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1 Overview 

1.1 Benefits of using BSCW 
BSCW supports asynchronous and synchronous cooperation with your partners over the Inter-

net, in your Intranet or in a network with your business partners (Extranet).  

For asynchronous (non-simultaneous) cooperation, BSCW offers shared workspaces that 

groups of people can use to store, manage, jointly edit and share information (documents, notes, 

URLs, tasks etc.). 

The essential advantages:  

o With a BSCW workspace, you may share information within a workgroup ï indepen-

dent of the specific computer systems that the members use. 

o You do not need to install any software before using BSCW. You only need a standard 

Web browser. 

o You access BSCW workspaces, browse folders and download documents to your local 

system just like ónormalô Web pages. 

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

o You can upload documents to a shared workspace or create notes, URLs, tasks etc. using 

any standard Web browser.  

For synchronous (simultaneous) cooperation, BSCW provides tools for 

o planning and organizing meetings, 

o ad-hoc communication with partners, who are currently logged into a shared workspace 

and therefore are likely to be working on a common task. 

1.2 Prerequisites for using BSCW 
Requirements for using BSCW are minimal:  

o To register as a user of a BSCW server, you must have a personal e-mail address.  

o To access shared workspaces and to download documents to your local computer, you 

need a modern Web browser with JavaScript and cookies activated. You can choose 

from, e.g., the current versions of Googleôs Chrome, Mozilla Firefox, Microsoft Internet 

Explorer, and Edge, Opera and Appleôs Safari (you find the minimum requirements for 

browser versions in 2.5 ñConfiguring your Web browserò on page 19).  

o The standard way to upload documents to a BSCW workspace is to use the built-in file 

upload function of current Web browsers. In case of problems you may have to use one 

of BSCWôs upload helpers (see 13.5 ñBSCW upload helpersò on page 237).  

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
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1.3 Additional information about BSCW 
For additional information on BSCW visit the BSCW home page (http://www.bscw.de/). Here 

you can find news about BSCW, a list of reference installations and projects as well as further 

information about possible application areas and about questions of licensing BSCW. Under 

the heading óSupportô you find a list of frequently asked questions with our answers. You will 

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 discuss in the following 

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 you have chosen for yourself. By default, new 

users are assigned to the Expert level, allowing all sorts of objects and actions. You may 

have changed, however, your level of proficiency to a lower level (as described in 3.8.2 

ñLevels of proficiencyò on page 64). At these lower levels, e.g. Beginner, you will be 

offered fewer actions and objects at the interface than are shown below.  

1.4.1 The folder page 

The basic concept of BSCW is the workspace, which is ï adopting Macintosh or Windows 

terminology ï a folder  

o for a specific group of registered users, represented by the group icon , who can  

o read, edit, add, move 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 Web-based user interface, BSCW presents the contents of a folder or workspace as the 

central part of a page ï preceded by a header containing pop-up menus, buttons and action 

shortcuts.  

Figure 1 shows a folder 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 of objects. In 

3.1 ñThe Web-based user interfaceò on page 21, the structure of the folder page is explained in 

detail.  

http://www.bscw.de/english/index.html
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Figure 1: Example folder page 

1.4.2 Shared objects in a workspace 

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

o Document  

o Document under version control  

o Note  

o URL  

o Folder  

o Search folder  

o Calendar  

o Discussion forum  

o Blog  

o E-Mail message  

o Template folder  

o Website folder 

o Project / Phase 

o Flow folder  

o Task  

o Poll / Voting / Appointment scheduling 

o Contact list  
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Figure 1 shows instances of many of these object types. Each object is represented by an entry 

showing the object name, a pop-up action menu button, some icons and additional data, as 

shown in the following figure. 

 

Figure 2: Representation of an object 

Click the  icon on the left to display the objectôs info page. The following check box may be 

ñtickedò to select the object for some action.  

The icon immediately left of the object name denotes the object type. If the object is a docu-

ment, the icon represents its file type. If it is a note, the icon may represent a pragmatic aspect 

picked by the author of the note. BSCWôs object types are discussed in greater detail in 3.2 

ñShareable objectsò on page 28. 

The name of an object is the most prominent part of an object entry. Since BSCW is designed 

to make sharing of information easier, it is very important to use descriptive object names which 

will be understood by the other members of the workspace. The names of documents and folders 

underlie restrictions concerning the use of special characters; you are notified of violations. 

To the right of the object name, there is 

o a pop-up menu button  showing the actions applicable to the object. Please note that 

different actions are possible for different types of objects. Figure 6 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 

browser menu, e.g. for ñSave target aséò).  

Putting the cursor over the action menu icon displays often-used actions (Change Pro-

perties, Cut, Copy, Delete) as a horizontal iconized action menu.  

BSCW displays additional information about the object depending 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,  

o in case of a document or e-mail message, the size in bytes, kilobytes or megabytes;  

o zero, one or more of the following icons:  

 indicates that a folder is shared,  

 indicates that someone has set a lock for this object,  

 indicates that a note has been added to the object, 

 indicates how the document has been rated by one or more group members;  

o the name of its creator and owner;  

o date and time of the most recent modification;  

o zero, one or more icons indicating that some of the following events have occurred:  

 indicates a new object,  

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

 indicates recent modifications in a sub-object;  

Please note that nearly all the icons in an object entry are clickable, i.e. you get more informa-

tion on a group, a lock, a note, a rating etc. by clicking it.  

1.4.3 The personal objects 

In the upper right-hand corner of the user interface you find a row of icons that give direct 

access to your personal objects. These icons of the instant access bar are available in each of 

your folders or workspaces.  

  Your personal portal for BSCW can show the contents of important workspaces, an 

overview of recent BSCW 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 member. If you click 

on the home folder icon in one of your other private objects, you return to the private folder or 

shared workspace that you visited last. Another click on the home folder icon brings you to the 

home folder itself.  

  The listing of your community workspaces contains 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 self-organized platforms for users with similar interests. The community workspaces 

are also contained in your home folder.  

  The clipboard serves as an intermediate store when cutting and copying.  

  The trash helps to prevent unauthorized or unintentional deletion of objects. In BSCW, 

an object can be irrevocably destroyed only from its ownerôs trash.  

  The address book is used to invite new members to your workspaces and to manage 

contacts.  

  The calendar helps you manage your appointments.  

  The task list contains tasks you are to carry out (includes proper tasks, flow folders and 

documents to be released; also see 12 ñWorkflow Managementò on page 201).  

  The bookmarks contain your collected bookmarks and offer quick access to the objects 

referred to by the bookmarks.  

  The personal templates and contain templates for often-used objects and metadata pro-

files that you have defined in addition to the standards supplied by the system.  
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  The briefcase is 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. The pop-up menus, that trigger 

these actions, are located in the top section of the folder page. Below the pop-up menus you 

find the action shortcut bar for the most frequent of these actions.  

 

Figure 3: Top menu bar and action shortcut bar 

New objects are added by selecting one of the file menu entries from the top menu or by se-

lecting the respective action shortcut:  

¶ Select  File    New    Document  to upload a file from your local computer system to the 

current BSCW folder or workspace.  

The popular Web browsers provide the functionality required for file upload. If you 

have to upload large documents or a great number of documents regularly, you should 

consider using one of the BSCW upload helpers available (for details see 13.5 ñBSCW 

upload helpersò on page 245). 

¶ Select  File    New  and an object type from the list offered (Workspace, Folder, URL, 

Discussion Forum, Poll, Task, Search Folder etc.) to create an object of the specified 

type directly on the BSCW server.  

 

Figure 4: How to create a document 

Existing objects are moved around your workspaces using your clipboard:  
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¶ Select  Edit    Paste  to add objects to the current folder that were transferred to your 

clipboard by the most recent  Copy  or  Cut  action. The clipboard 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 find the multi-selection toolbar. This 

toolbar lists icons of actions which can be applied to several selected objects. The names of the 

actions are shown as tooltips when you move the cursor over the action icons.  

 

Figure 5: Multi-selection toolbar 

Objects are selected by ticking their check boxes.  and  are shortcuts for selecting or de-

selecting all objects within a folder. You may, e.g., transfer the selected objects  

¶ to your clipboard via  (or  Edit    Cut ), or  

¶ to your trash via  (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 actions, e.g. rate , may only be applied to objects of specific types. A detailed intro-

duction to BSCW actions is given in 3.3 ñActionsò on page 33.  

1.4.6 Actions on a particular object 

In the middle of each object entry in the folder page you find an action button  for operations 

to be applied to that particular object, as shown in Figure 6.  

 

Figure 6: The action menu for a calendar 
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The action menu may also be invoked by a right mouse click anywhere on an object entry 

(pressing the Ctrl key along with the right mouse click produces the original browser menu, e.g. 

for ñSave target aséò).  

Putting the cursor over the action menu icon displays often-used actions (Change Properties, 

Cut, Copy, Delete) as a horizontal iconized action menu.  

The configuration of the action menu depends on the object type: different actions are available, 

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 type doesnôt allow this action in general or 

that your role with respect to the object doesnôt let you perform the action. Roles are the basis 

for access right management in BSCW. You may invite new workspace members assigning 

roles to them, e.g. óteacherô or óstudentô, if these roles have been defined beforehand. Roles 

define access profiles and can be attached to any object in BSCW. A set of predefined roles 

serves as a starting point: Manager, Member, Associate member (cannot invite other members) 

and Restricted member (read-only access) are default roles ï define your own roles at will. Role 

assignments are inherited via the folder hierarchy and can be modified any time (see 4.2 

ñAccess rights and rolesò on page 86).  

1.5 Operating your own BSCW server 
You may operate your own BSCW server as an extension of a suitable Web server running on 

a Unix, Linux, or Windows Server platform.  

The BSCW server software is distributed by OrbiTeam Software GmbH & Co. KG, Bonn, 

Germany, under licence from the Fraunhofer Institute for Applied Information Technology 

(FIT).  

You may download the BSCW server software (http://www.bscw.de/english/download.html) 

and use 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 royalty free licences for educational purposes. Other 

licensees have to pay a licence fee for use of BSCW beyond the evaluation period. Please 

contact license@orbiteam.de if you need further information regarding the licensing procedure.  

Acknowledgements 

BSCW provides support for HTML editing based on the CKEditor (http://ckeditor.com/ 

Copyright © 2003-2011 Frederico Knabben) which is integrated with the BSCW software. The 

CKEditor is licensed under the GNU Lesser General Public Licence (see   

http://www.opensource.org/licenses/lgpl-license.php).  

The JavaScript calendar integrated into BSCW is based on the DHTML Calendar 1.0 

(http://www.dynarch.com/projects/calendar Copyright © 2002-2005 Mihai Bazon, 

http://www.bazon.net/mishoo) and distributed under the GNU Lesser General Public License 

(http://www.gnu.org/licenses/lgpl.html). 

The mobile user interface is based on the jQuery Mobile Framework (licensed under the terms 

of the MIT License, see http://jquerymobile.com/). The mobile user interface also includes the 

datepicker plugin (https://github.com/jtsage/jquery-mobile-datebox Copyright © JTSage) 

licensed under CC 3.0 Attribution license.  

http://www.bscw.de/english/company.html
http://www.fit.fraunhofer.de/
http://www.fit.fraunhofer.de/
http://www.bscw.de/english/download.html
mailto:license@orbiteam.de
http://ckeditor.com/
http://www.opensource.org/licenses/lgpl-license.php
http://www.dynarch.com/projects/calendar
http://www.bazon.net/mishoo
http://www.gnu.org/licenses/lgpl.html
http://jquerymobile.com/
https://github.com/jtsage/jquery-mobile-datebox
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The BSCW desktop widgets are based on Adobe AIR and include the Adobe AIR SDK source 

files and sample code, Copyright © Adobe Systems Inc., licensed under the Adobe AIR SDK 

License Agreement (http://www.adobe.com/special/products/air/tools/sdk/eula/).  

Direct editing of BSCW documents with local editors and applications is based on the Zope 

External Editor Client (Copyright © 2008 Thierry Benita, Jean-Nicolas Bes, atReal, Casey 

Duncan and Zope Corporation, http://www.zope.org/), which is not part of the BSCW software, 

but has to be installed by the user. The Zope client is licensed under the Zope Public License 

(ZPL).  

For a quicker document search, BSCW supports the optional integration of the indexing service 

PyLucene (http://lucene.apache.org/pylucene/). PyLucene 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 Massachusetts Institute of Tech-

nology (http://www.simile-widgets.org/timeline/). Timeline is open source software and is 

licensed under the BSD licence. 

For collaborative editing of Web pages, BSCW offers to integrate the MoinMoin wiki engine 

(see http://moinmo.in/), which is licensed under GNU General Public Licence. 

Further, BSCW includes software developed by the Apache Software Foundation   

(http://www.apache.org/).  

1.6 Whatôs new in version 5.1? 
Revision of the BSCW search  

The BSCW search function has been completely revised and simplified. There is now 

only one single, much more comfortable search form, where you easily can enter com-

plex queries. Queries to the Google search engine are no longer supported (see 3.7 

ñSearchò on page 58). 

Content view of folders and document preview .  

The standard details view on folders has been extended by a new content view which 

may be activated alternatively. The content view offers more information on the content 

of an object entry, e.g., for documents a preview and abstract if available, for contacts 

and user objects a photograph if available and for folders the names of the objects 

contained. Also, BSCW can display a preview of documents, which you may have en-

larged at will ï just position your cursor over the object type icon of a document (see 

3.8.4 ñViews on foldersò on page 68).  

User-defined metadata  

Metadata attributes of an object are summarized in a metadata profile. Metadata attri-

butes have a name and a data type (such as text or date) and can be structured into groups 

within a profile. For most of the existing object types in BSCW (such as Folder or 

Document) there are predefined system profiles. You may create your own metadata 

profiles on the basis of the given system profiles and store these profiles for further use 

in template folders (see 3.9.1 ñMetadata profilesò on page 72).  

Simplified User Interface  

The new simplified user interface allows easy access to the most basic features of 

BSCW and is offered to users who only sporadically log into BSCW. The simplified 

user interface is restricted to essential functions like navigation, creation and deletion 

http://www.adobe.com/special/products/air/tools/sdk/eula/
http://www.zope.org/
http://lucene.apache.org/pylucene/
http://www.simile-widgets.org/timeline/
http://moinmo.in/
http://www.apache.org/
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of documents and folders as well as searching (see 7.3 ñSimplified User Interfaceò on 

page 126).  

Microblogging 

The new microblogging component in BSCW supports the exchange of short text 

messages, which are displayed in chronological order. In BSCW, also events are in-

cluded into microblogging. Microblogs may be focused on single users, members of a 

workspace or the whole social network, i.e. the users with whom one is in contact via 

shared workspaces (see 9.2 ñMicrobloggingò on page 167). 

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 specifying the different review steps 

and the persons responsible. (see 12.3 ñDocument reviewò on page 228). 

Further changes and enhancements  

The navigational action shortcut  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 scrolled (see 3.1 ñThe Web-based user interfaceò on page 21).   

The online status has been extended in such a way that users may indicate in their online 

status that they do not want to be disturbed (see 9.1 ñOnline status displayò on page 

165).  

Some BSCW functions have been dropped: The Document Generator (because it is 

superseded by the improved website folders), the event monitor (because similar 

functionality is offered by the event widgets in portals and on the desktop) and the 

BSCW desktop client (because many other convenient options exist for uploading 

documents) (see 13.5 ñBSCW upload helpersò on page 237). The user interface without 

JavaScript doesnôt meet modern user interface requirements and is therefore no longer 

offered, i.e. usage of BSCW requires the activation of JavaScript in your browser (also 

see 3.8.1 ñStyle sheetsò on page 64). In addition, the optional extensions for the 

visualization of document events and of the relations between workspaces and users 

(workspace maps) have been omitted for technical reasons.  



 

Getting Started 11 

2 Getting Started 

The sections of this chapter describe in detail what to do before you start to use BSCW. Some 

of these actions are essential, and others will make it easier for you to use BSCW ï you should 

read them all before using the system. 

2.1 Registering as a BSCW user 
Before starting to use BSCW, you have to be registered as a user of your BSCW server. After 

a simple authentication procedure you are óknownô to the BSCW server as a registered user. 

Basically, you are identified by a combination of your  

o user name, 

o password and 

o 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: 

o Self-registration is allowed for everyone. 

o Self-registration is not allowed, but all or certain users may invite other persons to 

register via their e-mail address.  

o Self-registration is not allowed, only the BSCW administrator can set up new users.  

When registering yourself you proceed as follows.  

¶ Open the home page of your BSCW server (e.g. http://your-bscw-server/pub/) and click 

[Register] in order to register with your e-mail address and eventually some more 

personal information required (name, organization, telephone number).  

¶ BSCW sends an e-mail message to the address given. This message contains a special 

URL which you have to open in your Web browser.  

¶ Opening this URL brings up a form where you fill in your user name and password. For 

security reasons you may open the URL only once.  

¶ After having submitted the registration form you can log in to your BSCW server using 

the user name and password chosen.  
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When you are invited to a workspace of a BSCW server by a user who is already a registered 

user of this BSCW server, you will receive an e-mail 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 can change the password, but 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 your last name, possibly combined with your first name, as your user name.  

Note: By default, BSCW does not distinguish between upper and lower-case letters in user 

names.  

The BSCW server requires user names to be unique. If your user name is already used by 

someone else on the server, BSCW will report an error in the registration procedure. In this 

case, you have to modify your user name, e.g., by adding your first name or a number.  

Note: For security reasons, you 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 regularly. For security reasons concerning your local computer system, 

you should not use the same password for BSCW as for your local computer. 

After submission of the registration form, BSCW is ready for your first login using the user 

name and password chosen.  

2.1.2 Changing your password 

You can change your password whenever you want.  

¶ Select  Options    Change Password  in order to enter your new password.  

¶ Fill in the óChange Passwordô form and click [OK]. Now you are asked to authenticate 

with the new password.  

2.1.3 Forgot your password? 

If you have forgotten your password, you cannot access your BSCW workspaces any more ï 

and, of course, you cannot change your password as described above.  

For exactly this case of emergency, BSCW provides a specific procedure to assign a new 

password without having to provide the old one:  

¶ Open the registration page of your BSCW server (on FITôs public BSCW server this is 
https://public.bscw.de/pub) and click the link ñForgot password?ò in order to register a 

new password. Also, the normal login form has this link.  

¶ In the following action form, enter one of the e-mail addresses which BSCW has already 

associated with your user name (e.g. your primary e-mail address) and confirm with 

[OK] .  

¶ BSCW will then send a message to the e-mail address given, which contains the URL 

of a form that allows you to set a new password for yourself.  

https://public.bscw.de/pub
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2.1.4 Registering an additional e-mail address 

If you have several e-mail addresses, which you use in different contexts, e.g. for business and 

private contacts, it may sometimes happen that you are asked via e-mail 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 your e-mail addresses different from 

the one under which you are registered on your BSCW server.  

In this case, you have two alternatives: you may register under a new user name which you 

want to use in conjunction with this e-mail address, or you may register this e-mail address as 

an additional e-mail address of your existing user account. In the latter case, your BSCW server 

will be able to associate your different e-mail addresses with your user name when you are 

invited using one of your registered e-mail addresses.  

When you receive such a registration message, repeat the registration procedure. If you want to 

register the new e-mail address under your existing user name as an additional address, specify 

the same user name and password under which you are already registered. BSCW will send the 

URL of a form to your additional e-mail address. In this form you may confirm that you indeed 

want to register this e-mail address for your user name.  

You may also register additional e-mail addresses under your user name, without having re-

ceived an invitation.  

¶ Select  Options    Profile    Change  and enter an additional e-mail address into the field 

óAdd e-mail addressô of the óPersonal Dataô section of the action form.  

Subsequently, you have to undergo the same shortened registration procedure as described 

above in order to ensure that the association of your user name with the new e-mail address is 

indeed valid. You may repeat this process for further e-mail addresses.  

The registration of further e-mail addresses makes sense if you expect to be invited to BSCW 

workspaces under these addresses or if you want to upload documents via e-mail 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 secondary e-mail addresses, BSCW will always use your 

primary e-mail address to send e-mail messages to you, e.g. your periodic e-mail report on 

workspace activity. This e-mail address is also shown on your user info page.  

If you have registered several e-mail addresses, you may change your primary e-mail address  

¶ by choosing  Options    Profile    Change  and selecting the address desired from the drop-

down list óPrimary e-mail addressô in the óPersonal Dataô section of the action form.  

All your e-mail addresses registered are also shown when you select  Options    Profile    Show . 

Scroll down to the field óE-Mail addresses attached in the section óAdministrator detailsô. Other 

users see only your primary e-mail address when looking at your user info page.  

2.1.5 Destroying oneôs own user account 

With some BSCW servers that allow self-registration you may be able to also destroy your own 

user account when you no longer want to use this BSCW server. By default, this feature is not 

enabled. Note that this action is irreversible and also destroys all data on the server that only 

you yourself have access to.  

¶ Select  Options    Destroy Account  in the top menu bar. 

¶ Enter your password to confirm 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 is not enabled.  

2.2 Logging into your BSCW workspaces 
As a registered user, you have to log in to your BSCW server and identify yourself at the be-

ginning of each session.  

2.2.1 Starting a BSCW session 

You start a session on a BSCW server  

¶ by opening the URL http://your-bscw-server/bscw/bscw.cgi/, or  

¶ 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://your-bscw-server/sec/bscw.cgi/. Your BSCW administrator may, however, have chosen 

an altogether different scheme. 

For login and identification, you have to submit your user name and password. You may also 

log in using your e-mail address instead of your user name. Your BSCW server may also offer 

alternative ways of logging in (see 2.2.5 ñAlternative methods of authenticationò on page 16).  

If you are directly 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 (provided you have 

the necessary access rights). Otherwise, you will be shown your personal portal by default. 

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

thenticate again.  

2.2.2 First time 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. In case you have been invited to a workspace, you have at 

least one concrete example how collaboration in BSCW looks like. But if not, your home folder 

(ñWorkspaces of your-user-nameò) is empty and you might ask yourself how to start working 

with BSCW.  

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

users: 

¶ Select  File    New    Workspace  from the top menu or click on the  in the action 

shortcut bar. In the section óGeneralô you enter name and optionally tags and a 

description of the new workspace. The names of documents and folders underlie 

restrictions concerning the use of special characters; you are notified of violations. Tags 

are freely chosen keywords under which you or other users may find the workspace. 

¶ In the section óGeneralô you can further choose a template for the subfolder structure of 

the new workspace. Such templates may be available for your BSCW server. For a first 

time, you may leave it at óno templateô. 
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Finally, you may have certain shared objects automatically generated for the new 

workspace: a workspace portal, a group calendar, a contact list, a folder for upload per 

e-mail, a template folder and a workspace-specific trash. Make your choice by checking 

or unchecking the respective check-boxes.  

Note: The workspace-specific trash receives all objects deleted by the members of the 

workspace. Only the workspace manager and the creator can undelete or finally destroy 

objects in the workspace trash. The trash itself cannot be deleted after creation.  

¶ Go to the óMembersô section of the action form and select the future members of your 
workspace:  

¶ Select the óEnter e-mail addresses or user namesô option of the drop-down menu, 

enter e-mail addresses of people already registered on your BSCW server (you 

probably wonôt know their precise BSCW user names) or of people you want to 

invite to register with your BSCW server (if you are authorized to invite new users 

or your server allows self-registration) and hit [Add].  

¶ Alternatively, choose the option óSearch for BSCW usersô and enter a search string 
which is meant to be part of a user name. Select any candidates from the search 

results and hit [Add] again. You can combine both methods of specifying members.  

¶ Select the desired role, e.g. óMemberô, for the members of your workspace and enter 
an optional invitation text that will be added to invitation e-mails to be sent to 

members that you have invited to register.  

¶ The sections óDocument Reviewô and óAutomatic Versioningô are about defining a re-

view process and automatic versioning for the documents of the new workspace. Forget 

about these sections for the time being, you can come back to these subjects later.  

¶ Hit [OK] to create the new workspace.  

Open the new workspace, load up some documents you want to share with the members of the 

new workspace, create a new discussion forum within the workspace or call a meeting in the 

workspaceôs calendar.  

For a more in-depth discussion of shared workspaces see 4.1 ñCreating and managing shared 

workspacesò on page 79. 

Note: Donôt confuse workspaces and communities. When starting work with BSCW, you will 

most probably want to create a workspace and not a community. Communities are meant to 

accommodate very large groups of users with shared interests and have their specific limitations 

as far as access rights are concerned. 

2.2.3 Closing a BSCW session 

In order to close a BSCW session,  

¶ select  File    Logout  in the top menu. Alternatively, press  at the upper 

right-hand corner of the BSCW interface. 

¶ Before actually closing down your session, BSCW deletes any private data that might 

have been stored in your browser. Such data are, e.g. backup copies of the integrated 

HTML editor or locally cached microblogging messages. Subsequently you are present-

ed with the publicly accessible 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. For Windows 

browsers use the key combination Ctrl-Shift-Del to invoke a dialog for deleting the 

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

and proceed to delete these data. In Safari you select Safari > Reset Safari, check óDelete 

all website dataô and hit [Reset].  

¶ With some browsers, you are asked to authenticate again before you can log out. In this 

case, you must authenticate with an empty password to actually close the BSCW session. 

Cancelling the authentication at this point does not close your session with BSCW.  

For some Web browsers the explicit logout cannot be provided. In this case, you have to close 

a BSCW session by terminating the Web browser program on your local computer. Until logout 

or termination of the browser the access rights remain in effect that were granted to you under 

your user name.  

Note: If you share your computer with other people (e.g., in a public Internet cafe), do not forget 

to close your BSCW session after you have finished working with BSCW.  

2.2.4 Parallel BSCW sessions 

You may have accounts on several 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 represent only one user name on any given BSCW 

server. Parallel sessions with different user names on one BSCW server are not possible.  

Most Web browsers, however, will allow you to have active sessions on several different 

BSCW servers simultaneously under the same user name and password.  

Note: A transfer of BSCW objects between different servers, on which you have active sessions 

in parallel, is possible only via your local computer as a physical relay station. Your clipboards 

on the different servers are not interconnected although their icons look identical.  

2.2.5 Alternative methods of authentication 

The default method of authentication for BSCW servers is the standard óbasic authenticationô 

scheme of most Web browsers using user name and password. This method 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 operated using HTTPS (a combination of HTTP and a cryptographic transport 

protocol) for communication between your browser and the BSCW server. Ask your 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 can be used 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 (so-called). Alternative methods of authentication 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 sign-on process is OpenID where authentication is done via specific 

identification services (known as OpenID providers) where you maintain an OpenID identity. 
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Whenever you see the OpenID icon  on the login page, you may log into your BSCW server 

entering the URL of your OpenID provider.  

¶ Enter the URL of your OpenID provider into the respective field of the BSCW login 

page. You may obtain an OpenID identity from one of the many OpenID providers. 

E.g., users with a Google account may log into BSCW using the following URL 

https://www.google.com/accounts/o8/id.  

¶ 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 

OpenID-enabled websites. More details are to be found at http://openid.net/.  

2.3 Choosing the user interface language 
The BSCW user interface language is a personal, user-defined option. It only affects your view 

of the information presented. When you are registered as a new user, BSCW automatically takes 

your preferred Web browser language as your user interface language. You may select a 

different language  

¶ by choosing  Options    Preferences  in the top menu and pick your favourite language 

from the óLanguage (BSCW)ô menu in the óGeneralô tab of the action form.  

When you choose English as your user interface language, the online help will also be in 

English; the same goes for German. All other user interface languages, however, do not have 

their own online help and use the English version instead.  

2.4 Your personal profile 
In BSCW, you have a personal profile consisting of useful information about yourself including 

full name, organization, address, telephone numbers, a photograph, links to additional infor-

mation on the Web, e.g. to a personal home page and the website of your organization as well 

as your contact details in social networks and instant messaging services making it easier for 

other users to get in touch with you.  

The information that you enter into your personal profile 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 information in your personal profile,  

¶ select  Options    Profile    Change .  

You may check the appearance of your current personal info page by  

¶ selecting  Options    Profile    Show .  

The óChange Personal Profileô form where you enter or update your personal profile has a 

number of sections grouping the information contained in the personal profile:  

o Personal Data 

o Communication 

o Time Zone 

o Picture 

http://openid.net/
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Personal data 

Personal data about yourself comprise your full name, organization, phone numbers, home 

page, postal address and e-mail address. The full name and organization given in your personal 

profile will also be used in address book entries and membersô pages to represent a user as user 

entry. Such an entry will read, e.g.,  

jhdoe  (John H. Doe, Acme Corp.)  

when full name and organization are given, while the same user without a full 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 membersô pages.  

The óPrimary e-mail addressô field is set to the e-mail address that BSCW uses for sending 

messages to you, e.g. the periodic e-mail reports on workspace activity. By default, this is the 

e-mail address under which you have registered with the BSCW server. If your e-mail address 

has changed or if you use additional e-mail addresses, please enter the new address or the 

additional addresses into the óAdd e-mail addressô field. For each of the secondary addresses 

you will have to go through a registration process similar to your initial registration.  

When you have registered additional e-mail addresses, you may choose one of them as your 

primary e-mail address via selection in the respective field. Please note that the server configu-

ration may not allow every user to enter additional addresses and may confine admissible ad-

dresses to certain e-mail domains.  

Communication 

Here, you may enter information enabling other users to get in touch with you in social networks 

or via instant messaging services. To add a social network or instant messaging service to your 

personal profile,  

¶ select an entry from the drop-down list offered and press the [+ Add] button.  

¶ With social networks, give the URL under which you may be reached in the particular 

network. Possibly augment the description of the network.  

¶ With instant messaging services, specify user number or user identification. Instant 

messaging services allow real-time communication between two or more users, utilizing 

plain text messages, voice or even video telephony. Click the  buttons to learn more 

about services that you do not know yet.  

¶ In order to remove a social network or instant messaging service from your personal 

profile, click its  button. 

The contact data entered will be shown under óContact detailsô on your user info page and are 

to be used by other users wanting to get in contact with you.  

Time Zone 

Here you may select your local time zone, i.e. the time zone where you are currently located. 

All temporal information presented 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 choose óno time zone selectedô as your time zone, you may specify your local time zone 

in the óHourô and óMinuteô fields (value in the latter field should be 0 or 30, otherwise it is 
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rounded to one of these values). With other time zone selections, any input in these fields is 

ignored.  

You may also choose your preferred date format, which is then again used for the display of all 

dates at your BSCW user interface.  

Picture 

This section shows a picture of yourself that is shown on your personal info page or along with 

your messages in microblogs. If such a picture does not yet exist, you may add one to your 

personal profile.  

¶ Choose óUpload picture from external websiteô and enter a URL into the óPicture URLô 

field that points to such an image on the Web,  

or  

¶ choose óUpload picture from my computerô. Use the [Browse...] button of the óLocal 

fileô field to select the picture. The uploaded picture file is stored in the system and the 

access rights are set in such a way that all registered users may look at this picture.  

In the same way you can replace an existing picture of yourself. You may also delete such a 

picture using the button [Delete picture] below the picture. 

2.5 Configuring your Web browser 
Before using the BSCW server, please check the version and configuration of your Web 

browser.  

¶ The use of BSCW requires a current version of one of the popular browsers. BSCW 

works best with one of the following browser versions:  

o Chrome 17+,  

o Edge 

o Firefox 24+,  

o Internet Explorer 9+,  

o Opera 15+.  

o Safari 6+,  

¶ 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 configuration. In Microsoft Internet Explorer, e.g., choose ñTools > Internet 

Options > General > Browsing History [Settings] > Temporary Internet Files > Every 

time I visit the webpageò. The exact procedure to set this option depends on your 

browser and browser version.  

¶ Make sure that the clock on your computer is set correctly. Otherwise synchronization 

between the BSCW server and pages in your local cache will not work correctly.  

¶ BSCW makes use of JavaScript, Dojo and cookies. In order to have BSCW function 

properly, your Web browser has to be configured so that JavaScript is activated and 

cookies are accepted. BSCW cookies are used exclusively for authentication purposes 

and are valid for a BSCW session.  

Most modern browsers like the ones listed above support Dojo. If your browser does 

http://www.enable-javascript.com/
http://www.dojotoolkit.org/


 

20 Getting Started 

not support Dojo, you will be warned and BSCW switches into a non-Dojo mode. In 

this case, some BSCW features will not work (e.g. the graphical navigator or the new 

search form), or will work differently (e.g. text fields and selection lists instead of more 

comfortable widgets).  

¶ When using Internet Explorer you should disable ñfriendly HTTP error messagesò 
(disable option ñTools > Internet Options > Advanced > Browsing > Show friendly 

HTTP error messagesò). Otherwise Internet Explorer might suppress important error 

messages.  

The following BSCW extensions are implemented as Java applets:  

o Document uploader and drag & drop uploader ï upload helpers for convenient file up-

load,  

o Briefcase ï a tool that synchronizes BSCW objects with your local file system,  

o Outlook synchronization ï 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, your Web browser must be configured to 

run Java applets which are installed locally. How these options are set in your browser, varies 

between platforms and browsers. Please consult your Web browserôs manual for more 

information.  

As long as the documents that you download from your workspaces can be displayed by your 

Web browser (with the help of any plug-ins you may have installed), you do not need to change 

your browserôs configuration in order to use BSCW.  

If, however, you want to exchange documents in proprietary formats (e.g. WordPerfect, Excel, 

Photoshop, etc.) with other members of your workspaces, you should tailor the configuration 

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

type. Instruct your browser to link the file 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. Please consult your browserôs manual for more 

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 between the file type of the present 

file and the program to be used óon the flyô. This link will then be applied to the next file with 

the same file 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:  

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

¶ The level of proficiency with BSCW that you have chosen for yourself. By default, new 

users are assigned to the Expert level, allowing all sorts of objects and actions. You may 

have changed, however, your level of proficiency to a lower level (as described in 3.8.2 

ñLevels of proficiencyò on page 64). At these lower levels, e.g. Beginner, you will be 

offered fewer actions and objects at the interface than are shown below. 

¶ The configuration of your BSCW server that may not allow certain functions.  

3.1 The Web-based user interface 
BSCW manages two basic types of objects: 

o Objects that do not contain other objects:  

o document 

o note 

o widget (of a portal) 

o URL 

o appointment 

o blog entry 

o poll 

o contact 

o user 

o Objects that may contain other objects:  

o folder 

o search folder 

o portal 

o calendar 
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o discussion forum 

o blog 

o e-mail message 

o template folder 

o website folder 

o project 

o phase (of a project) 

o task 

o flow folder 

o contact list 

o member group (of a workspace) 

o community 

o address book 

o clipboard 

o trash 

In its Web-based 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 of folders, discussion forums or personal objects like the address book, the 

clipboard, etc. all have a two-part structure consisting of  

o a header and 

o a list of entries (the body). 

The following sections describe the general structure and functionality of such pages using the 

folder page as an example. Note 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 still accessible with a narrow browser window.  

3.1.1 Header 

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

The header section of a folder page ï like the header section of a calendar page, of an address 

book page, etc. ï has the following elements.  

The top menu bar 

 

contains the menus for creating and manipulating objects within the folder (or calendar, 

discussion forum, etc.). Details are given in 3.3 ñActionsò on page 33.  

The logout button 

 

closes your BSCW session. 

The action shortcut bar 

 

consists of frequently used actions like creating objects, e.g., documents, subfolders or 

discussion forums, initiating a search or getting more information about the current 

folder.  

The first action shortcut  lets you browse your workspaces; clicking on the icon 

opens a window representing your complete workspace hierarchy. This icon is always 

accessible since it remains on the same spot of the browser window, even if the window 

is scrolled. For a quick access to a certain workspace, browse your workspaces and click 

on the workspace to open it in BSCW. 

The instant access bar 

 

gives access to personal objects like your home folder, clipboard, trash, address book 

and calendar. The instant access bar may disappear if the browser window gets too 

narrow for its display.  
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The navigation bar 

 

specifies the location of the current object in your folder hierarchy as a path from your 

home folder to this very object: Workspaces of your-user-name / active workspaces. 

The names in the directory path are links to the respective folder pages.  

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

workspaces (ñquick searchò). Type your search terms into the search field and hit . 

The results will be presented in a temporary search folder with the location of the objects 

found in their description. In order to return to your previous workspace, hit  in the 

instant access bar.  

The standard search (ñallò) will look for all objects in the current folder where the search 

terms appear in the name, the content, the description or the tags. You may also select 

a different type of search from the drop-down menu appearing when you point to the 

triangle  preceding the search field: name, tags or documents. A 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 the tags, and a document 

search looks for all documents that contain the search terms.  

Further details on searching in BSCW are given in 3.7 ñSearchò on page 58.  

The banner 

 

is empty by default; a banner consisting of text and graphics may be inserted individu-

ally for each folder, if so desired (see 3.8.5 ñBannersò on page 71).  

The multi-selection toolbar 

 

offers buttons for  

¶ selecting  or de-selecting  all entries in the current page;  

¶ enabling  or disabling  the display of subfolders, when the option  View    Fold-

out  is active;  

¶ applying the actions listed to the objects selected (check-marked), 

¶ toggling between details and content view and 

¶ filtering the object entries to be shown.   
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The context menu 

 

 (an action button  at the lower right-hand corner of the header section of the folder 

page) offers all actions that are applicable to the current folder. The context menu may 

also be invoked by a right mouse click anywhere on the title part of the folder listing 

(pressing the Ctrl key along with the right mouse click produces the original browser 

menu, e.g. for ñSave target aséò).  

Putting the cursor over the context menu icon displays often-used actions (Change 

Properties, Cut, Copy) as a horizontal iconized context menu.  

 

3.1.2 List of entries 

The body of a folder page, search result page, etc. consists of a list of entries, each representing 

an object contained in the folder, search folder etc. A folder page is by default displayed in the 

details view where an object entry normally consists of the following elements: 

o Information icon  

o Check box for selecting the object  

o Object type icon  

o Name of the object  

o Action menu button  giving access to actions that may be performed on the object 

represented by the entry. Putting the cursor over the action menu icon displays often-

used actions (Change Properties, Cut, Copy, Delete) as a horizontal iconized action 

menu.  

o Size of an entry is indicated in bytes, in case of a folder in number of objects contained.  

o This may be followed by icons leading to additional information, e.g., in a folder page 

a membersô icon  will take you to the membersô page of this folder.  

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 also a content view available. An object entry 

in the content view has the following elements:  

o Check box for selecting the object  
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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 consisting of a header line with name, action menu, and if applicable, members 

icon, rating etc. and a domain with further details like size, document type, creator, 

creation date. 

o Abstract of the object content (with folders, e.g., the names of the objects contained)  

o Description  

o Author and date of the last modification  

You activate the content view by selecting  View    Content  in the top menu (see 3.8.4 ñViews on 

foldersò on page 68).  

Please note that entries in portal and calendar pages look and work a bit differently than 

described here for folder entries.  

3.1.2.1 Opening documents and document preview 

In order to display the contents of a document in a folder listing 

¶ click the name of the respective object entry or  

¶ use   Open  in its action menu.  

The way documents are opened is dependent on your personal preferences (see below) as well 

as on browser, operating system, plug-ins installed and browser configuration. So you can, e.g., 

specify whether PDF documents should be opened in the browser (using a so-called PDF plug-

in) or directly in the Adobe PDF reader.  

If you want to open a document that your Web browser cannot displayed, you can download 

the corresponding file and open it on your local system using an appropriate application.  

Position your cursor over the object type icon of a document to display a miniaturized preview 

of the document, which you may additionally have enlarged (see Figure 8 for an example). For 

documents without a preview, a tooltip with the document type is shown. Text, 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 

If you have activated the presentation option ñOpen documents in previewò in your personal 

preferences, you get a full image preview when you open a document. This is also the case 

when you click on the miniature preview 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 of the header 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 entries of a folder listing ordered according to different sorting criteria. 

Select  View    Sort  to redisplay the page with the entries sorted by the criterion desired:  

¶  by Name , 

¶  by Type , 

¶  by Last Modified  (date of last modification) 

and by some other criteria applicable. 

In the details view, you may also sort the entries by clicking a column header of the entry list, 

e.g. óNameô or óLast modifiedô.  

You may display the complete contents of a folder by  

¶ selecting  File    Contents  in the top menu of the folder. 

This will bring up a compact list 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 displays the contents of all subfolders, sub-subfolders etc as an 

indented list.  
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Click on a folder name in the navigation bar or the contents list to return to the normal folder 

view.  

3.2 Shareable objects 
BSCW provides several types of objects that you may create, manage and share in a workspace 

(see 3.3.3 ñInviting membersò on page 37 on how to share a workspace).  

 Document (here a PDF file) 

 Document under version control [1.2] (here an HTML file) 

 Note 

 URL (Link)  

 Folder 

 Portal 

 Contact list 

 Discussion forum 

 Blog 

 E-Mail message  

 Search folder 

 RSS feed 

 RSS article 

 Template folder 

 Website folder 

 Calendar 

 Poll 

 Voting 

 Appointment scheduling 

 Project 

 Phase 

 Task 

 Flow folder 

When objects of the above types are listed as entries of a folder page, the icon left of the object 

name indicates the type of the object ï for a document, this icon identifies its file type.  

3.2.1 Document 

Any file uploaded from your local system is represented in BSCW as a document. A document 

may contain text, spreadsheets, graphics, print files, pictures, sound, video, etc., typically stored 
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in various proprietary file formats. Each document in BSCW is associated with an according 

file type when it is uploaded. This file type is represented by a specific icon in front of the 

document name (or by the  icon for a file type that does not have an individual icon on your 

BSCW server). On the Internet, these file types are identified by so-called MIME types. The 

info page of a document shows this more technical looking MIME type. 

BSCW provides specific functions for two kinds of documents.  

Plain text and HTML documents:  

Documents of file type óPlain Textô or óHTML Documentô (MIME types text/plain  

or text/HTML )  may be created and edited directly on the BSCW server 

(actions  File    New    Text Document ,  File    New    HTML Document  and   Edit ; see 8.1 

ñDirect editing of documentsò on page 131).  

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 (of file type óArchive (Zip/Winzip)ô or óArchive (Tar)ô). BSCW can also 

extract the files from Zip or Tar archives that you have uploaded from your local system; 

the files are put into your clipboard as BSCW documents and folders (actions 

  Archive  and   Extract ; see 13.1 ñArchiving and transferring objectsò on page 233).  

Depending on the file type of a document and on the configuration of your Web browser, several 

things may happen when you click on the document name in a folder page:  

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

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

o a dialog 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 preview (see 3.1.2.1 ñOpening documents and 

document previewò on page 26).  

3.2.2 Document under version control 

Version control is 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 used when the docu-

ment is read or copied. 

3.2.3 Note 

A note is typically a short message that you create directly in BSCW. Notes are a convenient 

tool to:  

o inform the workspace members on a subject,  

o start and organize a discussion about a problem,  

o ask all members about their view on a topic.  

Within a discussion forum, you may create new notes on their own or as a   Reply  to other 

notes, thereby contributing to discussion threads. Outside discussion forums, a note can exist 

as an entry in your clipboard or trash when you have cut, copied or deleted the note.  
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3.2.4 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 used to access a BSCW object in another folder or 

workspace on the same BSCW server (see 8.5 ñURLs for objects in workspacesò on page 143).  

You create an URL object by 

¶ selecting  File    New    URL  in the top menu bar. 

¶ In the óGeneralô section of the action form, you enter the address under óURLô (e.g. 

http://www.bscw.de/files/help-5.1/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 copy that can be accessed even if the original document 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 optional tags and description. Finally, you may rate the URL. Uploading 

and rating can also be done later; see the URL actions below.  

¶ Hit [OK] to create the new URL.  

URL objects may also be copied from a BSCW RSS feed: Copy some RSS articles to 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 the document or object referred to by a URL in your workspace 

(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 folders, discussion forums 

or a calendar.  

¶ Click the folder icon or the name of the folder to display the contents of the folder in 

the current folder page.  

3.2.6 Portal 

The portal of a folder offers a quick overview of contents and events in a folder. The portal 

consists of widgets that can show folder contents, events and 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 like your personal 

portal to BSCW.  

3.2.7 Contact list 

Contact lists are specialized folders for maintaining contact information about relevant people. 

Contact lists may be created in arbitrary folders so that you are able to maintain contact 

http://www.bscw.de/files/help-5.1/english/
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information in the context of a certain workspace ï also about persons are not members of this 

workspace or users of your BSCW server.  

3.2.8 Discussion forum 

A discussion forum consists of notes ï basically short pieces of text ñpinned to a bulletin boardò 

for all members of a workspace to read and react on. Reactions to notes in the form of 

comments, questions or counterarguments create discussions threads within a discussion forum.  

Discussion forums may be objects on their own within a folder, but may also be used in 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 contain pictures and 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 may be displayed 

as such or may be embedded in a normal BSCW page or a user-defined Web page. In addition, 

blogs can be displayed as RSS feeds; you can subscribe to such blog feeds to be informed about 

new blog entries.  

3.2.10 E-Mail message 

You may send e-mail messages directly to a BSCW folder if the folder permits this. Such e-mail 

messages may contain arbitrary attachments and are stored in BSCW as e-mail message objects 

according to the Internet standard RFC 822.  

By adding the e-mail address of a BSCW folder to a project distribution list, you may, e.g., 

create a complete e-mail archive of the project. Project members need no longer store all im-

portant e-mail messages within their own e-mail systems.  

Sending documents to a folder as attachments of an e-mail message is a convenient alternative 

to uploading these documents using the Web-based interface.  

3.2.11 Search folder 

Search folders contain the results of a search as a list of links to BSCW objects. The contents 

of a search folder may be edited as a whole by repeating the search process with the identical 

query to update the search results, or with a modified query to, e.g., narrow down the search.  

3.2.12 RSS feed 

RSS feeds provide 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 store the latest ab-

stracts of an RSS feed as RSS articles. The selection may be updated by a   Redo 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 folders are special folders containing templates which may be copied to other folders. 

Templates can be arbitrary BSCW objects, e.g. documents of any kind, polls, flow folders, tasks 

and even folders including their entire contents. Typical 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 user-defined template folders containing templates for the use of an individual or 

a workspace group, there are also system-wide template folders accessible to all registered users 

of the BSCW server, which are managed by the system administrator.  

3.2.14 Website folder 

Website folders provide a convenient way to create and manage a miniature website inside 

BSCW. Apart from the HTML documents (ñpagesò) making up the contents of the website, a 

website folder has three special documents: the home page that is shown when you click on a 

website folderôs icon or name, the layout page that serves as the standard framework for all 

other HTML documents of the website folder, thus ensuring a consistent layout of all pages in 

a website folder, and 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 a built-in element system with a wiki-like [element  é]  

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

a pageôs last modification date, links for editing the page, a display of the page history or even 

entire action menus.  

3.2.15 Calendar 

The calendar provides different views (year, month, week, day) conforming to the usual ñlook-

and-feelò of calendars. Users may enter appointments directly into the calendar. In addition to 

the personal calendar of each user, group calendars may be created within arbitrary workspaces 

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 appointment for 

a group of invited participants. The selection of participants is not limited to the members of 

the workspace in which you create the appointment. 

3.2.16 Appointment scheduling 

An appointment scheduling helps 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. Participants may be BSCW users as well as other persons. 

The participants are notified via e-mail and may vote on the dates proposed. The organizer 

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 voting period of the poll. Poll results may be viewed in graphical 

form during and after the voting period; results may also be exported for further processing.  
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A voting differs from a poll only in two respects: (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 or e-mail address, i.e. participants are not re-

stricted to the member group of the workspace that contains the voting.  

3.2.18 Community 

Communities allow workspace access for large groups of users equipped with equal access 

rights keeping performance independent of community size; they also offer self-organized plat-

forms for users with similar interests.  

3.2.19 Project and phase 

Projects and phases support project management through time planning and progress control. 

Both types of objects are implemented in BSCW as special folders, which may contain further 

documents and discussion forums. A project is meant to stand for an undertaking with a limited 

time frame and a defined goal. The time frame of a project may be given by start date and 

completion date. Projects may be further split up in phases.  

A phase is a self-contained part of a project and may be further divided into separate tasks. A 

phase is always part of 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 task stands 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 out by the provision 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 to form a work-

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 reuse.  

3.2.21 Flow folder 

Flow folders are 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 need to be carried 

out with the material contained in the folder. A flow folder is forwarded to the users responsible 

for the execution of the individual tasks in the order given in the flow folder. 

The tasks of a flow folder consist of a name, an informal description and a 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 the Web-based user interface these action triggers may 

take the following forms:  
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Menus: 

Top menu bar, e.g.  File    New    Document  

Context menu and action menus, e.g.   Change    Properties  

Buttons: 

Action shortcut bar 

  
gives access to frequently used actions.  

Instant access bar 

Example:  opens your clipboard.  

Navigation bar 

Example: ó:your-user-nameô opens your home folder.  

Multi-selection toolbar, e.g.  (cut) or  (delete)  

Links or icons in the entries of a folder listing 

Example:  shows the member group of a workspace.  

With the obvious exception of the action shortcut bar, the actions triggered by buttons are 

simple navigation actions: they open and display a new page showing 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 you in the diverse menus also depend on  

o the level of proficiency you have set in your preferences and  

o the role (i.e. access rights) you have with respect to a folder and to the objects it contains.  

3.3.1 Creating and changing objects 

In the layout of the folder page, the menu entries that create objects of different types are located 

in four places: 

¶ In the top menu bar, you may create objects in the current folder by selecting the object 

type entry from the  File    New  menu, e.g.  File    New    Folder  creates a new subfolder of 

the current folder. The action form has three sections: 

¶ In the óGeneralô section, you enter the name and optional tags and description. 

Note: Starting with BSCW version 5.1, folder and document names may only use a 

restricted character set in order to ensure a better compatibility with the naming con-

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 administrator arranges for all invalid names to be made valid. 
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¶ If you are manager of the current workspace, you will see two additional sections of 

the action form. In the óDocument Reviewô section, you can define a review process 

for the documents of the folder to be created (details in 12.3 ñDocument reviewò on 

page 228). In the óAuto Versioningô section, you specify whether documents in the 

new folder are to be automatically put under version control (details in 8.3.6 ñAuto-

matic versioningò on page 140). 

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

¶ The action shortcut bar allows for creating frequently used objects in the current folder, 

e.g. clicking on  also creates a new subfolder in the current folder with exactly the 

same action form as above. 

¶ The context menu allows for creating new objects in the current folder by selecting the 

object type from the   New  menu, e.g.   New    Discussion Forum  creates a new dis-

cussion forum in the current folder.  

¶ The action menus of folder entries (or entries of other container objects like discussion 

forums, website folders or projects) also offer a   New  menu for creating new objects; 

e.g.   New    Poll  in the action menu of a subfolder creates a new poll in this subfolder.  

All actions for the creation of a new object will bring up a form in which to enter the information 

that BSCW needs to create the new object. The form depends on the object type selected. For 

the different object types see 3.2 ñShareable objectsò on page 28. 

You can change the properties of an object after creation by  

¶ 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 folder, e.g., the action form has the three sections 

óGeneralô, óDocument Reviewô and óAuto Versioningô, in which you my change the name, tags 

and description of the folder and its settings concerning document review and automatic ver-

sioning of documents contained in the folder (the latter only if you are manager).  

Some objects may only be created within specific other objects, e.g. notes may only be created 

within discussion forums, phases may only be created within projects. Creation of communities 

via the  File  menu is only possible in your home folder.  

Note: You may create shared workspaces in your home folder via  File    New    Workspace , which 

is a shortcut for first creating a private folder and then inviting other users as members (see 

3.3.3 ñInviting membersò on page 37). This menu entry is available only in home folders and 

is meant to avoid a confusion of workspaces and communities for new BSCW users. 

3.3.2 Uploading and changing documents 

BSCW lets you upload a local file to a folder as a document on the BSCW server. Popular  

browsers feature a file uploading function (e.g. Chrome, Edge, Firefox, Internet Explorer, Opera 

and Safari), so you need no additional software to upload documents.  

If you have to upload large documents or a great number of documents regularly, you should 

consider using one of the BSCW upload helpers available (for details see 13.5 ñBSCW upload 

helpersò on page 237).  

For uploading documents via your browser,  

¶ select  File    New    Document  in the top menu.  

You can change all the information about a document by  
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¶ selecting   Change    Properties  in the action menu of 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 Review (managers only): Definition of a review process for the document 

that differs from the process valid for the documents of the current folder (see 12.3 

ñDocument reviewò on page 228).  

o Automatic Versioning (managers only): Definition of versioning options for the docu-

ment that differ from the options valid for the documents of the current folder (see 8.3.6 

ñAutomatic versioningò on page 140). 

o Attributes: Specification of metadata attributes for the document. 

General 

¶ In the óGeneralô section, select a file for uploading from your local file system using the 

[Browseé] button in the óLocal fileô field. The name of the file selected is automatically 

copied into the field. The name will be used by BSCW as the document name unless 

you enter a different name in the óNameô field. Choose a telling document name, so the 

other members of the workspace 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, because it facilitates the recognition of the file type when the document 

is downloaded again by other members of the workspace: the BSCW document name 

is the default local file name!  

Note: Starting with BSCW version 5.1, document and folder names may only use a 

restricted character set in order to ensure a better compatibility with the naming con-

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 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 to be made valid. 

¶ You may enter freely chosen keywords in the óTagsô field to characterize the new 
documents. These tags may be used in searches. Several tags are separated by blanks. 

There is no distinction between upper and lower case in tags.  

¶ In the óDescriptionô field you may enter a description of the documentôs contents or 
instructions for its use.  

¶ You may provide an assessment of the documentôs quality by selecting one of the ratings 

offered. You may also rate the document later or change your rating using 

  Change    Rate . BSCW shows all ratings in the documentôs info page; the median of 

all ratings is shown as an icon in the óRatingô column of the document entry (with only 

two ratings, the average rating is taken).  

¶ The correct file type of the document is normally recognized by Web browsers and 

automatically assigned (default setting). You can also specify the file type yourself by 

selecting a file type from the menu offered. Should the correct file type not be offered, 

you can enter the according MIME type (standardized designation of file types on the 

Internet) manually. The info page of a document shows its MIME type.  
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Similarly, a possible encoding applied to the file is detected correctly in most cases. 

Occasionally you may need to specify the encoding in the respective field. You may 

change file type and encoding later on, using   Change    Properties  in the action menu 

of the document.  

Attributes 

¶ In the section óAttributesô you may specify metadata attributes for the new document. 

These attributes may also be used in searches. The default attributes are arranged in two 

groups. The first group contains category and priority; these attributes are indicated in 

folder listings in which the document appears, when the respective columns are 

activated via  View    Columns  in the top menu. The second group of attributes is used for 

document classification according to the Dublin Core standard (see 3.9.1 ñMetadata 

profilesò on page 72); with these attributes you may add further values by clicking on 

the add icon . 

Later on, you may also define your own attributes, which are summarized in a new or 

changed metadata profile and assigned to the document (for details see 3.9.1 ñMetadata 

profilesò on page 72).  

¶ 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 with the same 

name and the same file type, the existing document is replaced by the uploaded document. To 

prevent overwriting of a document  

¶ select   Access    Set Lock  in the action menu of the document to set a (removable) lock.  

If a document is under version control it cannot be overwritten by uploading a document with 

the same name and file type; instead, a new version of the document 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 owner. When disk space 

control (óquota systemô) has been activated for your BSCW server, the upload of large do-

cuments by members of a workspace may lead to problems for the owner (violation of the disk 

space limit). Because workspace owners are in general also workspace managers, they can of 

course destroy large documents, should problems arise. If disk space control is activated for 

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

space used by all objects that you own.  

3.3.3 Inviting members 

You turn a private folder into a shared workspace by inviting other users as ómembersô ï you 

yourself are the first member and owner of the workspace.  

¶ Select  File    Access    Invite Member  in the top menu bar to trigger this action.  

For action details see 4.1.1 ñCreating shared workspacesò on page 79. By inviting additional 

members to a shared workspace, you enlarge the group of people who may access the work-

space and the objects it contains. Before you turn a private folder into a shared workspace, 

please read 4.1 ñCreating and managing shared workspacesò on page 79; section 4.2 ñAccess 

rights and rolesò on page 86 explains how to modify the access rights of the members in a 

shared workspace.  
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A private folder, a shared workspace or a folder or discussion forum within a workspace become 

a public workspace by selecting  File    Access    Public Access  (by default only allowed for man-

agers). This feature may have been disabled altogether by your 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 read all documents 

in a public folder. All published objects are listed in the public space of the BSCW server. This 

public space, which is a community folder named ópublicô, may be accessed by select-

ing  GoTo    Public Space  in the top menu or by clicking the community icon in the instant access 

bar .  

The actions described above are also offered in the action menus of folder or discussion forum 

entries (   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 workspace. Communities can accommodate large numbers of members and offer access to 

the community workspace without loss of performance.  

3.3.4 Actions on objects in a folder 

Actions on objects in a folder may be invoked in different ways. BSCW differs between:  

¶ application of the action to several objects in parallel via  

¶ selecting the objects by activating the check boxes on the left-hand side of the object 

entries, and via  

¶ selecting the action from the multi-selection toolbar;  

¶ application of the action to one specific object via selecting an action entry from the 

objectôs action menu .  

The actions of the multi-selection toolbar are generally also offered in the individual action 

menus of the object entries. Some actions are also offered in the top menu bar: under  File  for 

the current folder and under  Edit  for the current selection of object entries.  

3.3.4.1 Multi-selection toolbar: Actions on selected objects 

When an action is to be applied to several objects in parallel, you have to first select the objects. 

You can do this by:  

¶ activating the respective check boxes on the left-hand side of the object entries;  

¶ selecting all entries in the folder page by clicking  in the multi-selection toolbar. The 

latter may also be done by selecting  Edit    Select all  in the top menu bar.  

When selecting objects for a simultaneous action, you may also de-select all objects so far 

selected by  

¶ clicking  in the multi-selection toolbar. This may also be done by 

selecting  Edit    Unselect all  in the top menu bar.  

After having selected the objects that the action is to be applied to, you have to click the ap-

propriate icon in the multi-selection toolbar to trigger the action. The names of the actions are 

shown as tooltips when you move the cursor over the action icons. You find these actions also 

as options in the  Edit  menu of the top menu bar: thus you may select, e.g.,  (catch up) or 

 Edit    Catch up .  
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If you have selected objects for an action that cannot be performed on all of these objects, 

BSCW will perform the action only on those objects selected where the action is ólegitimateô.  

If there is no object in the folder for which an action would be legitimate, the corresponding 

action icon will not be shown in the multi-selection toolbar.  

In the following, we describe what the actions of the multi-selection toolbar will do.  

 Catch up ï indicates to BSCW that you have taken note of the current events (i.e. 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 up is applied recursively to the complete contents of a folder and its sub-

folders. As a shortcut, catch up affects all objects in a folder when no objects are se-

lected. Thus, the effect is identical to selecting  File    Catch up  in the top menu.  

 Send E-Mail ï lets you send the objects selected and their complete contents by e-mail 

(as attachments). You may also send links to the objects via e-mail. Selection of the 

send action brings up a form for distribution via e-mail. The recipients may be selected 

from your address book; their e-mail addresses may also be entered directly into the 

form.  

 Cut ï transfers the objects selected to your clipboard.  

 Cut ï transfers the objects selected to your clipboard.  

 Move ï transfers the objects selected to a destination that you select from the folder tree 

of your workspaces.  

 Copy ï puts copies of the objects selected into your clipboard.  

 Paste ï transfers the objects of the current selection in your clipboard to 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 

clipboard are to be transferred.  

 Delete ï transfers the objects selected to your trash.  

 Undelete ï returns the objects selected in your trash to the locations from which they 

were deleted, i.e. moved to the trash.  

 Archive ï generates a Zip or Tar archive of the objects selected. Archiving is particularly 

useful if you want to download a large number of documents.  

 Rate ï lets you rate the quality of the documents selected or of the objects referred to 

by the URLs selected.  

 to Address Book ï puts links to objects selected in a membersô page into your address 

book (if not already present).  

 to Community ï creates a community with the objects selected in a membersô page as 

members.  

 to Case ï puts links to the folders selected into your briefcase for synchronization with 

your local computer.  

 to Portal ï generates widgets in your personal portal that correspond to the objects se-

lected. In the case of folders or discussion forums, e.g., the widgets show the contents 

of the folders or discussion forums selected.  
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 vCard Export ïstores the user objects selected in a membersô page or your address book 

as a vCard file (*.vcf) on your local computer for import of the contact information 

contained into local applications like Microsoft Outlook.  

3.3.4.2 Action menu: Actions on a single object 

Actions on a single object are invoked by selecting the actionôs entry in the objectôs action menu 

. Note that the action menu may also be invoked by a right mouse click anywhere on the 

object entry (pressing the Ctrl key along with the right mouse click produces the original 

browser menu, e.g. for ñSave target aséò). Putting the cursor over the action menu icon dis-

plays often-used actions (Change Properties, Cut, Copy, Delete) as a horizontal iconized action 

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 what level of proficiency you have chosen for yourself, you may see fewer than 

the complete set of possible action menu entries for a given type of object. Furthermore, BSCW 

does not show action menu entries that you cannot use, because you do not have the necessary 

access rights for a specific object or a complete folder or workspace.  

Below we list most of the actions offered in action menus in the order in which they appear in 

an action menu.  

o General 

o Change 

o New 

o Access 

o Attach 

o Send to 

o Link 

o Move 

General 

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

  Contents  shows an indented list, holding not only the objects directly contained in the folder, 

but also the contents of subfolders, sub-subfolders, etc.  

  Information   

 Info  shows the info page of the object.  

 History  shows all change events that took place since the creation of the object.  

 Catch up  indicates that you have taken note of recent events which happened to the 

object. The corresponding event icons are removed.  

 Notifications  lets you configure the events concerning the given object that you want to 

be notified of by, e.g., icons or the daily workspace activity report.  

 Resubmit  lets you specify one or more dates when you want to receive an e-mail 

reminder to attend to a document 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 concerning changes of the given object. 

Different types of objects allow different change actions.  

 Properties  lets you change all properties of the given object. This includes all specifica-

tions that you made while creating the object: name, description, tags, rating and 

attributes. As manager, you can also change the automatic versioning and document 

review settings for folders and documents.  

 Edit  lets you edit text documents and notes (plain 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 overwritten and no longer accessible.  

 Version Control  imposes version control on a document. You may enter a description of 

the base version, initial version number and state. For documents already under version 

control, the change menu offers further actions like  Revise ,  Manage Versions  which are 

treated in 8.3 ñDocuments under version controlò on page 137.  

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

on a 5-point scale. A rating will replace your previous rating, if any. All ratings by the 

members of the workspace are displayed in the info page of the object. The median 

rating is displayed in iconized form in the óRatingô column of the objectôs entry.  

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

  New : This submenu exists only with container objects, i.e. objects which may contain other 

objects (folders, discussion forums etc.). It summarizes all actions which generate new objects 

within the given container object. Which objects may be generated depends on the type of the 

given container object.  

  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 you invite a new member to a workspace or discussion forum.  

 Public Access  turns the folder or discussion forum into a public workspace. For en-

hanced control, you may specify the permitted actions (i.e. add document, folder, dis-

cussion, note, URL) for anonymous access. For security reasons, the default is read-

only access.  

 Upload per E-Mail  opens the given workspace for uploading documents per e-mail.  

 Set Lock  locks the given document to 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 óShareô is clicked; at this occasion, you may unlock the document 

again; other members may also óstealô the lock from you.  

 Freeze  protects the given document from changes by other members of the workspace. 

Frozen documents can only be read by others.By default, freezing is only possible for 

managers and creators.  

 Add Role  lets you define a new role based on standard templates or action classes.  

 Edit Role  lets you change the access rights of an existing role, given that you have the 

permission to do so.  

 Assign Role  allows you tox assign a new role and 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 may attach a note to a document or URL and attach a document or URL to a 

note. The attached note is generated when attached, the attached document is uploaded.  

  Send to : This submenu summarizes all actions which transform the given object into another 

format or export it otherwise. The actions possible depend on the type of the object. Examples 

are the archiving of folders, the converting of documents or the preparation for printing folder 

listings or contact lists in PDF format.  

  Link : This submenu summarizes all actions that generate a link to the given object and put 

it into some other 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. 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 the current object in your clipboard, from where you may 

paste it to another folder (only for managers).  

 as Bookmark  creates a link to the current object in your bookmarks.  

 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 in an e-mail. The 

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 the address 

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 in your browser.  

 to Portal  generates a widget in your personal portal that 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, in your briefcase for 

data synchronization with your local computer.  

Move 

  Cut  transfers the object to your clipboard.  

  Move  transfers the object to a destination that you select from the folder tree of your work-

spaces.  

  Copy  transfers a copy of the object to your clipboard.  

Note: To copy a folder means to recursively copy all objects contained in it, including all sub-

folders, sub-subfolders, etc. In some cases, a link to clipboard or cut action serves the same 

purpose, but may save a lot of storage space. 

  Paste  transfers the current selection of objects from the clipboard to the object, in this case 

a folder, discussion forum or other container object.  

  Delete  transfers the object to your trash.  
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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 right-hand corner of the Web-based user interface. 

The instant access bar is present in each of your folder pages.  

The personal objects cannot be shared with other users of your BSCW server.  

  Personal portal 

  Home folder 

  Communities 

  Clipboard 

  Trash 

  Address book 

  Calendar 

  Task list 

  Bookmarks 

  Personal templates 

  Briefcase 

  Your personal portal for 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 other personal objects, 

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

you indeed to your home folder.  

  The listing of your community workspaces contains 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 self-organized platforms for users with similar interests.  

  The address book is mainly used to invite new members to your workspaces.  
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  The calendar helps you manage your appointments. In addition to this personal calendar, 

BSCW offers group calendars to support cooperation in arbitrary workspaces. These group 

calendars are stored in the respective workspaces.  

  This personal data area contains the tasks that you are to carry out (includes proper tasks, 

tasks in flow folders and documents to be released). The icon changes its appearance if there 

are tasks for you to carry out.  

  Bookmarks offer quick access to important objects. This personal data area contains 

those bookmarks that you have collected.  

  The personal templates contain templates for often-used objects (e.g. documents, folder 

structures) that you have defined for copying from, and metadata profiles that you have defined 

in addition to the predefined system profiles.  

  The briefcase contains documents you want to have synchronized with their counterparts 

on your local computer.  

Personal portal, bookmarks, personal templates, clipboard and trash are described in more detail 

in the following subsections.  

3.4.1 Personal portal 

Your personal portal for BSCW can show 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  

¶ by clicking on  in the instant access bar (if you donôt have this icon in the instant 

access bar, activate it with  Options    Preferences  in the section óPresentationô) or 

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 already contains windows for search-

ing, navigation, and the display of events, appointments and contacts in the form of so-called 

widgets. You add further widgets to your personal portal as follows.  

¶ Select  File    New    Widget  to create a new widget. 

¶ The action form óNew Widgetô offers an icon 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, appointments, tasks, bookmarks, contacts or microblogging.  

¶ 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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¶ The widgets you create this way all focus on your personal domains in BSCW: widgets 

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 current events 

concerning all your workspaces. These default specifications of the so-called context of 

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 described below.  

¶ 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  

¶ 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 calendar 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 created that shows important information about the respective object.  

¶ You create several widgets at a time by linking several objects to your portal: select the 

objects by checking their check boxes and click  in the multi-selection toolbar.  

Continue to create 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  

o rearranging the positions of the widgets,  

o adding new widgets, deleting existing widgets and  

o changing the specifications of individual widgets.  

The position of a widget is changed via drag and drop.  

¶ Click on the title bar of the widget and move the widget to a new position with the 

mouse key pressed. This way you can arrange the widgets of your personal portal ac-

cording to your preferences. 

You can delete widgets of your personal portal by  

¶ clicking on  in the title bar of the widget.  

You may change a widget as follows. 

¶ Click on  in the title bar of the widget.  

¶ In the section óGeneralô of the action form óChange Widgetô you may change name tags 

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 widget is only shown in the details view 

of the personal portal.  

¶ In the section óPreferencesô you can change the default specifications made when the 
widget was created. In the Data box, you may determine the context of the widget. The 

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 the  button to select the context 

object. In the View box, you can change widget display parameters which depend on the 

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 your personal portal by  

¶ selecting  View    Details  in the top menu of the portal page. In contents view, the widgets 

of your personal portal are displayed like in an ordinary folder page.  

¶ You may change individual widgets using   Change    Properties . You may also insert 

new widgets and delete existing one in the details view of the portal. 

¶ You return to the normal portal view by selecting  View    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 your personal preferences ( Options    Preferences ) under óPortalô. There you 

can also change the default value of the maximum number of visible entries in list-like widgets 

(folders, events, news).  

The widgets of your personal portal have three buttons in their title bar (, , ) to mini-

mize or maximize the widget, to change the widget and to delete the widget. List-like 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 shown as tooltips when the cursor is positioned 

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 shown in a 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 portal using  in the action shortcut bar.  

The widgets of the personal portal work very much like the desktop widgets; see 7.1.2.3 ñFunc-

tionality of desktop widgetsò on page 116 for a more detailed description.  

3.4.1.5 Folder portals 

In the same way that you use the personal portal for a quick overview of important contents of, 

and recent events in, your personal workspace, i.e. your home folder, you may also make use 

of portals for arbitrary folders.  

You create a portal for the current folder by  

¶ selecting  File    New    Portal  in the top menu.  

The newly created folder portal contains several widgets relating to the current folder: a folder, 

event, navigator, search, calendar, microblog and info widget. You may populate the folder 

portal with more widgets of your choice, delete some of the default widgets or rearrange the 

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 bookmark folder you have a personal object where you may collect bookmarks 

similar to the bookmarking feature of Web browsers.  

¶ Click  in the instant access bar or  

¶ select  GoTo    Bookmarks  in the top menu to open your bookmark folder. You may now 

add new bookmarks using  File    New    URL .  

In other folders, you may use   Link   as Bookmark  to add links to BSCW objects to your book-

mark folder.  

Within the bookmark folder, you may create subfolders via  File    New    Folder  as you would 

create an ordinary folder. This way you can add structure 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 folder but not to other folders.  

BSCW bookmarks may be exported in the so-called Netscape bookmark format and then 

imported into browsers that support this format (e.g. Chrome, Firefox, Internet Explorer, Opera 

and Safari).  

¶ Select  File    Send to    Archive  in the top menu of your bookmark folder to archive all 

your bookmarks in Netscape format. Download this archive to your local computer, 

unpack the HTML file with your bookmarks and import the bookmarks to your browser.  

¶ You may carry out this operation also for part of your bookmarks by selecting the re-

spective bookmark subfolders and clicking  in the multi-selection toolbar.  

This export feature is helpful for users who have to use different computers frequently: when-

ever they access a new computer, they may first download and install their BSCW bookmarks 

on this computer, thus always having access to their personal BSCW bookmarks.  

3.4.3 Personal templates 

Your personal templates are the place to store user-defined templates and metadata 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 .  

Templates are 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 can declare arbitrary objects as templates: polls, flow folders 

and tasks or even folders including their entire contents.  

Metadata profiles summarize metadata attributes of a given BSCW object type. In addition to 

the predefined system profiles you may define your own metadata profiles which you may store 

in your personal templates. 

¶ Click on  in the instant access bar or  

¶ choose  GoTo    Templates  in the top menu in order to open your personal templates. 

You can create new templates and metadata profiles in your personal templates. 

¶ Select  File    New    éé  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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¶ Select  File    New    Metadata Profile    éé Profile  to create a metadata profile for a certain 

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 ï or their copies ï from one folder to another folder. For this purpose 

you use your clipboard as follows.  

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

¶ Click  Edit    Cut  from your top menu bar to transfer the objects to your clipboard, or use 

 from the multi-selection toolbar.  

¶ Use  Edit    Copy  or  from the multi-selection toolbar to transfer copies of the objects 

selected to your clipboard.  

There is a visual feedback from your clipboard:  it is no longer empty.  

¶ Open the folder to which the objects are to be moved.  

¶ Click  Edit    Paste  to insert the objects into this folder.  

Note: To copy a folder means to recursively copy all objects that it contains, including folders 

and subfolders along with their contents. This could use up much storage space.  

If you donôt need a real copy of the folder, but only need to access the folder from the óoldô as 

well as from the ónewô location, then you have another possibility, that uses up much less disk 

space.  

¶ Consider creating a link to this folder in your clipboard via   Link    to Clipboard  (by 

default, only possible for managers of the folder). 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. Destroying a link does not destroy the object as long as 

there are other links, i.e. entries referring to the object. The link may be inserted any-

where in your folder hierarchy.  

If you only want to access the folder from your bookmarks  

¶ create a bookmark for this folder via   Link    as Bookmark  that allows direct access to 

the folder.  

Note: You can also move objects without using the clipboard via  Edit    Move  or  from the 

multi-selection toolbar. For single objects use   Move  in the action menu.  

Full functionality of the clipboard 

After a cut, copy or link to clipboard operation you may delay the paste operation. In this case, 

the clipboard holds all objects that have been cut, copied or linked to it and have not yet been 

pasted to a new location or deleted to the trash. Your clipboard óremembersô the set of objects 

that were added by the latest cut, copy or link as the current selection. In the list of objects in 

the clipboard, the marked check boxes indicate the current selection. You can change the current 

selection manually by checking and unchecking entries in the clipboard and executing a cut 
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action ( ), while you still are in the clipboard. All objects of the current selection will be 

transferred to the folder where you next choose  Edit    Paste .  

You may also organize your clipboard as a folder hierarchy and even transfer the current se-

lection to another folder within your clipboard. This is useful for collecting objects from dif-

ferent locations in a folder inside your clipboard in order to, e.g., archive them later (see 13.1 

ñArchiving and transferring objectsò on page 233).  

Who owns cut, copied and pasted objects? 

Ownership becomes important when disk space control (óquota systemô) has been activated for 

your BSCW server, because all objects that you own are added to your disk space usage, and 

this may eventually lead to a violation of your disk space limit. Moving, copying and generating 

links to objects 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 (and not 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 folder, of which 

you are the owner ï but you are not the owner of the workspace. This workspace entry overrides 

ownership inheritance and sets a new owner. In the following discussion, we concentrate on 

these two standard cases: a document that you have created within a possibly shared folder, and 

a shared workspace to 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 lose access to the document. 

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 accordance with the default inheritance 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 it didnôt from your home folder. If you then paste the workspace 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 workspace also become members 

of the pasted workspace, but ownership of the pasted workspace is unchanged (also see 4.1.4.2 

ñEmbedding a workspace into another workspaceò on page 85).  

Copying document and workspace alike creates copies in your clipboard, of which you are the 

only member and owner, so to speak óprivateô copies. Pasting these private copies to a folder 

transfers ownership to the owner of this folder.  

When you create a link to an object in your clipboard, you create an 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 you are 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 to which 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 a further discussion also see 4.2.5 ñOwnership and ownership transferò on page 91.  
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3.4.5 Trash 

The trash contains all objects that you have deleted from your folders using   Delete  in the 

action menu of an object or using  in the multi-selection toolbar for a set of objects that you 

have selected beforehand. The trash icon is displayed in the instant access bar of a folder page. 

Its form indicates whether or not there are objects in the trash.  

¶ Click the trash icon  to inspect the contents of your trash. Alternatively, select 

 GoTo    Trash  in the top menu. Trash contents are displayed like any other folder page.  

Two actions for objects in the trash are additionally offered in the multi-selection toolbar (and 

also in the action menus of the object entries):  

 Undelete ï returns the objects selected to the locations from which they were deleted, 

i.e. moved to the trash ï if these locations are still available. If not, you may simply cut 

the objects and paste them to a folder of your choice.  

 Destroy ï deletes the objects selected from your trash. You thereby lose access to these 

objects 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 destroy a 

shared workspace, where you are the only owner, and would lose access to the work-

space completely, the workspace 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 your membership, 

i.e. you leave the workspace; the workspace itself remains intact for the remaining 

members.  

Special rules apply to deleting versions of documents under version control (see 8.3.5 ñManag-

ing versionsò on page 140).  

Who owns deleted and destroyed objects? 

Ownership becomes important when disk space control (óquota systemô) has been activated for 

your BSCW server, 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 your trash, the same rules apply with respect to 

ownership and membership as if you would cut the object, i.e. move it to your clipboard. That 

means for the standard cases of a document, which you have created in a folder which you do 

not own, and a workspace, to 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.  

Destroying objects in the trash relieves you from ownership ï given that you are an owner ï if 

you do not still have access to the objects destroyed via other links.  

For a further discussion also see 4.2.5 ñOwnership and ownership transferò on page 91.  

3.5 Public space 
The public space represents that part of a BSCW server which can be accessed by everyone 

over the World-Wide Web without being a registered user of the server. Folders, discussion 

forums and other objects may be made publicly available using  File    Access    Public Access  in 

the top menu or   Access    Public Access  in the action 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 published. By default, anonymous users have read access only.  

Note: For security reasons, the BSCW administrator may remove the public space from your 

server. In this case, no objects may be made publicly available.  

The public space is implemented as a community workspace named ópublicô. Its community is 

the group of anonymous users, i.e. of all users accessing the public part of a BSCW server 

anonymously. (For communities in general see 11 ñCommunitiesò on page 193.) The folder 

ópublicô is contained in the listing of community workspaces of every registered user of your 

BSCW server. You reach the public space, e.g., by clicking  in the instant access bar.  

3.5.1 Allowing anonymous access 

BSCW facilitates publishing objects in the World-Wide Web. Folders, website folders, dis-

cussion forums, calendars, blogs, contact lists and other types of objects may be published by 

allowing anonymous access from the Web (by default only managers may allow anonymous 

access). Note that your BSCW administrator may have disabled this feature altogether for se-

curity reasons.  

¶ Select   Access    Public Access  in the action menu of the object you want to publish 

(by default only possible for managers), check the óPublic Accessô check box and hit 

[OK].  

¶ With some object types (e.g. folders and discussion forums) you may select actions 

concerning the addition of new objects to the folder, which are to be permitted for 

anonymous access. If you do not select any of these actions only read access is allowed 

for anonymous access.  

¶ In this case, you may also specify that the anonymous access should be moderated. In 

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 object, the fictitious user anonymous becomes a member of 

the object, indicated by the icon  adjacent to the object name in the navigation bar.  

You may revoke public access either  

¶ by selecting   Access    Public Access  in the action menu of the published object, 

unchecking the óPublic Accessô check box and hitting [OK], or 

¶ by removing anonymous from the member list of the published object.  

3.5.2 Accessing folders anonymously 

All objects of a BSCW server that have been published by allowing anonymous access via 

  Access    Public Access  are listed in the public space of the server, which is a community 

folder named ópublicô. You reach the public space as follows:  

¶ Click  in the instant access bar or  

¶ select  GoTo    My Communities  in the top menu. This presents the folder óCommunities 

of your-user-nameô containing all community workspaces with communities where you 

are a member.  
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¶ Open the community workspace ópublicô, which contains all objects that have been pub-

lished on your BSCW server.  

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

¶ Select  GoTo    Public Space  in the top menu. This presents the folder óCommunities of 

anonymousô containing the workspace ópublicô.  

¶ Open the workspace ópublicô to view all objects that have been published on your 
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, without having to terminate your current BSCW 

session under your own user name. This is especially useful when you moderate a workspace 

with public access. You may then check very quickly how the public part of the workspace 

looks like from the perspective of an anonymous user in the World-Wide 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:  

¶ Copy the objectôs URL in BSCW (most Web browsers are able to copy the URL of a 

link to the local clipboard).  

¶ Modify the URL so that it by-passes the login procedure and accesses the object directly 

by replacing .../bscw/... by .../pub/....  

¶ Insert the modified URL, e.g., into your home page to allow direct access to the BSCW 

object from your home page.  

The modification of the URL is demonstrated in the following example. Let the internal address 

of an object be:  

http://your-bscw-server/bscw/bscw.cgi/d18147/some.doc 

The bold part of this address must be replaced for anonymous access as shown below:  

http://your-bscw-server/pub/bscw.cgi/d18147/some.doc 

Replacing ñbscwò by ñpubò has the effect that the BSCW login procedure (which is normally 

started when a user accesses the BSCW server) is by-passed. 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-bscw-server/sec/bscw.cgi/...Your administrator, however, may have chosen a dif-

ferent scheme for the addresses. This also goes for the address component pub for the 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 additional entry page for ano-

nymous access. While the members of the folder may use the ónormalô BSCW user interface to 

work on the folder, the anonymous user is presented with a specific entry page. This way, the 

actual folder and is hidden from anonymous access and only selected material from the folder 

is presented to anonymous users, who may not even be aware that they access a BSCW server.  

The creation of public entry pages is intended for users who are familiar with the creation of 

HTML pages. 
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Note that public entry pages must have been enabled by the BSCW system administrator by 

setting  

INDEX_PAGE_EXT='index*.html'   

in the BSCW configuration file.  

The public entry page is an HTML file named index.html , which is to be contained in the 

published folder. The mechanism of index.html  in a public BSCW folder is similar to the 

presence of a file index.html  in a website directory: access from the World-Wide Web pre-

sents the file index.html  and not the contents of the directory or folder.  

Here is how you create public entry pages in BSCW:  

¶ Create a new file named index.html  using  File    New    HTML Document  in the top menu 

of the folder you intend to publish with a welcome page.  

¶ Edit index.html  to your needs. Relative links inside index.html  may refer to objects 

in your folder. You find a schematic example below in this section.  

¶ Open the folder to public access via   Access    Public Access .  

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

BSCW:  

http://your-bscw-server/pub/bscw.cgi/folder-id 

Using the URL  

http://your-bscw-server/bscw/bscw.cgi/folder-id 

will present the BSCW folder for non-anonymous users in its full functionality.  

Example of a public entry page 

The following schematic example shows how the HTML code of an entry page could look like. 

This entry page presents links to two documents of the published folder embedded in some text 

of your choice.  

<!DOCTYPE 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="./document1.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 public entry pages. E.g., if you 

provide an additional file index - de.html  in the published folder with a German translation of 

the file index.html , anonymous users who have selected the German language interface for 

their browser will be shown the German version of the welcome page. 
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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 an event. Each member of a workspace 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, you may select the services most 

suitable for 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 interface, which indicate 

recent changes on objects, periodic e-mail reports on workspace activity as well as direct 

e-mails. You may even receive recent events via BSCW RSS feeds.  

Posting activity in BSCW microblogs (see 9.2 ñMicrobloggingò on page 167) is not treated as 

an ordinary event; new messages may be, however, included in periodic e-mail reports and 

direct e-mail notifications and there is also a specific event service: a display of new micro-

blogging messages at the top-level Web-based user interface.  

In addition to these event services which are treated below, you may keep up with events in 

your workspaces using event widgets in your personal or workspace portals (see 3.4.1 ñPersonal 

portalò on page 44), the events desktop widget (see 7.1 ñDesktop Widgetsò on page 113) and 

microblogs, which also can show events (see 9.2 ñMicrobloggingò on page 167).  

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 Event icons in the entries of a folder page inform you at a glance that some action of a 

specific event type was performed on this object recently. To the right of the object 

name various event icons may be displayed: , , ,  and  . Click an event 

icon to obtain a list of the recent events of the type symbolized by the icon.  

o A detailed history of all events is maintained for all objects, reaching as far back as your 

BSCW administrator restores events. Choose   Information    History  from an objectôs 

action menu to view its history.  

o The periodic e-mail report on workspace activity lists all events and microblog mes-

sages of interest across all your workspaces that occurred the previous day or week.  

o Direct e-mail informs about events or microblog messages immediately.  

o The BSCW RSS event feeds provide recent events as RSS formatted news. Using these 

RSS feeds, modern browsers (or other RSS aggregators) may poll BSCW for online 

information on what is going on in your workspaces.  

You may also export all events of a given object by selecting   Information    Export Events  from 

this objectôs action menu. The events are exported in the form of a comma-separated .csv file, 

e.g. for further processing with a spreadsheet program.  

There is a specific way of displaying recent microblog messages in BSCW:  

o The display of new microblog messages at the top-level 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 Event types 

In BSCW, the events related to an object are grouped into five event types. In the object entries 

of a folder page, each type is represented by a specific event icon.  

 Create event: The object (document, folder, URL etc.) is new for you, you have not 

seen it before. This event may be caused by yourself or another member of the 

workspace.  

 Change event: The object has been somehow modified, e.g. renamed or edited. Adding 

new versions to a document and modification of metadata also belong to this event type.  

 Move event: The object has been moved from one location to another. Move events are 

generated when a document, folder, etc. is cut, pasted, deleted, undeleted, archived, 

extracted or converted. 

 Events inside: There are recent change events for objects somewhere within this folder, 

including its subfolders and the objects contained therein. This icon is only displayed 

for folders. Events of this type are only represented as event icons and are not 

transmitted by the other event services. 

 Read event: The object has been accessed without modification, e.g. has been read, 

downloaded or copied. BSCW lists only the most recent read event per user.   

As far as event icons are concerned, read events are propagated to higher-level folders 

and are included in their event icons.  

3.6.3 Catching up on recent events 

Event icons indicate recent events. Recent are those events related to an object that occurred 

after the last catch up action which affected this object.  

¶ Invoke   Information    Catch up  to indicate that you have taken note of the recent events 

of the object.  

This means that these events are no longer recent for you. 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 catch up on events of a particular type:  

¶ Click an objectôs event icon to display a list of recent events of this type.  

¶ 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 list, has status órecentô, of course, and will be 

indicated again by an event icon.  

Note: When you have taken note of the different types of events for those objects in a folder 

that interest you most, donôt forget to perform a  File    Catch up  action for the rest of the events. 

Otherwise, there will be an increasing number of event icons in your folder pages, and you will 

quickly lose overview of what happened in your workspaces.  

3.6.4 Subscribing to event services 

BSCW allows you to specify in detail how you want to be informed about events in your work-

spaces. For the general case, the default notification options specify about which types of events 
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you are to be notified via the different event services. These default options may be overridden 

on a per object basis.  

Notification of new microblog messages may be included in the e-mail 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 notified of.  

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 Event icons indicate recent events on the user interface level.  

o The periodic e-mail report contains events or microblog messages that occurred in your 

workspaces the previous day or the previous week.  

o Direct e-mail notifies you immediately about relevant events or specific types of 

microblog messages.  

o The BSCW RSS event feeds provide recent events as RSS formatted news. Using these 

RSS feeds, modern browsers (or other RSS aggregators) may poll BSCW for online 

information on what is going on in your workspaces.  

The availability of RSS event feeds and the e-mail event services depend on the configuration 

of your BSCW server.  

There is a specific way of displaying recent microblog messages in BSCW:  

o The display of new microblog messages at the top-level interface. Clicking on the icon 

 left of the logout icon lists all new microblog messages since you last visited the 

display.  

To specify on what event types (read, create, move or change events) or microblog message 

types you want to be notified of by which event services, 

¶ choose  Options    Preferences  from the top menu bar.  

¶ The óEdit Preferencesô action form provides the section óNotificationsô with the sub-

sections óActive Event Servicesô, óEvent Types Subscribedô and óMicroblog Messagesô 

where you may specify your default notification options. The subsection óMicroblog 

Messagesô will appear only if microblogging has been activated for your BSCW server.  

¶ In the óActive Event Servicesô subsection you may check those event services that you 

want to use. For the periodic e-mail report you can choose between daily and weekly 

reports and can also specify whether you want to be notified about events and microblog 

messages that you yourself have generated or posted. Such events and messages are not 

transmitted by the other event services listed.  

¶ In the óEvent Types Subscribedô subsection you may specify for each active event ser-

vice the event types that this service is you to notify you of.  

¶ In the óMicroblog Messagesô subsection you may specify the message types that the 
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 óActive Event Servicesô.  

The specific message types offered are:  
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o Personal messages: Messages that were directed to yourself in your personal micro-

blog and that are not accessible to other users. 

o Replies to own messages: Messages that are a reply to one of your own messages. 

o Messages mentioning own user name: Messages that explicitly mention your user 

name with a preceding @.  

o Other messages: all messages except the personal messages. 

Your own messages are listed in the periodic e-mail report if you have checked this 

option explicitly in the óActive Event Servicesô subsection. Apart from that, your own 

messages are only listed when they received a new reply or are a reply to a message 

which in turn received a 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 unless you change 

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 workspace microblogs. 

You may change the default options at any time, e.g. to deactivate an entire event service or to 

disable read events from being transmitted via the periodic e-mail report. 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. Thus, the de-

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

If you do not want to overrule individual settings, just disable 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 your BSCW server. Consequently, these 

services are not offered for default configuration.  

Note: Enabling the direct e-mail notification service on a container object (folder, discussion 

forum etc.) may result in numerous e-mail messages, which are generated and delivered to your 

primary e-mail address.  

3.6.4.2 Changing the notification options on the object level 

You may also set individual notification options for a particular object. This way, you determine 

on what types of events you want to be notified, that concern this very object and objects 

possibly contained therein. To do so, invoke   Information    Notifications  in the objectôs action 

menu. This presents the óChange Notificationsô form with sections for every event service that 

you have activated in your default 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 choice of 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 types. If no notification options have been changed in 

parent folders, the options inherited are the default notification options. This is indicated by the 

label óUse default optionsô which replaces the label óUse inherited optionsô in this case. 

If the notification options for the current object have been changed (at least for one event ser-

vice, the radio button óDefine special optionsô has been selected), you can remove these changes 

by clicking on [Reset]. This leads to using the notification options of the parent folder ï which 
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may be the default notification options if no specific notification options have been set in any 

superior folder.  

Event services may only be activated or deactivated on a whole in the default notification 

options. When you want to use an event service for the current object that has not been activated 

in the default notification options, click on [Change default options] to do this. After having 

changed the default notification options, e.g. by activating an additional event service, you 

return to the óChange Notificationsô form to proceed setting the individual notification options 

for the current object. 

Warning: All changes made in the óChange Notificationsô form will be lost when clicking 

[Change default options]. 

A setting of the notification options which deviates from the notification options inherited is 

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

the notification options.  

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 search criteria may 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 a search is via  File    Search  in the top menu. This presents you 

with the search form to precisely specify your query as explained below. The search results are 

then presented as a folder listing in a temporary search folder. 

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

o The search field offered in the navigation bar supports a quick search for objects based 

on name or tags and for documents based on content.  

o A quick search identical to that of the search field is also offered as desktop widget and 

as search widget of the personal portal. Also, the mobile portal of BSCW supports the 

quick search for BSCW objects.  

o Clicking on the tag of an entry shown in a folder listing initiates a quick search for 

objects in your entire BSCW having that same tag.  

On a membersô page, in a contact list and in your personal address book, you can start a search 

for specific users, that are registered on your BSCW server (for more details on the user search 

see below).  

Search results presented in a specific folder 

Independent of the way you initiate a search, the search results are presented in a temporary 

search folder. The description of each object found names the folder that contains the object. 

Make sure that you have activated the option  View    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 modified query and store the search results 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 to be repeated at a later 

point in time (see 3.7.2 ñSpecial actions in search foldersò on page 63).  

To return from a search folder to your workspaces hit .  

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 nested expressions 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 search expression 

must fulfill either all its criteria (AND) or at least one (OR). A search criterion may be either a 

basic criterion, e.g. requiring that the name of the objects to be found contains the string ñbscwò, 

or a search expression, hence the nesting of the expressions. A basic criterion can also be negat-

ed, e.g. requiring that the name of the objects to be found does not contain the string ñbscwò. 

The same goes for search expressions except the top level one.  

Basic criteria may concern all object metadata as well as document content. More specifically, 

basic criteria may concern 

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

o content and specific attributes of documents like file type or Dublin Core attributes, 

o events that have occurred with an object,  

o specific attributes of certain object types like department and e-mail address of contacts 

or tasks of a flow folder. Here you may also refer to user-defined metadata attributes. 

An example given in Figure 9 is a query looking for all objects in your workspaces whose name 

or tags contain the strings ñintroductionò and ñbscwò and which were created by user ñkochò 

or user ñrulandò. 
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Figure 9: BSCW search form 

You start filling in the search form by selecting your domain of search from the drop-down 

menu provided:  

o the current folder,  

o the current workspace, i.e. the ósmallestô workspace containing the current folder, which 

is the workspace from which the current 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 

o The search domain where you have searched the last time (if different from the above). 

This domain is characterized by an asterisk (*)  appended to its name.  

When you have never searched before, you start with an AND expression having ónameô as the 

only search criterion. Once you have done a search, your last query is offered as starting 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 describing the functions offered in the head line of a search expression ï pro-

ceeding from left to right:  

¶ The small triangular icon  at the left-hand border of the head line lets you fold in and 

out the search criteria and subordinate expressions of the search expression (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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¶ The next icon  allows for negating the entire search expression (except the top level 

one). Clicking on this icon changes it to . Clicking on  takes back the negation. 

Basic search criteria may also be negated this way.  

¶ The type of the search expression (AND or OR) may be toggled using the drop-down 

menu right next to the indication of the logical type of the expression. 

¶ 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.  

¶ Using the drop-down menu  you may add commonly used search criteria (like 

name, description, tags or content) and new search expressions to the search expression. 

As subordinate expressions you can choose from the empty search expression and two 

predefined expressions that correspond to quick search óallô and ódocumentsô of the 

search field in the navigation bar. The quick search ódocumentsô is only offered when 

an indexing service has been installed on your BSCW server.  

¶ Using the drop-down 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:  

¶ System profiles: The pre-configured metadata profiles for the diverse BSCW object 

types. 

¶ My profiles: Metadata profiles which are stored in your personal templates folder.  

¶ Profiles of other users: Metadata profiles of other users with whom you cooperate.  

You find details on metadata profiles in 3.9.1 ñMetadata profilesò on page 72.  

¶ The [Graph] button in the head line of the top-level expression presents the current query 

in graphical from. This search graph representation is shown in a separate browser 

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 read the following note. 

Note: Searching with textual search terms underlies the following rules (we use document 

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 documents will be found whose content contains 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 indexing service 

is installed on your BSCW server, these characters are treated as they are in phrases, but as 

separators in simple terms (with the exception of .  and : ).  

There are no wildcard characters to be used in search strings.   

Upper and lower-case characters are not distinguished in search strings including phrases.  

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

¶ You remove a criterion or expression by clicking on the icon  at the right-hand side 

of a criterion or expression. For the top-level expression of your query this operation 
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means that all expressions and criteria contained are removed, resulting in an empty 

query. Note that this operation cannot be undone.  

¶ You rearrange criteria and expressions by dragging them around using the icon  left 

of . This way you may move, e.g., a criterion or expression inside another expression 

or move a criterion from inside an expression to a level higher up.  

If you are done with the editing of your query,  

¶ hit [OK] to start the search. You will be shown the search results in a temporary search 

folder. 

Please note that content-based search for documents (full text search) is only possible for plain 

text and HTML documents (MIME types text/plain  and text/html ) if no indexing service 

has been installed on your BSCW server. This is indicated by the fact that no quick search for 

documents is offered as search expression in the  drop-down menu. Contact your BSCW 

administrator.  

Special features of the user search 

Searching for users is only possible on a membersô page, in a contact list and in your personal 

address book.  

¶ Select  File    Search  in the top menu. 

¶ In the search form, choose your search domain: 

o the members of the current workspace 

o the users in the current contact list, 

o the members of all your workspaces, 

o the entire BSCW system or 

o your personal address book. 

Searching the entire system can be helpful when you want to invite someone into a 

workspace whose name or e-mail address you do not know precisely, but who most 

probably is registered on your BSCW server. 

¶ Choose the search criteria for your user search. Use the drop-down menu  for 

often-used user-specific attributes or the drop-down menu [Search criteria] that 

contains attributes from the system profile Contact, i.e. attributes that users may fill 

into their personal profiles using  Options    Profile    Change .  

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

Note that with most users the only information available is ónameô and óe-mail addressô since 

filling in personal details is optional.  

Besides the normal search you may also do a quick search for users using the search field in the 

navigation bar. In this case the search domain is the membersô page, the contact list or the 

address book where the user search was started.  

¶ Select the kind of search from the drop-down menu  in front of the search field: all 

or e-mail. 

¶ The default search (ñallò) looks for all users on the membersô page with the search terms 

occurring in user name, given name, middle names, surname, organization or e-mail 

address. An e-mail search finds all users with e-mail 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. 

¶ Enter your modified search string in the search field provided in the search folder header 

and click [Search again].  

In a search folder, the following additional actions are offered in the  File  menu.  

¶ Select  File    Edit Query  to repeat your search with a modified query.  

¶ Select  File    Redo Search  to repeat your search with an unmodified query.  

¶ Select  File    Save 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. Determine the 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 

see 3.8.1 ñStyle sheetsò on page 64), the search folder will appear in your clipboard, 

from where you may paste it to a suitable folder.  

All these actions are also available as iconized buttons in the action shortcut bar, if so configured 

in your personal preferences.  

Ignoring search results 

You may exclude certain non-interesting results from display in the search results list.  

¶ Choose   Ignore  in the action 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. If search results are ignored, óResult Listô is displayed at the right-hand 

end of the multi-action toolbar.  

The search results ignored are summarized in the óIgnore Listô, which is displayed 

via  View    Filter    Ignore List . In this view, you may also revoke ignoring a search result by a 

repeated   Ignore  in the action menu. Via  View    Filter    Result List  you return to the list of 

search results. Switching between ignore and result list may also be done using the drop-down 

menu that is shown when you click on either óIgnore Listô or óResult Listô at the right-hand end 

of the multi-action toolbar.  

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 does not employ an indexing service for searching, you can filter search 

results, e.g. by object type and file type, via  View    Filter  as in normal folders. Ignoring search 

results has no effect when you filter according to other criteria. For performance reasons, there 

is no possibility of filtering search results, if your BSCW server makes use of an 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 concerning presenta-

tion as well as functionality. For a number of system functions, you may adapt BSCW to spec-

if ic requirements of the tasks at hand, your personal work style and your proficiency in using 

BSCW.  

BSCW automatically adapts to your browserôs capabilities with regard to the processing of 

Dojo and style sheets. 

You adapt BSCW by setting your personal preferences and choosing your viewing options. 

Also, you may choose to use additional features for file upload or select a specific user interface 

language.  

3.8.1 Style sheets 

The BSCW user interface makes use of style sheets and JavaScript. Starting with version 5 

BSCW additionally makes extensive use of Dojo. This is done in particular for page layout and 

the generation of pop-up menus and navigation windows.  

o If your browser can handle Dojo as most modern browsers do (see the list in 2.5 

ñConfiguring your Web browserò on page 19), BSCW will automatically present the 

Dojo-enhanced interface. Otherwise some BSCW functions will not work or will work 

differently. We will indicate these situations.  

o Please do not disable JavaScript in your browser: your interface will no longer be 

functional.  

o Please do not disable style sheets in your browser: your interface will lose important 

layout and style information. It will continue to be fully operational, but might look 

óawkwardô. Security concerns with regard to the use of style sheets are not justified.  

3.8.2 Levels of proficiency 
 

BSCW has different levels of proficiency 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  

o Expert  

As a new user of BSCW you start by default at the Expert level (if your system administrator 

has not configured your server otherwise). If you want to get accustomed to the functions and 

object types of BSCW in a step-by-step fashion, you can change into a lower level of 

proficiency and later return to the Expert level. It is always possible to switch to another level 

of proficiency.  

¶ Choose  Options    Preferences  from the top menu bar.  

¶ Select your preferred level of proficiency (Beginner, Advanced or Expert) in the óGe-

neralô section of the action form.  

Depending on the server configuration, the number of levels may vary; they 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   moreé  to switch to a higher level.  

3.8.3 User preferences 

BSCW lets you set a number of parameters called user preferences that govern the appearance 

and functionality of your BSCW user interface. The setting of these parameters is your personal 

choice: a shared workspace does not necessarily look the same for all members.  

Attention: Preferences are set for a specific server. If you want to work with several servers in 

the same way, you have to set identical preferences on all servers.  

In order to check or update your user preferences,  

¶ click  Options    Preferences  in the top menu bar.  

The óEdit Preferencesô form has a number of sections grouping the information making up your 

user preferences:  

o General 

o Presentation 

o Portal 

o Microblog 

o Calendar / Task List 

o Notifications 

General 

Subsection óBasic Preferencesô: 

Language: Select your user interface language from the drop-down menu offered.  

Level of proficiency: Choose a user level for yourself which corresponds to your proficiency in 

using BSCW (also see previous section). 

E-Mail: Specify the format of e-mail messages you receive from BSCW (most prominently the 

periodic e-mail reports on workspace activity) and whether you want to receive a copy of all 

e-mail messages you send via BSCW (ñblind carbon copyò). 

Subsection óFile Handlingô: 

File upload: Check the respective box if you intend to use the drag & drop uploader.  

External editors: Select those document types from the list for which you want to activate direct 

editing with local (for BSCW external) editors. You may then edit documents of these types 

directly on the BSCW server, i.e. without the usual download-edit-upload cycle. By choosing 

the action   Change    Edit  the local editor corresponding to the document type (e.g. MS Word) 

is started directly from within the Web browser.   

Note that direct editing needs the prior installation of a helper application. Details on the instal-

lation and direct editing in general are given in 8.1.4 ñEditing documents using external editorsò 

on page 134.  

Synchronization via briefcase: These options concern the synchronization of BSCW documents 

with their counterparts on your local computer via the briefcase, a personal object (like the trash 

or clipboard); see 13.7 ñBriefcaseò on page 240. 
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In óLocal briefcase folderô, enter the (changed) location of the local briefcase as a path in the 

local file system. 

Note: When you change the location of the local briefcase folder, the old briefcase folder will 

not be taken into account when the next synchronization takes place, and documents changed 

in the old briefcase will not be transferred to the BSCW server. To prevent any loss of data you 

should change the path to the local briefcase folder only after a successful synchronization. You 

may want to delete the old briefcase folder from your local computer. During the next 

synchronization, the new local briefcase folder will be created.  

Check the option óTransfer document versions into local briefcaseô to also have the versions of 

versioned BSCW documents transferred to your local briefcase folder. If this 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 the option óExpand local document names by default extensionô to have document names 

expanded by standard file extensions when transferred to the local briefcase folder. A BSCW 

document docname of file type óAdobe PDFô, e.g., will be transferred to the local briefcase as 

docname.pdf. 

Subsection óPrivacyô: 

Presence: Uncheck the option offered when your presence in BSCW and the date of your last 

login is not to be shown to other users.  

Presentation 

Subsection óBasic Preferencesô: 

Display theme: Select óBlack & Whiteô for a less colourful BSCW interface or óBSCW 

(Orange)ô to switch back to the standard.  

Maximal number of visible entries in folder listings: Use this option to limit the number of 

entries shown in a folder listing. If the number of entries in a 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 entry list. 

Set font size by browser: Check 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 the font size of its interface. 

Remember each folderôs view options: Check this option if you want to individually 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 folder. For details see 3.8.4 ñViews on foldersò on page 68, 

especially the subsection on the scope of viewing option. 

Open documents in preview: Activating this option changes BSCWôs way to open documents. 

Text, HTML and PDF documents are displayed in a BSCW page with buttons for downloading, 

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 documents are opened directly in the 

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

download.  

Use internal PDF viewer for preview: If you have opted for opening text, HTML and PDF 

documents in BSCW preview (see preceding option), 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 pop-up dialogs: Check this option when you prefer to have action forms presented as pop-

up windows in a tabbed format. If this option is not checked, action forms will be presented 

standard forms with sections that may be folded and unfolded for better overview.  

Optimize date input for pointer device (mouse): Check this option if you prefer to enter dates 

using selection lists and your mouse instead of typing them directly using your keyboard. 

Subsection óIcons in instant access barô: Check the icons you want to have presented in the 

instant access bar.  

Subsection óIcons in action shortcut barô: Check the icons you want to have presented in the 

action shortcut bar. 

Portal 

Show portal at login: Check this option when you want BSCW to come up with your personal 

portal when you start a BSCW session. 

Number of entries in widgets: 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 posting microblog 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, either directly or indirectly, or the members of a 

shared workspace.  

Since your social network may become very large, you should consider restricting top-level 

microblogging to the more manageable member group of a workspace.  

Note: Your BSCW administrator may have 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 scale, Week start, Workdays: Specify on what time scale appointments are to be presented 

in day and week view, the first day of the week and what counts as workdays for you. The latter 

settings govern the arrangement of your calendar views.  

Generally add all tasks that you create to your task list: Your task list (accessible via  GoTo 

   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 appointments, you may specify whether 

¶ appointments that you create in a group calendar are automatically copied into your 

personal calendar (also if you do not participate!),  

¶ appointments from whose participant list you are removed are automatically deleted 

from your personal calendar,  

¶ your participation in appointments that you delete from your personal calendar is auto-

matically declined, and whether 
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¶ appointments are to be shown in a new browser window.  

Notifications 

BSCW provides several event services that notify about new events and new microblog 

messages in BSCW. The different event services use different ways of delivery for the noti-

fications. For the event services that you have activated, you may subscribe to the notification 

about different event types (read events, create events etc.) and different microblog message 

types. For details see 3.6.4.1 ñSetting the default notification optionsò on page 56.  

Subsection óActive Event Servicesô: 

Here, you may select the event services most suitable for your needs by checking the respective 

options. 

Subsection óEvent Types Subscribedô: 

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 with the different 

event types. You may also check a complete event service that will then notify you about events 

of all types.  

Subsection óMicroblog Messagesô: 

Here, you may subscribe to being notified about the different microblog message types for the 

active event services. By folding out the menus of the different 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 to customize the way your folders and other container objects (discussion forums, 

calendars etc.) are displayed at 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 

(number of columns available, or special functions like the display of note contents in discus-

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.  

¶ Select  View    Content  to activate the content view. Select  View    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 default with the information icon, a check box and an icon 

representing the objectôs type. Next come the name of the object, the action menu button  and 

the size of the object. Further object attributes in the details view are, e.g., rating, creator, owner, 

date of last modification or icons referring to additional information like the membersô icon  

that will take you to the members of the group with whom you share the object represented.  

You can configure the details view with the  View  options in the top menu as follows.  

¶ Choose  View    Foldout  to enable or disable the display of subfolders. If the foldout 

option is active, two additional buttons   in the multi-selection toolbar allow showing 
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or hiding the contents of the subfolders selected (if no subfolders are selected, the con-

tents of all subfolders are shown or hidden). If showing the contents of subfolders would 

exceed the maximal number of visible entries in folder listings set in your personal 

preferences, the subfolders contents are only hinted at and not shown completely.  

¶ Choose  View    Compact  to reduce descriptions to one short line; the complete descrip-

tion (including attributes and tags) is shown as a tooltip when you move your mouse 

over the shortened description. The icons  and  indicate that a description is longer 

than can be shown in the compact view.  

¶ Choose  View    Descriptions  to show or hide the descriptions of folder entries altogether.  

¶ Choose  View    Columns  to select which attributes of an entry are to be displayed in the 

columns of the folder view. The columns offered depend on the type of the current 

container: there are fewer columns in a member list than in the task list. 

¶ Choose  View    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 pointing triangle (  ) in front of the criterion in the drop-down 

menu. By clicking on this icon you can invert the sorting order.  

The current sorting criterion is also indicated by a small black triangle ( ) near the 

respective column heading ï when the column is shown at all. By clicking on a column 

heading which is underlined ï meaning that the column attribute is a valid sorting cri-

terion ï you may directly sort the entries of a folder. Clicking on the column heading 

corresponding to the current sorting criterion inverts the sorting order. 

¶ Choose  View    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 for óResponsibleô shows all objects (tasks, documents under 

review, flow folders) for which you are currently responsible in the sense that you have 

to carry out an action with such objects (value óyesô), for which you are not or not yet 

responsible (value ónoô or ónot nowô) or which can have no attribute óResponsibleô 

(value óundefinedô). Using óResponsibilityô you may filter, e.g. in your personal task 

list, for the kind of role (contractor, requestor, responsible) in which you are responsible 

for certain objects. Responsibility filtering for a value of ónoneô shows all objects for 

which you are currently not responsible (but could be made responsible for in principle).  

The currently applied filter is indicated at the right-hand end of the multi-selection 

toolbar. Select óNo Filterô to have all objects and documents displayed in the folder 

listing.  

You may change several viewing options at a time by selecting  View    Customize . The action 

form has two sections: in the óGeneralô section you may activate or deactivate applicable 

options (like Foldout, Compact or Descriptions), while in the óColumnsô section you may set 

the columns to display in the folder listing.  

Content view on folders 

You activate the contents view by 

¶ selecting  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. 



 

70 Basic Concepts and Functions 

o 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 miniaturized preview, with contacts and 

users it is a photograph, if 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, document type, creator, 

creation date. Next, an abstract of the object content (with folders, e.g., the names of the objects 

contained) and the description are given as well as the author and date of the last modification.  

You can configure the content view with the  View  options in the top menu in a similar way as 

you configure the details view. The options  Foldout ,  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 in the  View  menu, e.g. you may 

enable the display of note contents in 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 preferences: 

¶ Click  Options    Preferences  in the top menu bar and go to the óPresentationô section of 

the action form.  

¶ Check the option Remember each folderôs view options if each folder is to be individu-

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 Remember option is active, you are still able to transfer viewing options to other folders 

or containers. 

¶ Choose  View    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 same or similar type. By applying 

the viewing option of a folder to all similar containers, you transfer the viewing options 

to all other folders, website folders, template folders, flow folders, community folders 

as well as to personal objects like the clipboard and the briefcase, and vice versa. Using 

this action, viewing options are transferred from one calendar to all other calendars and 

from one discussion forum to all other discussion 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 via  Apply to All Similar  by 

¶ choosing  View    Reset . 

If the Remember option is inactive, viewing options are set 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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¶ checking  View    Individual  for a particular folder or container. You may then 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 options for individual folders 

or containers are protected from being overridden by the settings of other folder or 

containers. 

When the Individual option of a folder or container is deactivated, the viewing options are reset 

to the viewing options of the non-individualized folders or containers of the same type. 

If you want to apply the viewing options of an individualized folder to other folders and con-

tainers of similar type,  

¶ choose  View    Apply to All Similar . Other individual folders will remain untouched by this 

action.  

3.8.5 Banners 

Every folder page has a header consisting of several lines. By default, the space below the 

navigation bar is empty, as shown in Figure 10. 

 

Figure 10: Header section of a folder page without banner 

You may insert a banner into this space. Set your proficiency level to óExpertô. 

¶ Choose  File    Change    Banner .  

¶ In the óChange Bannerô form, specify the banner as HTML text (with links to pictures 

etc.). With most current Web browsers (e.g. Chrome, Edge, Firefox, Internet Explorer, 

Opera and Safari) you enter and edit the banner using an HTML editor that has been 

integrated into BSCW (also see 8.1.2 ñCreating and editing HTML documentsò on page 

132).  

With a banner, the header of a workspace and the folders contained might look like shown in 

the following figure.  










































































































































































































































































































































































