the action f
http://www.bscw.de/files/hekd.1/english). You can specify whether the URL link is
to be stored or the document that the URL address refers to is to be uploaded. The latter
will create a local copthat can be accessed even if the original demt has become
unavailable, e.g. because the document has been moved or the server has been shut
down.
You may also enter a name for the URL (by default, its name is the last part of the
address) and optial tagsand description. Finally, you may rate the URL. Uploading
and rating can also be done later; see the URL actions below.

1 Hit [OK] to create the new URL.

URL objects may also be copidtbm aBSCW RSS feedCopy someRSS articledo your
clipboard and then paste them into a folder.

The special action menu entries for URL objects are:
+ Information Verify checks the availability of a URL.

+ Fetch stores the contents of thealoment or object referred to by a URL in your wapéice
(in addition to the URL object).

+ Change Rate lets you rate the quality of the document or object referred to by a URL on a
five point scale.

3.2.5 Folder

Folders are the basic instrument to organize and manage the objects that you upload to, or create
in, BSCW. A folder may contain all types of objects including other foldéssussion forums
or a calendar.

1 Click the folder icon or the name of the folderdisplay the contents of the folder in
the current folder page.

3.2.6 Portal

The portal of a folderoffers a quick overview of contents and events in a folder. The portal
consists of widgets that can show folder contents, tevend appointments of your BSCW
calendar; other widgets may be used for searching, navigation and microblogging. Portals are
configured by the members of the portal themselves. Folder portals work likgpgsamal
portalto BSCW.

3.2.7 Contact list

Contact listsare specialized folders for maintaining contact information about relevapkepeo
Contact lists may be created in arbitrary folders so that you are able to ima@otdact
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information in the context of a certain workspécaso about persons are not members of this
workspace pusers of your BSCW server

3.2.8 Discussion forum

A discussion forungonsistsofntesibasi cal |y short pieces of t ex
for all members of avorkspace to read and react. dteactions to notes in the form of
comments, questions or counterarguments create discussions threads within a discussion forum.

Discusson foruns may beobjects on their own within a foldebut may also be used order
to annotate documents and URL objects

3.2.9 Blog

A blog (short for Web log) consists of a sequence of entries, which are displayed in reverse
chronological order, i.e. the latest entry is shown first. The blog entries themselves are HTML
documents, usually rather short pieces of text which may also contairegiend links to other
documents. Blogs differ in who may read the entries and who may add new entries. By default,
everyone who can read an entry may also add a comment.

Blogs are displayed in a specific layout that may also be customized. Blogs mizplaged
as such or may be embedded in a normal BSCW page or-dafserd Web page. In adidin,
blogs can be displayed as RSS feeds; you can subscribe to such blog feed®tmbd about
new blog entries

3.2.10 E-Mail message

You maysend email messages directly to a BSCW foldfehe folder permits this. Suaamail
messages may contain arbitrary attachments and are stored in B&GWaidmessage gbcts
according to the Internet stand&®&C 822.

By adding thee-mail address of a BSCW folder to a project distribution list, you may, e.g.,
create a complete- mail archive of the project. Project members need no longer store-all im
portante-mail messages within their owaamail systems.

Sending documents to a folder as attachments @& inail message is a convenient alternative
to uploading these documents ysthe Wekbased interface

3.2.11 Search folder

Search ftderscontain the results of a searah a list of links to BSCW objectShe contents
of a search faler may be edited as a whole fiepeating the search process with the identical
guery to update the search results, or with a modified query to, ergwrdown the search

3.2.12 RSS feed

RSS feedprovide abstracts of frequently updated material (e.g. news, blogs) on the Web in a
standardized format. In BSCW, RSS feed objects are special folders that sttatesh ab

stracts of an RSS feed as RSS articles. The selection may be updated Byda Search

action. Individual RSS articles may be copied from a RSS feed folder and pasted to another
place as URL objects that contain the abstract in their description and a link to the original
article.
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3.2.13 Template folder

Template foldersre special folders containing templates which may be copied to otthersiol
Templates can be arbitrary BSCW objects, e.g. documents of any kind, polls, tlevsfdasks

and even folders including their entire congentypical examples of templates are letter or
spreadsheet templates with elaborate layout and formats plus complex formulas in the case of
spreadsheets, which have to be filled with specific contents after copying.

In addition to usedefined template iders containing templates for the use of an individual or
a workspace group, there are also systade template folders accessible to all registered users
of the BSCW server, which are managed by the syathministrator

3.2.14 Website folder

Website foldergorovide a convenient way to create and manage a miniature website inside
BSCW. Apart from the HTML documents (fipages?o
website folder hathreespecial documas: the home page that is shown when you click on a
website folderdéds icon or name, the | ayout p
other HTML documents of the website folder, thus ensuring a consistent layout of all pages in

a website folderand finally the style definition, a style sheet that defines e.g. the colours and

fonts of the HTML elements used in the pages of the website folder

Additionally, website folders have lauilt-in element system with aikv-like [element €& ]

syntax, alloving you to include BSCW system features into the pages of a website folder, e.qg.

a pagebds |l ast modification dat e, | i orkven f or e
entire action menus

3.2.15 Calendar

Thecalendapr ovi des di fferent views (year, mont h,
andf eel 0 of calendar s. Users may entddiontoappoi n
the personal calendar of each uggoupcalendars may be&ated within arbitrary wodpaces

and may then be used as a joint calendar for the members of the workspace and other users (this
is not possible in your home folder).

The calendar functions support you in planning, preparing and documenting an appoiotme
a group of invited participant3he selection of participants is not limited to the members of
the workspace in which you create the appointment.

3.2.16 Appointment scheduling

An appointmentschedulinghelps in finding an agreeable date for a group appointment. The
organizer of a group appointment creates an appointment scheduling specifying possible dates
and participants of the appointment. Rapants may be BSCW users as well as otbesgns.

The participants are notified viareail and may vote on the dates proposed. Thenizga
determines the final date of the appointment depending on the outcome of the voting and all
participants are notified.

3.2.17 Poll and voting

A poll consists of a number of questions, each offering a list of answers. A poll is open for
voting either to the member group of a workspace, in which it was created, or to the general
public. Voting is limited to the wing period of the poll. Poll results may be viewed in gregoh

form during and after the voting period; results may also berteghéor further proesing.
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A voting differs from a poll only in two rgpects: (a) votes are personal and not anonymous, i.e.
each participant can see how the others have voted, and (b) the participants of a voting may be
arbitrary persons identified by their user name -omagl address, i.e. participants are not re
strictedto the member group of the workspace that contains the voting.

3.2.18 Community

Communitiesallow workspace access for large groups of users equipped with equal access
rights keeng performance independent community size; they also offer selfganized plat
forms for users with similar interests.

3.2.19 Project and phase

Projectsand phases support project management through time planning and progress control.
Both typesof objects are implemented in BSCW as special folders, which may contain further
documents and discussion forumspjectis meant to stand for an undertaking with atted

time frame and a defined goal. The time fraofiea project may be given by start date and
conpletion date. Projects may be further split up in phases.

A phaseis a selfcontained part of a project and may be further divided into separate tasks. A
phase is always paof a project and its time frame, i.e. start date and completion date, is re
stricted by the time frame of the superordinate project. The time frames of the phases of a pro
ject may overlap.

3.2.20 Task

A taskstards for an activity to be done. A task has one or more persons responsible for carrying
out the task or supervising its execution. Usually tasks are part of a superior process (phase or
project), but may also exist on their own. A task may be carried aielgrovision of results.

Tasks may have an estimated duration and a deadline. Each user has a personal task list that
contains all tasks that a user has to do.

Tasks may be split up into subtasks. The subtasks of a task may be combined tavéoskm a

flow so that one task depends on the results of other tasks. Workflows may be changed at run
time by adding more tasks, deleting others or assigning existing tasks to other users for
execution. Workflows may be copied for seu

3.2.21 Flow folder

Flow foldersare like ordinary folders in that they contain a number of other objects such as
documents and notes. In addition, they have an associated list of tasks that needrtedbe car
out with the material contained in the folder. A flow folder is forwarded to the users rddponsi
for the execution of the individual tasks in the order givethénflow folder

The tasks of a flow folder consist of a name, an informal descrigtidra responsible; they are
not objects on their own, but part of their flow folder, and are not to be confused with the proper
tasks described above.

3.3 Actions

In BSCW, an action may be triggered by selecting a menu entry or clicking a button, link or
icon, each representing the action. In tMeb-based user interfadbese action triggermay
take the following forms
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Menus:

Top menu bare.g. File New Document

Context menandaction menuse.g.~ Change Properties
Buttons:

Action shortcut bar

gives access to frequently used actions.
Instant access bar

Example; J opens your clipboard.

Navigation bar

E x a mpyow-userdgamé® opens your home folder.
Multi-selectiontoolbar, e.g.;';.b (cut) oréal (delete)
Linksor iconsin the entries of a folder listing

Example:;; shows the member group of a workspace.

With the obvious exception dhe action shortcut bathe actions triggered by buttons are
simple navigation actions: they open and display a new pageirgh@another folder, a
document, the members of a folder, a user info page, etc.

For the rest of this section, we focus on the actions triggered via menus, which need a bit more
of an explanation.

Keep in mind that the actions made available to youerdiierse menus also depend on
o thelevel of proficiencyyou have set in your preferences and

o therole (i.e. access rightgbu have with respect to a folder and to the objects tadusn

3.3.1 Creating and changing objects

In the layout of the folder page, the menu entries that create objects of different typeatace
in four places:

1 Inthetop menu bgryou may create objects in the current folder by selecting the object
type entry from therile New menu, e.g.File New Folder creates a new subfolder of
the current folder. The action form has thseetions:

T I'n the O0General 6 sect i omgsangddescripfomt er t he

Note: Starting with BSCW version 5.1, folder and document names may only use a
restricted character set in order to ensure a bett@patibility with the naming cen
ventions of the different operating systems (e.g. when downloading a BSCW archive).
When creating a new folder, you will be notified of an invalid name (e.g. containing one
of the following characters* : ?/ < >|"). In this case you have to correct the name
before you can create the folder.

Invalid names of existing folders or documents from an older BSCW version are only
changed when you duplicate folders or documents (e.g. by copying) or when your
BSCW administratoarranges for all invalid names to be made valid.
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1 If you are manager of the current workspace, you will see two additional sections of
the action form. O®Onsé¢dbdei ddimrawroe procesBe vi eV
for the docments of the folder to bereateddetailsin 12.3fiDocument review 0 n
page228.1l n t he O6Auto Versioningé section, vy
new folder are to be automatically put under version control (detdl8 iGiAuto-
matic ver®oningd o n 1489a g e

1 Finally hit [OK] to create the new folder.

1 Theaction shortcut baallows for creatingfrequently useabjectsin the current faler,

e.g. clicking on_a& also creates a new subfolder in thereat foder with exacty the
same action form as above.

1 Thecontext menallows for creating new objects in the current folder by selecting the
object type from ther New menu, e.g~ New Discussion Forum creates a new dis
cussion forum in the current folder.

1 Theaction mensof folder entries (or entries of other container objects like discussion
forums, website folders or projects) also offer alew menu for creating new gdxts;
e.g.~ New Poll inthe action menu of a subfolder creates a new poll in thielsigp.

All actions for the creation of a new object vioting up a form in which to enter thdanmation
that BSCW needs to create the new objébe form depends on the objecpéyselected. For
the different object types s8e2 fiShareable objeads o n 28 a g e

You can change the propertifsan object after creation by
1 selecting= Change Properties in the action menu of the object.

The action form for changing the properties of an object is the same as the form for creating an
object and depends on the object type. With a foldgr, the action form has the three sections
0General 6, 6Document Reviewd and O0Auto Versi
and description of the folder and its settings concerdoxument revievand automatic ver

sioningof documents contained in the folder (the latter only if you areagen.

Some objects may only be created within specific other objects, e.g. notes may onatéxd cre
within discussion forums, phases nmly be created within projects. Creation of counities
via the File menu is only possible in your home folder.

Note:You may create shared workspaces in your home foldefilgiaNew Workspace , which

is a shortcut for first creating a prieafolder and then inviting other users as members (see
3.3.3fnviting members o n 3%. Algsemenu entry isvailable only in home folders and

is meant to avoid a confusionwbrkspacesndcommunitiesor new BSCW users.

3.3.2 Uploading and changing documents

BSCW lets you upload a local fil® a folder as a document on the BSCW server. Popular
browsesfeature a file uploading functiqe.g.Chrome, Edge, Firefox, Internet Explorer, Opera
and Safali, soyou need no additional software to upload documents.

If you have to upload large docunts or a great number of documents regularly, you should
consider using one of the BSCW upload helpers availabtadftails sed3.5ABSCW upload
helper® o n 237a g e

For uploadingdocumentwia your browser,
9 selectFile New Document in the top menu.
You canchange all the information about a document by

Basic Concepts and Functions 35



1 selecting~ Change Properties in the actim menuof the document.
Both actions essentially use the same action form consisting of four sections:

o General Specification of local file for upload (omitted when changing properties),
name, tags and description.

o Document Reviewimanagers only): Definition of a review process for the document
that differs from the process validr the documents of the current folder (S&&3
fiDocument review o n 238a g e

o0 Automatic Versioningmanagers only): Definition of versioning options for the docu
ment that differ from the options valid for the documents of the current folde8.&ée
fAutomatic versioning o n 140a g e

0 Attributes Specification of metadata attributes for the document.

General

T I n the 0Ge setead afilddér ugoadingfronoyour local file systerasing the
[ Browseé] butt on .iThename efthéfilesetsaisautbmaticalyy f i el
copied into the fieldThe name will be used by BSCW as the document name unless
you enteraiffer ent name&me & ftihel d.N Chnemrsame, sothe el | i n
other members of the wasgace will know what the document is about.

The file extension used to indicate the file type on some platforms should be kept in the
document name, bauset facilitates the recognition of the file type when thewaoent

is downloaded again by other members of the workspace: the BSCViheoicname

is the default local file name!

Note: Starting with BSCW version 5.1, document and folder names may onlg use
restricted character set in order to ensure a better compatibility with the naming con
vertions of the different operating systems (e.g. when downloading a BSCW archive).
When creating a new folder, you will be notified of an invalid name (e.g. containing one
of the following characters* : ? / < > | "). In this case you have to correct thena
before you can create the folder.

Invalid names of existing documents or folders from an older BSCW version are only
changed when you duplicate folders or documents (e.g. by copying) or when your
BSCW administrator arranges for all invalid names tonbéde valid.

T You may enter freely chosen keywords in
documents. These tags may be usesemrchesSeveral tags are separated by blanks.
There is no dignction between upper andwer case in tags.

T I'n the O6Descriptiond field you may enter
instrudions for its use.

1 You may provide an assessment of the doeun t dity bygaleating one of the ratings
offered. You may also rate the odument later or change your rating using
+ Change Rate. BSCW shows all ratings in the do
al |l ratings is shown as an icon in the 6R
two ratings, the average rating is taken

1 The correct file type of the document is normally recognized by Web browsers and
automatically assigned (default settingbucan alscspecifythe file type yourself by
selecting a file type from the menu offered. Should the correct file type ndfebed)
you can enter the according MIME type (stardizeddesighation of file typs on the
Internet)manually. The info pagef adocumenshows its MIME type.
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Similarly, a possibleencodingapplied to the file is detected correctly in most cases.
Occasionally you may need to specify the encoding in the respective field. You may
changdfile type and encoding later on, using Change Properties in the action menu

of the document.

Attributes

T I'n the section O6Attr i butues forthe oew dooament.s pe c i
These attributes may also be useddarchesThe default attributes are arranged in two
groups. The first group contains category and priority; these attributes aratéatlin
folder listings in which the document appears, when the respective columns are
activated viaview Columns in the top menu. The second grouptfibutesis usedor
document classication according to the Dublin Comgandard (se8.9.1 iMetadata
profilesd o n 72; aith ¢hese atibutes you may add further values by clicking on
the add ico .

Later on, you may also define your own attributes, which are summarizedcew arn
changednetadata profile and assigned to the document (for detai $d4éMetadata
proflesds on 7P age

1 Hit [OK] to finally upload the new document or to commit the changes you made.

Attention:If you upload a document to a folder, that already contains a document evihrtie
nameandthe samdile type, the existing document is replaced by the uploadedhsau To
prevent overwriting of a document

1 select Access Setlock inthe action menu of the document to set em(neble)lock.

If a document is underersion controlt cannot be overwritten by uploading a document with
the same name alffite type; instead, a new version of the daweunt is created.

Note: When you upload documents to a shared workspace that you do not own, the uploaded
documents will belong to the owner of the workspace and not to you, the creator. The disk space
used by these documents is added to the disk quota of the workspace oheredi¥i space
contr ol (6quota systembd) has been activated
cuments by members of a workspace may lead tdgarebfor the owner (violation of the disk

space limit). Because workspace owners are in generalaldé@pace managers, they can of

course destroy large documents, should problems arise. If disk space contrivaiecdor

your BSCW server, seledtiie Info in the top menu of your home folder to inspect the disk

space used by all objects tlyau own.

3.3.3 Inviting members

You turn a private folder into shared workspacby i nvi ting ot héeéyuusers
yourself are the first member and mav of the workspace.

9 SelectFile Access Invite Member in the top menu bar to trigger this action.

For action details se.1.1Creating shared workspacesn page79. By inviting additional
menbers to a shared workspace, you enlarge the group of people who may access-the work
space and the objects it contains. Before you tupnate folder into ashared workspace,
pleaseread4.1 iiCreating and managing shared workspaceso n 79 sedi@4.2 ifAccess

rights and role3 o0 n 86expipms how to modify the access rights of the iners in a
shared worksace.
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A private folder, a shared workspace or a foldatiscussion forunwithin a workspace lmome
apublic workspacdy selectingFile Access Public Access (by default only allowed for man
agers). This feature may have been disabled altogeyhgyur BSCW administrator for secu
rity reasons.

You may specify which actions are possible for anonymous access in a public workspace. This
gives you extended access control. As a default, every user is authorized to reashaindec

in a public fotler. All published objects are listed in the public space of the BSCWéisérhis

public space which is a community folder Ilestamed
iNng GoTo Public Space in the top menu or by clickg thecommunityicon in the istant access

bar|_ |

The actions described above are also offered in the action menus of fodirusision foum
ertries (= Access Invite Member and~ Access Public Access ).

If you plan to invite a large number of users to a workspace, consider adding a community to
the workspaceCommunitiescan accommodate large numbers of members and offer access to
the community workspace without loss offeemance.

3.3.4 Actions on objects in a folder
Actions on objects in a folder may be invoked in different ways. BSCW differs between:
1 application of the action teeveral objects parallel via

1 selecting the objects by activating the check boxes on thedait side of the object
entries, and via

1 selecting the action from thmaulti-selection toolbar

1 application of the action tone specific objectia selecting an action entry from the
o ect 6s a=<tion menu

The actions of thenulti-selectiontoolbar are generally also offered in the individual action
menus of the object entries. Some actions are also offered in the top menu barianider
the curent folder and undekdit for the current selection of object entries.

3.3.4.1 Multi-selection toolbar: Actions on selected objects

When an action is to be appliedseveralobjects in parallel, you have to firselect the glcts.
You can do this by:

1 activating the rgzective check boxes on the kiind side of the object entries;

1 selecting all entries in the folder page by click¥!gn the multi-selection toolbarThe
latter may also be done by selectiagit Selectall in thetop menu bar

When selecting objects for a simultaneous action, you maydaselect all objects so far
selected by

1 clicking I in the multi-selection toolbar This may also be done by
selecing Edit Unselectall in thetop menu bar

After having selected the objects that the action is to be applied to, you haligk the ap
propriateicon in the multi-selection toolbato trigger the actionThe names of the actions are
shown as todibs when you move the cursor over the action ict¥s! find these actions also
as optiondn the Edit menu ofthe top menu bar: thus you may select, €ij.(catch up)or
Edit Catchup .
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If you have selected objects for an action that cannoteb®nmed on all of these objects,
BSCW will perform the actioonlyon t hose objects selected whert

If there isno object in the folder for which an action would be legitimahe corresponding
action iconwill not be shown irthe multi-selection toolbar

In the following, we describe what the actions ofidti-selectiortoolbarwill do.

¢t Catch upi indicates to BSCW that you hateken note of the current eveliie. pre
vious actions on the objects selected) and that you do not want to be reminded of them
any longer. The event icons in the entries selected are removed.

Note: Catch upis applied recursively to the complete contents of a folder and its sub
folders. As ashortcut,catch upaffectsall objects in a folder wheno objectsare se
lected. Thus, the effect is identical to selectiig Catchup in the top menu.

SendE-Mail i lets yousend the objectselected and thegomplete contets by email
(as attachents) You may also send links to the objects &imail. Selection of the
send ation brings up dorm for distribution via email. The recipients may be selected
from your address book; thesrmail addresses maglso be erdred directly into the
form.

Cuti transfers the objectelected to youelipboard
Cuti transfers the objectelected to youelipboard

W

Movei transfers the objectelected t@ destination that you select from the folder tree
of your workspaces.

Copyi puts copies of the objects selected into ydiypboard

I|+

Pastei transfersthe objects of theurrent selectionn your clipboardto the folder
selected. If nothing is selected, the current selection in your clipboard is transferred to
the current folder. Note, that you may select only one folder to which the objects of the
clipboardare to be transferred

«11 Deletei transfers the objects selected to yyash

+1 Undeletei returns the objects selectedyour trashto the locations from which they
were deleted, i.e. aved to the trash

Archivel generates a Zipr Tararchiveof the objects selectedrchiving is paticularly
useful if you want to download a large number of documents.

|1:;r .

<+ Ratei lets youratethe quality of the documents selected or of the objectsreef¢o
by the URLs selected

to Address Book puts links to objects selectedame mb e r sinio ypueaddeess
book(if not alreadypresent).

4L to Communityi creates a communityith the objects selected inme mber sa8 page
menbers.

to Case putslinks to the folatrsselected into youbriefcasefor synchronization with
your local computer.

to Portali generates widgets in yopersonal portahat correspond to the objects se
lected. In the casef folders or discussion forums, e.g., the widgets show thieeotmn
of the folders or discussion forums selected

|~I-
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% VvCard Export storesthe user objects selected im& mb e r s0Gyoupaddgess book
as a vCard file (*.vcf) on your local computier import of the contacinformaion
contained into local applications like Microsoft Outlook

3.3.4.2 Action menu: Actions on a single object

Actions on a single object artehei novbo keecd Obsy ascetl
+ . Note that he 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. f orhecar®evweethetactiongnenu icansi® 0) . F
playsoftenusedactions (Change Properties, Cut, Copy, Delete) as a horizontal iconimad ac

menu.

Some of the entries in the action menu are specific for a particular type of object, e.g., the
actions offered for a folder and a document are different.

Depending on whdevel of proficiencyyou have chosen for yourseyipu may see fewer than

the complete set of possible action menu entoiea given type of objecFurthemore, BSCW

does not show action menu entries that you cannot use, because you do not have the necessary
access rigts for a specific object or a complete folder or workspace.

Below we list most of the actions offered in action meinu$e order in which they appear in
an action menu.

o General
Change
New
Access
Attach
Send to
Link
Move

O O O O O o o

General
+ Open opens and displays the object (folder, document, calendar etc.).

+ Contents Shows an indented list, holding not only the objects directly containkd folder,
but also the contents of subfolders, suibfolders, etc.

= Information
Info shows thanfo pageof the object.
History shows allchangeevents that took place since the creation of the object.

Catch up indicates that you haviaken note of recent eventgich happened to the
object. The corresponding event icons are removed.

Notifications lets you configure theventsconcerning the given object that you want to
be notified of by, e.g., icons or the dgilvorkspace activity repart

Resubmit lets you specify one or more dates when you wanteteive an enalil
reminderto attend to a dmment again.

Export Events produces the events of the given object as a comma separated file for
further processing, e.g. with a suitable spreadsheet program
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+ Change: This submenu summarizes all actions concermihgngesof the given object.
Different types of objects allow different change actions.

Properties lets you change all properties of the given object. This includes alfiggeci
tions that you made while creating the object: name, description, tags, rating and
attributes. As manageypu can also change tlaitomatic versioningnd document
reviewsettings for folders and documents.

Edit lets youedit text documents and notgdain text and HTML) directly on the
BSCW server. Under certain conditions, Microsoft Office files can also be edited this
way.

Replace uploads a file from your local computer system that replaces the current docu
ment. The replaced document is ovattgn and no longer accessible

Version Control imposesversion controbn a documentYyou may enter a description of
the base version, initial version number and stade documents already under sien
control, thechange menu offers further actions likevise , Manage Versions which are
treated iB.3 iDocuments under version contol o n 137.a g e

Rate allows you to rate the quality of a document or an object referred to by an URL

on a 5point scale. A rating will replace your previous rating, if any. All ratings by the
members of the workspace are displayed in the p#Ege of the object. The median
rating is displayed in iconized form in t

Edit Copy generates a copy of a text or HTML document and lets you then edit the copy

+ New : This submenu exists only with contaimdajects, i.e. objects which may contain other
objects (folders, discussion forums etc.). It summarizes all actions which generatgewts ob
within the given container object. Which objects may be generated depends on the type of the
given container obg.

+ Access . This submenu summarizes all actions which govern the access to the given object,
i.e. who can do what with the given object.

Invite Member lets youinvite a new membeo a workspace or discussion forum.

Public Access turns the folder odiscussion foruminto a public workspaceFor en
hanced control, you may specify the permitted actions (i.e. add doguidet, dis
cussion, note,URL) for anonymous access. For sétgureasons, the default is read
only acess.

Upload per E-Mail opens the given workspace igploading documents pefreail.

Set Lock locks the given documeit avoid inadvertent modification or deletion of the
document. You should enter the reason for setting the lock. This text is displayed when

the icon in the O0OShared is clickednentat t h
again; other members malga 6st eal 6 t.he | ock from you

Freeze protects the given document frarhanges by other members of the vwap&ce.
Frozen documents can only be read by others.By deferdizingis only posible for
managers and creat

Add Role lets you define aew rolebased on standard templates or action classes.

Edit Role lets youchange the access riglikan existing role, given that you have the
permission to do so.

Assign Role allows you tx assign a new roland thus new access rights to another
member, if you have the necessary permission.
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+ Attach : The actions of this submenu let you add other objects to the given object as attach
ments. So you magttach a note to a document or URhdattach a document or URL to a
note Theattached note is generated when attached, the attached document is uploaded.

+ Sendto : Thissubmenu summarizes all actions which transform the given object into another
format or export it otherwise. The actions possible depend on the type of tbe BRgmples

are thearchivingof folders, theconvertingof documents or the preparation for printing folder
listings or contact lists iRDF format

+ Link : This submenu summarizes all actions that generate a link to the given object and put
it into some other objecLinks serve the purpose of having entries in different places of your
folder hierarchy that all refer to the same object without the siggés copy the object. De
stroying a link does not destroy the object as long as there are other links, i.e. entries referring
to the object.

to Clipboard creates a link to theurrentobject in yourclipboard from where you may
paste it to another foldéonly for managers)

as Bookmark creates a link to the current object in ybookmarks

Show Internet Address shows the Internet address of the current object, which then may
be copied to the clipboard of your local computer, e.g., to be included imail.€T he
respective QR code is also displayed and can be photographed from the screen. If the
Flash plugin of Adobe Systems is installed in your browser, you can copy thesaddre
shown to the clipboard of your computer using the button [Copy URL to clipboard].

Copy Internet Address copies the Internet address of the current object to the clipboard of
your local computer if the Flash plugin of Adobe Systems is installed inbyowser.

to Portal generates a widget in yoyersonal portathat corresponds to the current
object. In the case of a folder or discussion forum, e.g., the widget shows the contents
of the folder or discussion forum

to Case creates a link to the current object, in this case a folder, inlyweficasefor
data synchronization with your local computer.

Move

+ Cut transfers the object to youalipboad.

+ Move transfers the object ta destination that you select from the folder tree of your work
spaces.

+ Copy transfers a copy of the object to yalipboard

Note: To copy a folder means to recursively copy all objects contained in it, including all sub
folders, subsubfolders, etc. In some cases, a liakclipboardor cut action serves the same
purmpose, but may save a lot of storage space.

+ Paste transfers theurrent selectionf objecs from the clipboardto the object, in this case
a folder, discussion forum or other container object

+ Delete transfers the object to yotnash
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3.4 Personal objects

In BSCW,every user has direct access to a number of personal objects, the icons of which are
shown in the instant access bar in the upper-tigind corner of the Welbased user intéace.
The instant access bar is present in each of your folder pages.

The persnal objectcannotbe shared with other users of your BSCW server.

J Personal portal

Home folder

Communities

Trash

ch
i
J Clipboard
(]

(=

Address book

[=

Calendar

J Task list

~J| Bookmarks

“ | personal templates

— Briefcase

J Your personal portdior BSCW can show the contents of important workspaces, an over
view of recent BSCW events, current appointments from your BSCW calendar or your BSCW
microblog messages. Your portal is configured by yourself.

=< | Your home folder is your personal workspace, which may only be accessed by yourself
and which contains all folders that you have created and all workspaces where you have been
invited as a member. When you click your home folder icon from within otreopal ofects,

you return to the workspace that you viewed last; clicking again on the home folder icon brings
you indeed to your home folder.

@

E The listing of yourcommunity workspacesontains all such workspaces witommu

nities where you are a member. Communities allow workspace access for large groups of users
equipped with equal access rights keeping performance independent of community size; they
also offer selorganized platforms forsers with similar interes

i

—| Theaddress bools mainly used to invite new members to your workspaces.
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JJ Thecalendahelps you manage your appointments. In addition to this personadiaglen
BSCW offersgroup calendargo support cooperation in arbitrary workspaces. These group
calendars are stored in the respective workspaces.

J This personal data area containstdsks that you are to carry dutcludes proper tasks,
tasks inflow folders and documents to be relegsddhe icon changes its appearance if there
aretasks for you to carry out

| Bookmarksoffer quick access to important objects. This personal ala@a contains
those bookmarks that you have collected.

~ | The personal templatesontaintemplatedor often-usedobjects (e.g. documents, folder
structures) that you have defined for caygyfrom,andmetadata profilethat you have defined
in addition to thepredefined systemrofiles.

— Thebriefcasecontains documents you want to have synchronized with their cpartier
on your local computer.

Personal portal, bookmarks, personal templatgdyaardandtrashare described in more detail
in the following subsections.

3.4.1 Personal portal

Your personal portalor BSCW canshow the contents of important workspaces, an overview
of recent BSCW events, current appointments from your BSCW calendar or your BSCW micro
blog messages.

Your portal is preconfigured by the system and is then managed by yourself. It is meant to be a
personalized starting page for a quick and direct access to important information on your BSCW
server.

You access your personal portal

‘ﬂbyclickingonJin the instant access bar (i f yo
access bar, activate it witloptions Preferences inthesect i on OPresent ¢
via GoTo Portal in the top menu bar

3.4.1.1 Creating the personal portal

Your personal portal is preconfigured by the system and gle@ttains windows for search
ing, navigation, and the display of events, appointments and contacts in the fortadédo
widgets. You add further widgets to your personal portal as follows.

1 SelectFile New Widget to create a new widget.

1 The ation form6é Ne w  Woffdrg an icén bar from which to select the type of the
new widget. When you move the cursor over a widget icon, the function of the widget
will be shown as tooltip. Examples are the display of BSCW contents like folders,
events, appintments, tasks, bookmarks, contacts or microblogging.

1 Enter a name for the new widget. By default, the widget type is taken as name. You can
also enter tags for the new widget.
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1 The widgets you create this way all focus on your personal domains in B8idyéts
of type navigator, folder and contents show your home folder, widgets of type calendar,
tasks, bookmarks and address book show your personal calendar, task list, bookmark
folder and address book, respectively. A widget of type events lists cwvents
concerning all your workspaces. These default specifications of itedledcontextof
the widget may be changed later. How to directly create widgets that show e.g. the
contents of a specific folder or group calendar is deschibéxiv.

1 Hit [OK] to create the new widget.
The new widget will be inserted into your personal portal at a free place.
You may also create widgets by

1 selecting~ Link to Portal in the action menu of an entry in a normal folder listing.
Linking a folder entry to your portal creates a folder widget showing the contents of the
respective folder, which is also the case for a template folder or contact list. In the case
of a group ckendar a calendar widget is created showing the appointments of the
respective group calendar. For discussion forums, blogs and RSS feeds, a contents
widget is created focusing on the respective object. For all other kinds of objects an info
widget is creted that shows important information about the respective object.

1 You create several widgets at a time by linking several objects to your portal: select the
objects by checking their check boxes and ¢+ kn the multiselection toolbar.

Continue to crate new widgets until you have all important information displayed in your
personal portal.

3.4.1.2 Changing the personal portal
You can change your personal portal by
o0 rearrangig the positions of the widgets,
o0 adding new widgets, deleting existing widgets and
0 changing the specifications of individual widgets.
The position of a widget is changed via drag and drop.

1 Click on the title bar of the widget and move the widget to\a pesition with the
mouse key pressed. This way you can arrange the widgets of your personal portal ac
cordng to your preferences.

You can delete widgets of your personal portal by
 clicking onlgd in the title bar of the widget.
You may change a widges dollows.
91 Click oniZ4 in the title bar of the widget.

T I'n the section 6GéRénrnalheé ywhayghamgdrmmdtage n f o
and description of the widget. The title of a widget as shown in the title bar of the widget
consists of the name followed by the context in parentheses (exceptions: clock and
welcome widgets). An optional description of a widigainly shown in theletails view
of the personal portal.

T I'n the section 6Preferencesd you can char
widget was created. In tligata box, you may determine the context of the widgée
context of a BSCW widget is the object on which the widget is focused, e.g. the folder
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whose content is shown in a folder widget. Use Elebutton to select the coext
object. In theViewbox, you can change widget display parameters which depetice
widget type: enter the number of entries shown or select a filter or sorting criterion.

3.4.1.3 Details view of the personal portal
You can switch to a compact view of the widgets of yousqaal portal by

1 selectingview Details inthe top menu of the portal page. In contents view, thgetsd
of your personal portal are displayed like in an ordinary folder page.

1 You may change individual widgets usiRg Change Properties. YOu may also irsert
new widgets and delete existing one in the details view of the portal.

1 You return to the normal portal view by selectivigw Portal in the top menu.

3.4.1.4 Using the personal portal

You can choose to start all your BSCW sessions with your personal portal by selecting the
respective option in yoyrersonal preferenc€®ptions Preferences) under OPort al 6.
can also change thikefault value of the maximum number of visible entries inlikst widgets
(folders, events, news).

The widgets of your personal portal have three buttons in their titleaalid, Ed) to mink-

mize or maximize the widget, tthange the widgednd to delete the widget. LiBke widgets
having more entries than the current maximum offer two buttons [next] and [previous] at the
bottom to move up and down in the list.

Further information concerning a widget entry is showiakips when the cursor is ptished
over the entry. By clicking, the information may also be shown in the widget itself.

Many widgets offer their entries as clickable links. The contents of an entry, e.g. a BSCW folder
or an RSS news item, are shoinra separate browser tab or window.

Every time you open the portal, its contents are updated, i.e. folder widgets show the current
contents, events widgets show the latest events, etc. The clock widget is permanently updated.
You may also update your gal using in the action shortcut bar.

The widgets of the personal portal work very much like the desktop widge&1s2&fiFunc
tionality of desktop widgets o0 n 1lfargaenore detailed description.

3.4.1.5 Folder portals

In the same way that you use ffersonalportal for a quick overview of important contsmf,
and recent events in, yopersonalworkspace, i.e. your home folder, you may also make use
of portals for arbitrary folders.

You create a portal for the current folder by
9 selectingFile New Portal in the top menu.

The newly created foldguortal contains several widgets relating to the current folderdarfol
event, navigator, search, calendar, microblog and info widget. You may populatedére fol
portal with more widgets of your choice, delete some of the default widgets or reatrange
widgets as described above for your personal portal.

You may only have one portal per folder.
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3.4.2 Bookmarks

Bookmarks in BSCW are links to Web pages or BSCW objects that are of personal interest to
you. With your bookmarkolder you have a personal object where you may collectrbadis
similar to the bookmarking feature of Web browsers.

M Click [“=]in the instant access bar or

1 selectGoTo Bookmarks in the top menu to open your bookmark folder. You may now
add new bookrmrks usingFile New URL.

In other folders, you may use Link asBookmark to add links to BSCW objects to your beok
mark folder.

Within the bookmark folder, you may create subfoldersrii@ New Folder as you would
create an ordinary foldeirhis way you can adsitructure to your bookmark collection. Note
that bookmarks can only exist in your bookmark folder. Bookmarks and bookmark subfolders
may be moved around in your bookmark foldet bot to other folders.

BSCW bookmarks may be exportedtime secalled Netscape bookmark format and then
imported into bowsers that support thisrmat (e.gChrome, Firefox, Internet Explorer, Opera
and Safaii

1 SelectFie Sendto Archive inthe top menu of your bookmark folder to archive all
your bookmnarks in Netscape format. Download this archive to your local computer,
unpack the HTML file with your bookmarks and import the bookmarks to yourdaiow

I You may carry out this operation aléor partof your bookmarks by selecting the re
spective bookmarkubfoldersand clicking | in themulti-selection toolbar

This export feature is helpful for users who have to use different computers frequently: when
ever they access a hew computerytimay first download and install their BSCW bookmarks
on this computer, thus always having access to their peB&@IN bookmarks.

3.4.3 Personal templates

Your personal templates are the place to storedefared templates and maelata profiles for

your personal use. These objects are available to you when you create copies of templates
using New from Template and when you assign a new metadata profile to an object using

= Change Metadata Profile .

Templatesare used as masters for frequently used types of documents (letters, reports, forms),
usually including elaborate layout and formatting information or complex formulas in the case
of spreadsheets. In BSCW, you catldre arbitrary objects as templates: polls, flow folders
and tasks or even folders including their entire contents.

Metadata profilesummarize metadattributesof a given BSCW object type. In addition to
the predefind system profiles you may define your own metadata profiles which you may store
in your personal templates.

M Click on = in the instant access bar or

1 chooseGoTo Templates in the top menun order to open your personal templates.
You can create new tgifates and metadata profiles in your personal templates.

1 SelectFie New ¢ é to create an object that is to serve as template. Then you need
to edit this object (e.g. document, folder, poll) so that it can serve as a template.
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1 SelectFile New MetadataProfile é é Pr otD create a metadata profile for ateer
object type.

You may also cut or copy existing templates and metadata profiles and paste them to your
personal template folder.

3.4.4 Clipboard

You may move objects or their copies from one folder to another folder. For this purpose
you use your clipboard as follows.

1 Click the check boxes of the objects you want to move or copy.

1 Click Edit cut from your top menu bar to transfer the objects to your clipboard, or use
) from themulti-selection toolbar

1 UseEdit Copy or || from the multiselection toolbato transfercopiesof the objects
selected to your clipboard.

|
There is a visual feedback from your clipbod_=='{ it is no longer empty.

1 Open the folder to which the objects are to be moved.
1 Click Edit Paste to insert the objects into this folder.

Note: To copya folder means to recursively copy all objects that it contains, includidgréol
and subfolders along with their contents. This could use up much storage space.

| f vy otmeedlaorealdcopy of the folder, but only need to access the folder fftoh e 6ol d 6
well as from t he 0 n anatber dosibitty that asayp much less disko u h a
space.

1 Considercreating a link to this folder in your clipboard via Link to Clipboard (by
default, only posible for managers of thelder). A link to an object works like any
other folder entry referring to the object. Links serve the purpose of having entries in
different places of your folder hierarchy that all refer to the same object without the
necessity to copy the object. Desting a link does not dtroy the object as long as
there are other links, i.e. entries referring to thepabThe link may be inserted any
where in your folder hierarchy

If you only want to access the folder from ydnorokmarks

9 createabookmarkfor this folder via= Link as Bookmark that allows dtect access to
the foder.

Note: You can also move objects without using the clipboardedia Move or [#  from the
multi-selection toolbar. For single objecteus Move in the action menu.

Full functionality of the clipboard

After a cut, copy or linko clipboardoperation you may delay the paste operation. In this case,

the clipboard holds all objects that have been cut, copied or linked to it and hawet heteyn
pasted to a new | ocation or deleted to the t
that were added by tHatestcut, copy or link as theurrent selectionin the list of objects in

the clipboard, the marked check boxes indicateuhent selectionY ou can change the current

selection manuallypy checking and unchecking entries in the clipboard and executing a cut
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action(,};,), while youstill are in the clipboardAll objects of the current selectiawill be
transferred to the foldevhere you next choosedit Paste .

You may also organize your clipboard as a folder hierarchy and even transfer the current se
lection to another foldewithin your clipboard. This is useful for collecting objects from dif
ferent locations in a folder inside your clipboard in order to, arghivethem later (seé3.1
fArchiving and transferring objecis o n 23®a g e

Who owns cut, copied and pasted objects?

Ownership becomes i mportant when disk space
your BSCW server, because all objects that you own are added to your disk spacangage

this may eventually lead to a violation of your disk space limit. Moving, copyingemelating

links toobjects may change the ownership.

When you create an object, the object is owned by the owner of the folder in which the object
was created (ahnot by you, its creator, should you not also be the owner of the folder!). One
could say that, by default, ownership is inherited along the folder hierarchy. When you are
invited to a workspace, however, the workspace entry appears in your home foldieic o

you are the ownadr but you are not the owner of the workspace. This workspace entrydeger
ownership inheritance and sets a new owner. In the following discusgoconcentrate on
these two standard casesiaumenthat you have created thin a possibly shared folder, and
ashared workspact® which you have been invited.

When you cut the document, it is transferred to your clipboard, and you become its owner; all
other members of the folder from where you have cut the document losg tacttesdocoent.

The document may be said to inherit ownership and membership from your clipboard. When
you paste the document, the owner of the folder or workspace to which the document was pasted
becomes also the owner of the document, in accordarnitetie default inhetance of
ownership.

When you cut the shared workspace, it is also transferred to your clipboard, but ownership and
membership remain untouched. The workspace entry does not inherit ownership from your
clipboard as rihdme blded if you theh pastentheywmnkspace to one of your
private folders, again ownership and membership remain untouched. If you paste the workspace
to somewhere inside another workspace, the members of this workspaceaise b@mbers

of the pastd workspace, but ownership of the pasted workspace is unchafgedget.1.4.2
AEmMbedding a workspace into another workspaceo n 85).a g e

Copying document and workspace alike creates copies in your clipboard, of which you are the
only member and owner, so to speak o&éprivat ec
transfers ownership to the owner ofstifolder.

When you creata link toan object in your clipboard, you creae entry in your clipboard that

refers to the object and that inherits ownership from your clipboard. You are added to the
owners of the object. Linking is only possible if yoe a manager of the object; for our two
standard cases you would in general only be able to create a link to the document if you are the
manager of the containing folder. Pasting the link removes you as owner and adds the owner of
the folder or workspace twhich the link is pasted. Note that several owners of an object share
the disk space used up by the object: with two owners of a 500 kB document, e.g., only 250 kB
are added to the disk quota of each owner.

For afurtherdiscussioralsosee4.2.5/0wnership and ownership trangfer o n 9lp a g e
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3.45 Trash

The trashcontains all objects that you have deleted from your folders usimgglete in the
actionmenu of an object or usirg ! in the multiselection toolbar for a set of objects that you
have selected beforehand. The trasim is displayed in the itsnt access bar affolder page.
Its form indicates whether or not there are objects in the trash.

1 Click thetrashicon [_—'] to inspect the contents of your tragtiternatively, select
GoTo Trash in the top menuTrashcontents are displayed likeyaather folder page.

Two actions for objects in the trash are additionally offered imihigi-selection toolbatand
also in the action menus of the object entries):

'#»1 Undeletei returns the objects selected to the locations from which they dedeeed,
l.e. moved to the trashif these locations are still available. If not, you may simply cut
the olects and paste them to a folder of your choice.

«1| Destroyi deletes the objects selected from your trash. You thereby lose access to these
objeds via the entries destroyed (you may have still access to these objects via other
entries, e.g., created by-a Link to Clipboard action). If you are going to d&oy a
shared workspace, where you are the only owner, and would lose access tokthe wor
space completely, the wasgace would be lost also for the other members. In this case,
you will be warned before such a workspace is destroyed. If you destroy a shared work
space, that you do not own or that has other owners, you simply lose yobersigm
l.e. you leave the workspace; the workspace itself remains intact for rtiznire
members.

Special rules apply to deleting versionglotuments under version cont{eke8.3.5fManag
ing versions o n 149a g e

Who owns deleted and destroyed objects?

Ownership becomes i mportant when disk space
your BSCWserver, because all objects that you own are added to your disk space quota, and
this may eventually lead to a violation of your disk space limit. Deleting and destroying objects
may change the ownership.

When you delete an object, i.e. move it to yaash, the same rules apply with respect to
ownership and membership as if you would cut the objectniee it to your clipboardlhat

means for the standard cases of a document, which you have created in a folder which you do
not own, and a workspace, which you have been invited, that you become the owner of the
deleted document in your trash, and that other members of the folder, if any, lose access to the
document, while deleting the workspace leaves ownership (and membership) untouched.

Destroyingobjects in the trash relieves you from ownershgiven that you are an owngeiif
you do not still have access to the objects destroyed via other links.

For afurtherdiscussioralsosee4.2.5/0wnership and ownership trangfer o n 9lp a g e

3.5 Public space

The public space represents that part of a BSCW server which can be acgesged/dne
over the WorldWide Web without being a registered user of the server. Foldisission
forumsand other objectsiay be made publicly available usimge Access Public Access in
the top menu or Access Public Access in the actbn menu of the object. This action is by
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default only allowed for managers. The access rights for anonymous users are determined when
an object is pushed. By default, anonymous users have read access only

Note: For security reasons, the BSCW adntiator may remove the public space from your
sewer. In this case, no objects may be made publicly available.

The public space is Iimplemented as a communi
the group of anonymous users, i.e. of all users aicgesise public part of a BSCW server
anonymously. (For communities in general 4éiCommunitie® o n 198 pTdes folder
Opublicé is contained in the I|isting of comr

BSCW server. You reach the public spaeg., by clickin in the instant access bar

3.5.1 Allowing anonymous access

BSCW facilitates publishing objects in the Woekldide Web Folders website foldersdis-
cussion forurg calendars, blogs, contact lists and other types of oljeysoe published by
allowing anonymous access from the Web (by default only neasagay allow anonymous
access). Note that yoBSCW administratomay havedisabled this featuraltogetherfor se
curity reasons.

1 Select+ Access Public Access in the ation menu of thebjectyou want to publish
(bydefasl t only possible for machacglBorandlhit c hec
[OK].

1 With some object types (e.g. folders and discussion foryms)may select actions
concerning the addition of new jebts to the folder, which are to be permitted for
anonymous access. If you do noese any of these actions only read accesdasvabl
for anonymous access.

1 In this case, gu may also specify that the anonymous access shoutbteratedIn
the case of moderated access, an object created via anonymous access is not visible to
anonymous users until the object has been explicitly published by a member of the
folder via~ Access Publish .

By allowing public access for an objethe fictitious usermanonymoudecoms a member of
the object indicated by the icon i adjacent to thebjectname in the navigation bar.

You may revoke public accesgther

1 by selecting~ Access Public Access in the action menu of the published obiject,
unc hecki ng t hechéckRhokdnd hittingyOK], ®rs s 6

1 by removinganonymougrom the member list of theublished object

3.5.2 Accessing folders anonymously

All objectsof a BSCW server that have been published by allowinghgmous access via
+ Access Public Access are listed in thepublic spaceof the server, which is a canunity

folder named Opublicé. You reach the public
1 Click |_Z_|in the instant access bar or

i selectGoTo My Communies i n t he top menu. This present

ofyourusernamé containing all community wor Kkspa

are a member.
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T Open the communi t vy ichontaksap abjects that pavebbeen-pudb, wh
lished on your BSCW server.

Alternatively you may also reach the public space as an anonymous user:

1 SelectGoTo PublicSpace i N t he top menu. This present s
anonymous 6t teo nwarikns magce o6publ i céb.

T Open the workspace Opublicd to view all
BSCW server.

The latter way of accessing the public space lets you view the objects that have been made
publicly available as an anonymous user, aithhaving to terminate your current BSCW
session under your own user name. This is especially useful whenogrratea workspace

with public access. You may then check very quickly how the public partofvtinkspace

looks like from the perspective of an anonymassr in the WorldWide Web

If you want to create a link to a BSCW object, that allows anonymous access in a public Web
page, you should proceed as follows:

T Copy the object 6s ebRdwsersiare &g ©\dbpy thed)RIt of AV
link to the local clipboard).

1 Modify the URL so that it bypasses the log procedure and accesses the objeetctly
by replacing../bscw/..by .../publ...

1 Insert the modified URL, e.g., into your home pagallow direct access to the BSCW
object from your home page.

The modification of the URL is demonstrated in the following example. Let the intedraiszd
of an object be:

http:/iour-bscwserverbscwbscw.cgi/d18147/some.doc
The bold part of this@gdress must be replaced for anonymous access as shown below:
http:/iour-bscwserverfpub/bscw.cgi/d18147/some.doc

Repl aci ng f b asahe effed that thepBS®V® lngtrocedure (which is normally
started when a user accesses the BSCW serverjpadsged. Access control, however, is not
by-passed: BSCW returns an error message if anonymous access is not allowed for the object
requested.

Note: With recent installations, the internal addresses of BSCW objects are by default
http://your-bscwserversec¢bscw.cgi/...Youradministrator, however, may have chosen a dif
ferent scheme for the addresses. This also goes for the address corppbrfentthe public
space. If in doubt ask your administrator.

3.5.3 Public entry page for anonymous access

BSCW folders allowing public access may be equipped with an addigotrgipage for ane

nymous acces$Vhilet he member s of the folder feeyo use t
work on the folder, the anonymous user is pmesg witha specific entrypage. This way, the

actual folder ands hidden from anonymous accesmsd only selected material from the folder

is presented toremnymous user whomay not even be aware that they access a BSCW server.

The creation of publicrdry pages is intended for users who familiar with the creation of
HTML pages.
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Note that publicentry pagesmust have been enabled by the BSCW system administator
setting

INDEX_PAGE EXT='index*.html'
in the BSCW configuration file.

The publicertry pageis an HTML file namedindex.html , which is to be contained in the
published folderThe mechanism ofdex.html  in a pullic BSCW folder is similar to the
presence of #ile index.html  in a website directoryaccess from the Worwide Web pre
seris the fileindex.ntml  and not the contents of the directory or folder.

Here is how you creataublic entrypages in BSCW:

1 Create a new file namedghex.html  using File New HTML Document in the top menu
of the folder you intend to publish with a welcome page.

91 Editindex.html  to your needs. Relative links insitheex.html  may refer to objects
in your folder.You find a schematic example below in this section.

1 Open the folder to public ackgvia~ Access Public Access .

Anonymous users may now access your folder using the public addressing scheme in
BSCW:

http:/lyourbscwserverpub/bscw.cgi/folderid
Using the URL
http:/lyourbscwserverbscwbscw.cgi/folderid
will present the BSCWblder for noranonymous users in its full functionality.

Example of a public entry page

The followingschematiexample shows how the HTML codéan entry pageould look like
This entry page presents links to two documents of the published foldeddeabin some text
of your choice.

<IDOCTYPE html>
<html lang="en">
<head>
<meta charset="utf -8">
<title>Page Title</title>
</head>
<body>
<h1>A heading</h1>
<p>Some text</p>
<p><a href="./documentl.txt">A link to document 1</a>
<p>Some text</p>
<p><a href="./subfolder/document2.txt">A link to document 2</a>
<p>Some text</p>
</body>
</html>

Other languages

All available languages other than English may also be used for pabtigpages. E.qg., if you
provide an addlional file index - de.html in thepublishedfolder with a German trafation of
the file index.html , anonymous users who have selected the German langtedgce for
their browser will be shown the German version ofwleécomepage.
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3.6 Events

An important aspect of cooperative work is that all members of a shared workspace are kept
informed about what happens in the workspace. To this end, BSCW records each action on an
object in the workspace as awent Each member of a wongace will be informed about the
events inside the workspace.

BSCW provides several event services that support different levels of awareness about the
activities in shared workspaces. From this set of services may select the services most
suitable fo your needs. Moreover, you may specify for which types of events you want to use
the services selected. The services include event icons in the Web intetfiazdeijndicate

recent changes on objectseriodic e-mail repors on workspace activityas wellas direct
e-mails. You may even ieeive recent events via BSCW RSS feeds.

Posting activity in BSCW microblogs (s fMicrobloggingd o n 1§Y)asqa@ treated as

an ordinary event; new messages may be, however, included in perivdit repors and
direct e-mail notifications and there is also a specific event service: a display of new micro
blogging messges at the tofevel Webbased user interface.

In addition to these event services which are treated below, yokeeayup with events in
your workspaces using event widgets in youspeal or workspace portals (s24.1fPersonal
portab o0 n 449, thg events desktop widgeteg7.1 iiDesktop Widgets o n 1iBande
microblogs, which also can show events @&gMicrobloggingg o n 160a g e

Note: Some of the above event services may not be available on your BSCW server because
they have not been activated by your BSCW administrator.

3.6.1 Displaying event information
BSCW has several ways to display information about events:

o Eventiconsn the entries of a folder page inform you at a glance that some action of a
specificevent typewas performed on this object recently. To the righthef obect

name various event icons may be displaycd: .7, @, and @* . Click an event
icon to obtain a list of the recent events oftlyyee symbolized by the icon.

0 A detailedhistoryof all events is maintained for all objects, reaching as far back as your
BSCW administrator restores events. Choe@senformation History fromanolp ect 6 s
action menu to vieuits history.

0 The periodic e-mail report on workspace activityists all eventsand microblog mes
sageof interest across all your wasgaces thabccurredthe previous dagr week

o Direct email informs about eventsr microblog messagesimediately.

o0 TheBSCW RS8ventfeedsprovide recenevents as RSS formatted newssingthese
RSSfeeds, modern browsers (or oth&SS aggregatoysnay poll BSCW for oline
information on what igjoing on in your workspaces

You may also export all events of a given object by seleatingformation Export Events from
this objectbés action menu. The-separaadtcs/filgr e e x
e.g. for further processing with a spreadsheet program.

There is a specific way of displaying recemtroblog messages in BSCW:

o Thedisplay of new microblog messageghe toplevel interface. Clicking on the icon
left of the logout icon lists all new microblog messages since you last visited the
display.
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3.6.2 Eventtypes

In BSCW, the events related to an object are groupediwateventtypes In the object entries
of a folder page, each typerepresentedyba specific event icon.

Create eventThe object(document, folder, URL etc.) is new fgou, you have not
seen it before. This event may be caused by yourself or another member of the
workspace.

# Change eventThe object has been somehow modified, eenamed or edited. Aot
new versions to a document and modification of metaalatdoelong to this evenype.

& Move eventThe object has been moved from one location to anditere events are
generatedvhen a document, folder, etc. is cpgsted, deleted, unié¢ed, archived,
extracted or converted

Events insideThere are recent change events for objects somewhere within tias, fol
including its subfolders and the objects contained therein. Thisisconly diplayed

for folders. Events of this type are only represented as event icons and are not
transmitted by the other event services.

Read eventThe objecthas been accessed without modification, e.g. has been read,
downloaded or copiedSCW lists only the most recent reacevper user.

As far as event icons are concerned, reahis are prpagated to highelevel folders

and are included in their eveinbns.

3.6.3 Catching up on recent events

Event ions indicate recent evenfRecentare those events related to an object that occurred
after the last catch up action which affected this object.

1 Invoke = Information Catchup to indicate that you have taken note of the recent events
of the olect.

This means that these events are no longer réoepou Therefore BSCW will no longer
present the respective event icons to you, though they are still presented to other members who
have not yet caught up with these events.

You may selectively catahp onevents of a particular type
1 Clickanolh ect 6 s e v e ntlistiofrezent eventsf thistype | ay a
1 In this page, click [Catch up].

All events actually shown in that list are no longer recent for you. An event, that happened
while your Web browser displayed the event
indicated again by an event icon.

Note: When you have takenote ofthe different types of events for those objects in adfer
that interestyomo st , dondt f me gaehup dction far the resoof the egents.
Otherwise, there will be an increasing number of event icons in yalerfpages, and yowill
quickly lose overview of what happened in your wspéces.

3.6.4 Subscribing to event services

BSCW allows you to specify in detail how you want to be informed abauntewn your wok-
spaces. For the general case, the default notificaptansspecifyabout whichtypesof events
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you are to be notified vidne different event services. Tealefaultoptionsmay be ovaidden
on a per object basis.

Notification of rew microblogmessages may be included in th@ail event services, and there
is also a specific microblog notification service. Both allow a detailed specification of what
types of microblog messages you want to be natibie

3.6.4.1 Setting the default notification options

Depending on your BSCW installation, several event services are available that may be con
figured individually.

o Eventiconsndicate recent events on the user interface level.

0 Theperiodice-mail reportcontains eventsr microblog messageisatoccurredn your
workspaces the previous daythe previous week

o Direct eemail notifies you immediately about relevant eveotsspecific types of
microblog messages

0 TheBSCW RS8ventfeedsprovide recent events as RSS formatted néyging thee
RSSfeeds, modern browsers (or oth&SS aggregatoysnay poll BSCW for online
information on whatsgoing on in your workspaces

The availability of RSS event feeds and theal event services depend on the configuration
of your BSCW server.

There is a specific way of displaying recemtroblogmessages in BSCW.

o Thedisplay of new microblog messagdgshe toplevel interface. Clicking on the icon
Lo left of the logout icon lists all new microblog messages since you last visited the
display.

To specify on whaevent typeqread, cree, move or change events) or microblog message
types you want to be notified of by which event services,

1 chooseoptions Preferences from the top menu bar.

T Thed Edi t PradteiremcfeerOm provides the -sectio

section® Acti ve Event Serviceso6, OEvemagdypes
where you may spefciy your def ault noti fi caoblagon opt
Mesagesd will appear only i f microbloggi ni

T Inthe6 Active Event Servicesd subsection you
want to use. For the periodienaail report you can choose between daily and weekly
reports and can also specify whether you want to be notified about events ardagicro
messages that you yourself have generated or posted. Such events and messages are not
transmitted by the other event services listed.

T I'n the 6Event Types Subscribedébé subsectio
vice the event types that this servisgiou to notify you of.

T I'n the O6Microblog Messagesb6 subsection vy
active event services (with the exception of the RSS event feeds) are to notify you of.
Note that the display of new messages is always active; the other services have to be
activated under O0Active Event Serviceso.

The specific message types offered are:
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0 PersonalmessagedMessages that were directed to yourself in ymrsonal naro-
blog and that are not accessible to other users.

0 Repliesto own messagedlessages that are a reply to one of your own messages.

0 Messages mentioning own user naiessages that explicitly mention your user
name with a preceding @.

o Other messagesll messages except the personal messages.

Your own messages alisted in the periodic -enail report if you have checked this
option explicitly in the O6Active Event
messages aranly listed when they received a new reply or are a reply to a message
which in turn receive@ new reply. Note that the notification services always list-com
plete threads, i.e. a message along with all its replies.

The default notification options are valid for all objects in your workspaces unleshgoge
the notification options on the object level

Note: The notification options for microblog messages are valid for all microblogs, there is no
possibility to change these options, e.g., for certain ggake microblogs.

You maychange the default optionsaty time, e.g. to deactivate an entire event service or to
disable read events from being transmitted via the periediaibreport. While changes in the
default options with respect to event types do not affect individually set notification options,
deactivation of an event service is valid also for individual notification options. Ttmesde

fault notification opions provide a central location to enable or disable an entire event service.

If you do not want to overrule individual settings, juistatble all event types for a given service

to disable the service for the general case, but still allow its use for certain objects with

individual notification options that use this event service.

Please note that some services may be disabled for yW@WOWBserver. Consequently, these
services are not offered for default configuration.

Note: Enabling the direce-mail notification service on a container object (foldg@iscussion
forumetc.) may result in numeroesnail messages, which are generatedagit/ered to your
primarye-mail address.

3.6.4.2 Changing the notification options on the object level

You may also set individuabtificationoptionsfor a particular object. This way, youtdemine
on whattypes ofeventsyou want to be notifiedthat concern this very object and jebts
possibly contained thereifo do so, invoker Information Notifications i N t he tobhj ect 6 ¢
menu. This preentstheéd Ch a n g e Nofdrm With sedidns foewesy event seice that
you have activated in yowlefault notification options

For every service activated, you may select the event types that you want to be notified about

by the respective service. You have the cbaif using the options inherited from the parent

folder or to define special options for the current object and its eventual contents via the check

boxes provided for the different event typHsno notification options havebeen changeth

parent foldes, theoptions inherited arthe defaulnotificationoptions This is indicated by the
| abel O6Use default optionsdé which replaces

If the notificationoptions for the current object halkeen changedf leas for one event ser

t

vice, the radio button 06D e,fyduonaaremopetheseanasgo pt i o

by clicking on [Resét This leads to using thaotificationoptionsof the parentfolderi which
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may bethe defaultnotificationoptionsif no speific notificationoptions have been sgt any
superior folder.

Event services may only be activated or deactivated on a winadlee defaultnotification
options. When you want to use an event service for the current object that has noti et ac

in the default notification optionglick on [Change defaubptiong to do this.After having
changed the default notification options, e.g. by activating an additional event service, you
returntothed Ch a n g e Nofarmtd proceed satty the individual notification options

for the current object.

Warning: All changes made inthé Ch ange Noforin Wili e dost iwben slicking
[Change defaulbptiong.

A setting of the notification optionshich deviatedrom the notification options inheriteds

indicated by ar: icon in the entry of the object concerned. Click this icon to view or change
the notificationoptions

3.7 Search

BSCW helps you to find objects (documents, folders, contacts etc.) in BSCW. The search
criteria may relate to object attributes (like name, description, tags or object type) and with
documents also to their content. Several searctriariteay be combined. The search domain
may either be the current folder or workspace, all your workspaces including your home folder
or the entire BSCW system including also your clipboard, waste and calendar.

Starting a search

The standard way to initiate search is vieFie Search in the top menu. This presents you
with the search form to precisely specify your query as expldialedv. The search results are
then presented as a folder listing in a temporary sealaérfo

There are also several other ways to initiate a search without having to fill in the search form:

0 Thesearch fieldbffered in thenavigation basupports auick search for objectsased
on name otagsard for document®ased on content

o A quicksearch identicab that of the search field also offered adesktop widgeaind
as search widget of thgersonal portalAlso, the mobile portalof BSCWsupports the
quick sarch for BSCW olgicts

o Clicking on thetag of an entryshown in a folder listingnitiates a quick search for
objects in your entire BSCW having that satag

On a membersé page, in a contact |list and in
for specific users, that are registered on your BSCW server (for more details on the user search
seebelow).

Search results presented in a specific folder

Independent of thevay you initiate a search, the search results are presented in a temporary
search folderThe description of each objefttund names the faler that contains the object.
Make sure that you have activated the optidew Descriptions when viewing the search
results.

Search folders represent a specific BSCW object type with some actions of its own. You may
repeat the search with a modifigdery andstore thesearchresults permanently in BSCW by
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making the temporary search folder a permanent search folder somewhere in your folder hier
archy.Permanent search folders are useful when a particular search is peatedeat a later
point intime (see3.7.2ASpecial actions in search folders o n 63).a g e

To return from a search folder to your workspace| =< .

3.7.1 The search form

The search form consists of a top row where you determine the domain of search and in its
lower part of a number of nestegpressions represented as boxes, each grouping a number of
search criteria as rows.

A search expression may be of AND or OR type, i.e. an object satisfying the sqaehiex

must fulfill eitherall its criteria (AND) orat least ondOR). A search criterion may be either a
basic criterion, e.g. requiring that the nam
or a search expression, hence the nesting of the expressions. A basic criterion can alse be negat
ed,eg.requrng t hat the name of the objects to be
The same goes for search expressions except the top level one.

Basic criteria may concern all object metadata as well as document content. Mdieadiyeci
basic criteriamay concern

0 general object attributes like name, description, tags or BSCW object type,

0 content and specific attributes of documents like file type or Dublin Corbuatsi,
0 events that have occurred with an object,
0

specific attributes of certain objegpes like department andneail address of contacts
or tasks of a flow folder. Here you may also refer toaefined metadata attributes.

An example given ifrigure9is a query looking for all objects in yoworkspaces whose name
or tags contain the strings fAintroductiono a
or user Arwulando.
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Search: in Folder 'CeBIT' [=]
' All conditions (AND) | w | Loystem profiies - | o FY
u At least one condition (OR) | - Fill in m | | system profiles m
name: |intr0duction bsow |0 =x
tags: |intr0ducti0n bsow |0 =%

u At least one condition (OR) | E\rent [ created by | I System profiles m

created by: |k9(|'1 ||.,_—|

X

created by: |ru|and ||:| %

Figure 9: BSCW search form

You start filling in the search form by selecting your domain of search frordrdpgdown
menu provided:

o the current folder,

o the current workspace, i.e.thes ma | | e st 0 aivingrthie supeatdaler, vehicn t
is the workspace from which the cant folder inherits its members (only offered in the
menu if different from the current folder),

o all your workspaces,
o the entire system including your clipboard, waste and calendar or

0 The search domain where you have searched the last time (if differenthie above).
This domain is characterized by an astegisk appended to its name.

When you have never searched before, you st a
only search criterion. Once you have done a search, your last query is affestadting point.

You edit a query by adding new search criteria or subordinate expressions to a search ex
pression, by filling in values in search criteria, as well as by negating, deleting or moving search
criteria and expressions.

We start with degibing the functions offered in the head line of a search expresswo
ceeding from left to right:

1 The small triangular icoE3 at the lefthand border of the head line lets you fold in and
out the search criteria and subordinate expressions of tmehsegpression (not
available for the top expression). You achieve the same effect by clicking in the head
line somewhere beside the buttons and menus.
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1 The next icor. © allows for negating the.entire search gpression (except the top level
one). Clicking orthis icon changes it tG*. Clicking on™ takes back the negation.
Basic search criteria may also be negated this way.

1 The type of the search expression (AND or OR) may be toggled usimyapeown
menu right next to the indication of the logical tydeh® expression.

1 The [Fill all] button enables you to fill in all text fields inside an expression with a
certain string. You may of course also fill in the text fields one by one.

1 Using the drogdown menu&~ | you may add commonly used search criteriae(lik
name, description, tags or content) and new search expressions to the searsioexpres
As subordinate expressions you can choose from the empty search expression and two
predefined expressions that correshpond
searchfield n t he navigation bar. The quick s
an indexing service has been installed on your BSCW server.

1 Using the dropdown menu [Search criteria] you may add search criteria to the search
expression that relate to attributes from a group of metadata profiles chosen from the
following profile menu. The profile sources available are:

1 Systenprofiles: The preconfigured metadata profiles for the diverse BSC\éatb
types.

1 My profiles:Metadata profiles which are stored in ygarsonal templateslider.

1 Profiles of other userdvletadata profiles of other users with whom yooperate.

You find details on metadata profiles3drd.1fiMetadata profiles on 7 a g e

1 The [Graph] button inte head line of thivp-level expression presents the current query
in graphical from. This search graph representation is shown in a separaserbrow
window. Graphical displaying of search queries has to be activated by your BSCW
administrator.

If you are not using the [Fill in] function, you have to fill in the input fields of your search
criteria one by one. With text fields (name, description, tags, content etc.) you may enter
multiple search terms and also parts of search terms. Please also rfedovtiteg note.

Note: Searching with textual search terms underlies the following rules (we useneiaicu
search by content as an example, but the rules are also valid for other cases like object search
by name).

If you enter a single term, all documentill be found whose content daims this term as word

or part of a word. If you enter several terms separated by blanks, all documents will be found
whose content contains all terms entered as words or part of words. The order does not matter.
If documents are to be found containing a certain phrase possibly with blanks, you have to
enclose this phrase in double quotes.

Non-alphanumeric characters are treated as they are by default. If, however, an indgidieg ser

is installed on your BSCW server,ede characters are treated as they are in phrases, but as
separators in simple terms (with the exception afd: ).

There arenowildcard characters to be used ias# strings.

Upper and lowecase characters are not distinguished in search simicigging phrases.

You can delete and move the expressions and criteria of your query as follows.

1 You remove a criterion or expression by clickimg the icon* at the righthand side
of acriterion or expressionFor thetop-level expression of your qugithis operation
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means that all expressions and criteria contained are removed, resulting in an empty
guery. Note that this operation cannot be undone.

1 You rearrange criteria and expressions by dragging them around using tz2 leéin
of % . This way youmay move, e.g., a criterion or expression inside anotlgession
or move a criterion from inside an expression to a level higher up.

If you are done with the editing of your query,

1 hit [OK] to start the search. You will be shown the search resuétsemporary search
folder.

Please note that contelodsed search for documents (full text search) is only possible for plain
text and HTML documents (MIME typseext/plain andtext/ntml ) if no indexing service

has been installedn your BSCW serverThis is indicated by the fact that no quick search for
documents is offered as search expression it drop-down menu. Contact your BSCW
adminstraor.

Special features of the user search

Searching for users i s o0 ntogtacplist and in olrgpersonal a me
address book.

1 SelectFile Search inthe top menu.

1 Inthe search form, choose your search domain:
the members of the current workspace
the users in the current contact list,

the enire BSCW system or

0
0
o the members of all your workspaces,
0
0 your personal address book.

Searching the entire system can be helpful when you want to invite someone into a
workspace whose name omail address you do not know precisely, but who most
probably is registered on your BSCW server.

1 Choose the search criteria for your user search. Use thedinop menu&~ | for
oftenuseduserspecific attributes or the dregpwn menu [Search criteria] that
contains attributes from the system pro@lentact i.e. attributes that users may fill
into theirpersonal profilesising Options  Profile  Change .

1 Using the you may add search criteria from the system profile Contact, i.e. attributes

Note that with most usetbe only infforma i on avai | abémaila dd roensasnte 6s ian
filling in persaal details is optional

Besides the normal search you may also do a quick search for users using the search field in the
navig at i on bar . I n this case the search domai.l
address book where the user searchstased.

1 Select the kind of search from the drdgwn menu~ in front of the search fieldall
or e-mail.

T The def auwlot) dearkesh f(otr all users on t he me
occurring in user name, given name, middle names, surre@genization or enail
address. An-@nail search finds all users withreail addresses containing the search
terms.
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3.7.2 Special actions in search folders

Search folders show the query and the search domain directly above the listing of search results.
The query, which in general may be very complex, is shown in an abbreviated form, indicating
only its type (AND or OR) and the search criteria involved.

With simple queries that only use one search string (possibly in several search expressions),
you may modify this search string and start a search without having to tend to the search form.

1 Enter your modified search string in the search field provided isedweh folder header
and click [Search again].

In a search folder, the following additional actions are offere¢te File menu
1 SelectFile EditQuery to repeat your search with a modified query.
1 SelectFile Redo Search to repeat your seeh with an unmodified query.

1 Select File Ssave as to store temporary search results in a permanent search folder.
Optionally enter name, description and tags for the permanent search folder, if the name
is to be different from the default name. Deterenthe place in your folder hierarchy
where to store the search folder using the navigation window. Per default, the search
folder will be stored in the current folder. Should your browser not support Dojo (also
see3.8.1iStyle sheets o0 n 64, thg s=arch folder will appear in your clipboard,
from where you may paste it to a suitable folder

All these actionsire also availablas iconized buttons in the action shortcut bar, if so configured
in your personal preferences

Ignoring search results
You may exclude certain nanteresting results from display in the search results list.
9 Chooser Ignore in the ation menu of a search result.

Such a result will not be shown in the search folder listing, even if the search is repeated or the
search query edited. I f search resulhamd ar e
end of the multactiontoolbar.

The sear ch resul ts ignored ar e summari zed
via View Filter Ignore List. In this view, you may also revoke ignoring a search result by a
repeated~ Ignore in the action menuVia View Filter Result List you return to the list of

search resultsSwitching between ignore and result list may also be done using thelo\wop

menu that is shown when you click eandendt her
of the muti-action toobar.

Ignoring search results is not a personal preference, ignoring is valid for all members of the
search folder.

Filtering search results

If your BSCW server doasotemploy an indexing service for searchinguycan filter seah
results, e.g. by obg type and file typevia Vview Filter as in normal folderdgnoring search
results has no effect when you filter according to other criteria. For performasoasethere
is no possibility of filtering search results, if your BSCW server makesofin indexing
service for searching.
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3.8 Customizing the user interface

The user interface of BSCW may be customized in many different ways concerrsagapre

tion as well as functionality.df a number of system functign®u mg adapt BSCW to spec

ific requirements of the tasks at hand, your personal work style and your proficiency in using
BSCW.

BSCW automatical ly ad adiftiessvithtregardytahe procdssing ofs er 6 s
Dojo and style sheets

You adapt BSCW byetting your personal preferencasd choosing your viewing options
Also, you may choose to use additional features for file upload or select a specific utsranter
language

3.8.1 Style sheets

The BSCW user interfacanakes use of style sheets and JavaScsiatrting with version 5
BSCW additionally makes extensive use of Ddjbis is done in particular for page layout and
the generation of pojup menusand navigation windows

o If your browser can handle Dojo as most modern browsers do (see the 2id in
AConfiguring your Web browsér o n 19, 888GV will automaticallypresent the
Dojo-enhanced interfac®therwise some BSCW functions will not work or will work
differently. We will indicate these situations.

o Pleasedo not disable JavaScriph your browser: your interface will no longer be
functional.

o Pleasedo not disable style shedts your browser: your interface will lose important
layout and style information. It will continue to be fully operational, but might look
awkwardo6é. Security concer ns netijustiiedr egar d

3.8.2 Levels of proficiency

BSCW has different levels pfoficiency of a user that correspond to user interfaces of growing
functionality and complexity. The standard installation of a BSCW server has the following
levels:

o Beginner
o Advanced
0 Expert

As a new user of BSCW you stény defaultat theExpertleve (if your system administrator
has not configured your server otherwidéyou want to get accustomed to the functions and
object types of BSCW in a stdyy-step fashion, you can change into a lower level of
proficiency and later return to tfexpertlevel. It is alvays possible to switch to another level
of proficiency.

9 Chooseoptions Preferences from the top menu bar.

1 Select your preferred level of proficiencBdéginner Advancedor Experdi n t he 06Ge
neral &6 section of the action form

Dependng on the server configuration, the number of levels may vaey, may be labelled
differently and may group functions differently.
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If your user level does not offer all actions available in an action menu, you may choose the
option © mo r e ® switch b a higher level.

3.8.3 User preferences

BSCW lets yowset a number of parameters called user preferences that govern the appearance
and functiomlity of your BSCW user interface. The setting of theserpatars is your pspnal
choice:a shared workspace does not necessarily look the same for all members.

Attention:Preferences are set farspecific serverlf you want to work with several servers in
the same way, you have to set identical preferences on all servers.

In order tocheckor update youuser preferences
1 click options Preferences in the top menu bar.

The6 Edi t P rferhhlas asnmberofsdrtiongrouping the informatiomaking up your
user preferences

o General
Presentation

Portal

Microblog

Calendar / Task List
Notifications

O O O O O

General
SubsectionBasic R ef er:enceso
Language Selectyour user interface languadgem the dropdown menu offered.

Level of proficiencyChoose a user level for yourself which corresponds to your proficiency in
using BSCW (also sg@revious section

E-Mail: Specify the format of-mail messages you receive from BSCW (most prominently the
periodic email reportson workspace activity) and whether you want to receive a copy of all
emai | messages you send via BSCW (Ablind car

SubsectiontFile Handlingh
File upload Ched the respective box if you intend to use tinag & drop uploader

Externaleditors Select those document types from the list for which you want to activate direct
editing with local (for BSCW external) editors. You midnen edit documents of these types
directly on the BSCW server, i.e. without the usual downlediupload cycle. By choosing

the action= cChange Edit the local editor corresponding to the document type (e.g. MS Word)
is started directly from withithe Web browser.

Note that direct editing needs the prior installation of a helper application. Details ostéhe in
lation and direct editing in general are give®.ih.4fEditing documents using external editors

on pagel34

Synchronization via briefcas&hese options concern the synchronization of BSCW heots
with their coumerparts on your locadomputer via the briefcase, a personal object (like the trash
or clipboard); sed3.7fBriefcas® o n 240.a g e
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In Lakal briefcase foldér ,nter¢he (changed) location of the local briefcase as a path in the
local file sysem

Note: When youchange the location of the local briefcdsleler, the old briefcase folder will

not be taken into account when the nextcéymization takes place, and documents changed
in the old briefcase will not be traesred to the BSCW server. To prevent any loss of data you
should change the path to the local briefcas#efobnly after a successful fymwonizaion. You

may want to delete the old briefcase folder from your local computer. During the next
synchronizéion, the new local briefcase folder will be created.

Check the optiodTransfer document versions into local briefégselso have the vsions of

versioned BEW documents transferred to your local briefcase folfiénis option is not acti

vated, only the current version of a versioned BSCW document is transferred to the local brief
case folder during synchronization

Check t Hrpaml jpdalidacmmedames by default extensidio have document names
expanded by standard file extensions when transferred to the local briefcase folder. A BSCW
documentdocnameoffilet ype 6 Adobe PDFfrredtethaglocal brigbisdas be t
docname.pdf

SubsectiortPrivacya

PresenceUncheck the option offered when yqunesencen BSCW and the date of your last
login isnotto be shown to other users.

Presentation
SubsectioBasicR ef er:encesb

Display theme SelectBlack & Whited f or a | ess <col ouBSCW I BSC
(Orangedto switch back to the standard.

Maximal number of visible entries in folder listindgdse this option to limit the number of
ertries shown in a folder listing. If the number of entiies folder listing exceeds the maxi

mum you specify here, the listing is split up into several pages and you have to leaf through the
listing instead of scrolling. Buttons leading to the next or previous page are provided at the top
and bottom of the entilist.

Set font size by browseCheck this option if you want to control the font size in the BSCW
user interface via your browser settings. If this option is not checked, browser settings
concerning the font size are ignored and BSCW controls theif@nosits interface.

Remember each f oChdck thi§ aption if youwward o indivadumaBly store the
viewing options of each folder. If this option is not checked, viewing options set for one folder
are valid for each and every other foldeor details se8.8.4fiViews on folder6 o n 6& a g e
especially the subsection on theope of viewing optian

Open documents in previedctivating this optooc hanges BSCW6s way to o
Text, HTML and PDF documents are displayed in a BSCW page with buttons folodohng,

printing and editing, if at all possible. Other types of documents (e.g. Powerpoint presentations)
may also be presented this way, if the respective PDF converters are installed on your BSCW
server.

When this option is not active, text, HTML and PDF docutmeare opened directly in the

browser, other documents are opened in the respective local applications or are offered for
download.

Use internal PDF viewer for previewf you have opted for opening text, HTML and PDF
documents in BSCW preview (see praogdoption), activating this option avoids preview
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problems that could arise from your browser settings, which could e.g. require that such docu
ments are to be offered for download.

Use popup dialogs. Check this option when you prefer to have actiomfpresented as pop
up windows in a tabbed format. If this option is not checked, action forms will sentesl
standard forms with sections that may be folded and unfolded for better overview.

Optimize date input for pointer device (mouseheck thisoption if you prefer to enter dates
using selection lists and your mouse instead of typing them directly using your keyboard.

Subsectiordcons in instant access arCheck the icons you want to have presented in the
instant access bar.

Subsectiordconsin action shortcut bat Check the icons you want to have presented in the
action shortut bar.

Portal

Show portal at loginCheck this option when you want BSCW to come up with your personal
portal when you start a BSCW session.

Number of entries iwidgets Specify the default maximum number of entries to be shown at a
time in widgets that are organized as a list of entries, like workspaces, events, news etc. Widgets
are the rectangular windows that make up your personal portal.

Microblog

My network:Define the range of addressees for postimgroblog messages inside a private
area, e.g. inside your home folder. This can be either your social network, i.e. all users with
whom you share a workspace or community, eitlvecty or indirectly, or the members of a
shared workspace

Since your social network may become very large, you should consider restiogtileyel
microblogging to the more manageable member group of a workspace.

Note: Your BSCW administrator may fia disabled the possibility of posting microblog mes
sages to your entire social network; in this case you have to choose a member group as your
microblogging network.

Calendar / Task List

Time scaleWeek startWorkdays Specify on what time scaspointments are to be gented
in day and week view, the first day of the week and what counts as workdays fohgdatter
settings govern the arrangement of your calendar views.

Generally add all tasks that you create to your task Wstur tasklist (accessible viacoTo
Tasks ) contains all tasks that you are to carry out. If you want to monitor also tasks that you
create, i.e. request of other people, via your task list, check this option.

For appointmentsyou may specify whether

1 appointments thatyou create in a group calendar are automaticedipiedinto your
personal calendar (sb if you do not participate!),

1 appointmentsirom whose participant list you are removack automatically deleted
from your personal calendar,

1 your partici@tion in appointments that you delete from your personal calendar is auto
matically declined, and whether
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1 appointments are to be shown in a new browser window.

Notifications

BSCW provides severavent serviceghat notify about new events and nemvicroblog
messages BSCW. The different event services use different ways of delivery for the noti
fications. For the event services that you have activated, you magriagoto the notification
about differentevent typegread events, create events etc.) and different microblog message
types. For details s&6.4.1ASettingthe default notification optiods o n 56 a g e

SubsectiomActive Event Servicés

Here, you may select the event services most suitable for your needs by checkisgdtigee
options.

SubsectiortEvent Types Subscrib&d

Here, you may subscribe to being notified about the different event types for the active event
services. By folding out the menus of the different services you are presented witfeteatdif
event types. You may also check anpdete event service that will then notify you about events

of all types.

SubsectiordMicroblog Messagds

Here, you may subscribe to being notified about the different microblog message types for the
active event services. By folding out the menus oflifferent services you are presented with

the different message types. You may also check a complete event service that will then notify
you about events of all types. This subsection appears only if microblogging has been activated
for your BSCW server.

3.8.4 Views on folders

You are able taustomizethe way your folderand other container objects (discussiomfos,
cakrdars etc.)are displayedat the BSCW user interface. The options are offered in
the view menu in the top menu bar and differ slightly for different kinds of container objects
(nunmber of columns available, or special functions like the display of note contentsus dis
sion forums).

For folders and discussion forums you can first of all choose between the details view, which
is provided by default, and the content view.

i Selectview Content to activate the content vieBelectView Details to return to the
details view.

The details view offers more object details per entry, the content view gives more information
pertaining to the content of an object, dropping some other object details at the same time.

Details view on folders

In the details view, an entry starts by defavith the irformation icon, a check box and an icon

repreent ng t he objectds type. , théaction menobutton and e n a me
the sizeof the objectFurther object attributes in the details view are, e.g., rating, creator,,owner

date of last modification or icons referring to additional information likentlkemb er 3 1 con
thatwill take you to themembers of the group with whom you share the object represented

You can configure the details view with thew options in theéop menu as follows.

1 Choose view Foldout to enable or disable the display of subfoldéfshe foldout
option is active, two additional buttois= in the multiselection toolbar allow shang
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or hiding the contents of the subfoldeedected (if o subfolders are selected, the con
tents ofall subfolders are shown or hidden). If showing thetents of subfolders would
exceed the maximal number of visible entries in foldemfs set in your psonal
preferences, the subfolders contents atg lbinted at and not shown cqhatdy.

1 Chooseview Compact to reduce descriptions to one short line; the compleserge
tion (including attributes and tags) is shown as a tooltip when you move your mouse
over the shortened description. The icerasnd = indicate that a description is longer
than can be shown in the compact view.

1 ChooseView Descriptions to show or hie the descriptions dblder entries altgether.

Chooseview Columns to select whiclattributes of an entry are to be displayed in the
columns of the folder viewThe columns offered depend on the type of the current
container: there are fewer colasin a member list than in the task list.

1 Chooseview Sort by .. to sort the entries of a folder. The sorting criteria available
are a subset of the entry attributes. The current sorting criterion is indicated by a small
upward or downward poimtg triangle £ --) in front of the criterion in thelrop-down
menu. By clicking on this icon you can invert the sorting order.

The current sorting criterion is also indicated by a small black triamg¥ iGear the
respecive column heading when the olumn is shown at all. By clicking on a column
headng which is underlined meaning that the column attribute is a valid sorting cri
terion i you may directly sort the entries of a folder. Clicking on the column heading
corresponding to the current sog criterion inverts the sorting order.

1 Chooseview Filter to display only objects of a certain type or documents of a certain
Date type. You may also filter for certain values of category, priority or status (of tasks,
projects etc.). Filtering foo Responsi bl eé6 shows all objec
review, flow folders) for which you are currently responsible in the sense that you have
to carry out an action with such objects
responsi bléoe of v alnwa ®moovod) or whspendblcad ha
it

(value O6undefinedo). Usi ng OResspnalraski b i |
list, for the kind of role (contractor, requestor, responsible) in which you are responsible
forcertanobj ect s. Responsibility filtering fo

which you are currently not responsible (but could be made responsible for in principle).
The currently applied filter is indicated at the rigifand end of the muigelection

tool bar . Select ONo Filterd to have al/l
listing.
You may change several viewing options at a time by selestisvg Customize . The action
form has two sections: i n t hredeadivaee mEicaldel 6 s ec
options (likeFoldout Compactor Descriptiony , whi |l e i n the O6Col umns:¢

the columns to display in the folder listing.

Content view on folders

You activate the contents view by
9 selecing View Content in the top menu.
o Check box for selecting the object

o Object icon: With documents, the object icon is a miniaturized preview, with contacts
and users it is a picture, if available, and otherwise it is the object type icon.

o Info box.
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0 Abstract
o Description
o Author and date of the last modification

An object entry in the content view starts with the check box followed by a larger object icon.
With documents, the object icon of documents is a miniaturizedepve with contacts and
users it is a photograpti,available, and otherwise it is the object type icon. The object icon is
followed by an info box consisting of a header line with name, action menu, and if applicable,
members icon, rating etc. and a domain with further details like size, documentregier,c
creation date. Next, an abstract of the object content (with folders, e.g., the names jettise ob
contained) and the description are given as well as the author and date of the kshtioadi

You can configure the content view with th@w options in the top menu in a similar way as
you configure the details view. The optioRsidout , Descriptions and Columns , however, are
not offered and the number of sort criteria is restricted.

Special options with discussion forums and calendars

With some container objects, you have additional options inviee menu, e.g. you may
enable thedisplay of note content® discussion forums, or you may select among many
viewing options for the display of calendars

Scope of viewing options

You have the choice of having the viewing options set and stored individually for each folder
and container object or of having the viewing options of one folder or container applied to all
other folders and containers of the same or similar type as well. This option is set in your per
sonal préerences:

1 Click Options Preferences inthetopmenubaand go to the OOPresent
the action form

1 Check the optiolRemembereadho | d er 6 s iiveach feldeoiptd be aividir
ally treated with regard to viewing options; otherwise, the viewing options set for one
folder or container also count for each and every other folder of the same or similar

type.

If the Remembeoption is active, you are still able to transfer viewing options to other folders
or containers.

1 ChooseVview Apply to All Similar to set the viewing options of the current folder or-con
tainer also for all other folders or containers of the samenafasitype. By applying
the viewing option of a folder to all similar containers, you transfer the viewitignsp
to all other folders, website folders, template folders, flow folders, commundgriol
as well as to personal objects like the clipbcard the briefase, and vice versa. Using
this action, viewing options are transferred from onerthr to all other calendars and
from one discussion forum to all other alission forums. Also, member lists and the
address book are treated as similar

When you have changed the viewing options of the current folder, you may still revert to the
viewing options transferred to the current folder xialy to All Similar by

1 choosingview Reset.

If the Remembeoption is inactive, viewing options aset for all folders and containers of the
same and similar type alike. You may exclude certain folders or containers from taking over
the viewing options from peer containers by
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1 checking view Individual for a particular folder or container. You mé#yen set the
viewing options for this folder or container different from the viewing options from
other containers of the same or similar type. The viewing optionsdaidual folders
or containers are protected from being overridden by the settingthef folder or
containers.

When theindividualoption of a folder or container is deactivated, the viewing options seé re
to the viewing options of the nandividualized folders or containers of the same type.

If you want to apply the viewing optisrof an individualized folder to other folders and-con
tainers of similar type,

1 chooseview Applyto All Similar . Other individual folders will remain untouched by this
action.

3.8.5 Banners

Every folder page has a header consisting oéis#\ines. By default, the spacelde the
navigation bar is empty, as shownFigure10.

Figure 10: Header section of a folder page without banner

You may insert &@annerinto this space. Set yoproficiency levet o O Exper t 6.
1 ChooseFie Change Banner.

1 Inthe6 Ch a n g e foBra speciéyrthé banner as HTML text (with links to pictures
etc.). Withmost currentWeb browsers (e.gchrome, Edge, Firefox, Internet Explorer,
Opera and Safgriyou enter and edit the banner usingHafML editor that has been
integrated into BSCW (alssee8.1.2fCreating and editing HTML documeris on page
132.

With a banner, the header of a workspace and the folders contained might look like shown in
the following figure.
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