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|EC SSO Login

The new IEC Collaboration platform features SSO (single sign-

on).

Sign in with your email address* and password registered in the

IEC Expert Management System.
*Your EMS login will also allow you to sign in.

Check the tick box to indicate that you have read and accepted

the IEC Privacy Policy.

My Dashboard

Business Groups (ex: IEC. CENELEC, BEC etc)

The boxes you see will depend on your roles and
permissions as defined in the IEC Experts Management
System (EMS). Each box provides access to the
workspaces of a business group to which you have access
rights.

My Workspaces (ex: 7¢. sc. WG, PT. MT etc)
A list of all workspaces to which you have access, across all
business groups.

My Favourites

When you favourite a workspace it will be listed here.
Build your list of quick links of Workspaces you work with
frequently, so that you can access them quickly from here.

My Settings

Change your profile picture, manage which boxes appear
on your dashboard, control your weekly notification
subscriptions and see your activity.

My Documents
A list of all documents uploaded by you in any workspace.

My Discussions
A list of all discussions you are participating in.

My Tasks
A list of all tasks assigned to you in any workspace.

IEC Collaboration Platform User Guide - Version 1.5
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Sidebar

All Dashboard boxes are always accessible via the sidebar

@
Top bar 4

In the top bar you will find:

My Dashboard
CENELEC
IEC CENELEC CEB-BEC

My Dashboard
1. Search (currently for workspaces only) :
, CENELEC
2. Your profile (access your settings and logout) i
IEC CENELEC CEB-BEC

3. Home | Favourites | Notifications shortcuts

IEC Collaboration Platform User Guide - Version 1.5
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Find a WORKSPACE

Top bar search

My Dashboard
If you know exactly the name of the workspace you

need to access, type it in the top bar search.
(currently for workspacesonly)

1+ MANAGE MY DASHBOARD

Drilldown method *
My Dashboard
1. Business Group (example: IEC) (1)
Click on a business group to see the ‘—
list of workspaces in the group to 1EC GENELEG 5
which you have access IEC CENELEC CEB-BEC

2. My Workspaces
In the list of Workspaces for a business group you can:

A. Switch views: LIST | CARDS (optional)

B. Click check box to show disbanded workspaces (optional)
C. Filter list (only available in list view)
D

Drilldown to sub-workspaces
A counter indicates the number of sub-workspaces available. Click on right pointing arrows next
to the counter in either the list or cards view to drilldown to sub-workspaces.

LIST view CARDS view

[ IEC I 0 _ 2}

My Workspaces . A_SWITCH FOR LIST VIEW . A SWITCH FOR CARDS VIEW
@c

m a a -}
m,. s @ gpa IEC I
— D m :

1]

o e B o DB

Favourite a WORKSPACE

Once you have located a workspace, click on the
Favourite button to add it to your quick links.

| . - m il '

T2 7C 150/SC150A/ WG 1 ey +

© oasHgomRD % T - I MEMSERS s i SUBWORKSPACES *

Click button to add Yellow star indicates a
) ) . -
to your favourites Favourited workspace
& a’
FAVOURITE % FAVOURITE - -
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View SUB-WORKSPACES of a workspace

To access the sub-workspaces of a workspace you are working in...

1EC PC118
@ DASHBOARD - IMENTS 2 L ;
1 Click on the Sub-workspaces tab in B
or Sub-workspaces box.
A counter displays how many sub-workspaces )
are available. h
-

2.  Inthe Sub-Workspaces tab of a workspace youcan:

A. Switch views: ACTIVE | DISBANDED (optional)

B. Switch views: LIST | CARDS (optional)
C. Filter list
D. Drilldown to sub-workspaces

m. = ‘

‘ = sewpnoTiFcaTions [Tl

B OMEMEERS ® W SU

RECENT ACTIVITY

A counter indicates the number of sub-workspaces available. Click on right pointing arrows next to the counter in either

the list or cards view to drilldown to sub-workspaces.

LIST view - Acmive LIST view - pisBANDED

- ‘ ..p

[fZd EC TC 150 # FAVOURITE 58 sve
! ACTIVE B LIST '
© Dasteos & MENTS 2 W DISCUSSIONS 30 AN MEMBERS 8 @ oDassEOARD L "

i GFPACES (3

c»

SUB-WORKSPACES SUB-WORKSPACES

CARDS view - AcTIvE

B . .ﬁp

.
A ACTIVE

@ D L DOCUMENTS's % DISCUSSONS 30 &% MEMBERS'® (g Q'ksﬂaczs.

ACTIVE  DISBANDED m

CARDS view - DISBANDED

HERIRHE 1EC SMB'
B CARDS

@ & DOCUMEN "

SUB-WORKSPACES SUB-WORKSPACES

I SEND NOTIFICATIONS

A DISBA%D D LiST

[ e oseanom m

co

A DpisBanDED B caros

EO ccTvE  oiseanDED

= m
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Find a DOCUMENT

Once you have located the workspace which
contains the documents you need...

5 (1) ; ' !

. g, .

© DASHBOARD

Tc8

Systems aspects of electrical energy supply

1. Click on the Documents tab or
Documents box.

A counter displays how many documents are available.

L ™
- -
= e 5 mericse
[ TC8 a5
2. Click on folders to drilldown to the folder ) N )

which the document

1, ™ = -

DOCUMENTS B & &

i A. EMPTY folder (no content) =
. ~o A EMPTY FOLDER ~
B B. DARK folder (contains files/folders) 0 B pARK FOLDER

3. Click the Action icons next to the file to:

{0 A.View file info (details panel)

. .
© B Preview fie D
TC8 WG4 Workshop Use Cases LA slides (TC8) final.zip e ®
L Meeting minutes and presentation slides from TC8 WGAHG4 Use Case . e
Workshop LA 2011-06 s W

., C.Download file

" D.View/start file discussion(s)
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2. THIAED)YILTXEDHBITAILE
FTHYTIF

DOCUMENTS B =& &

]
. ) o EMPTY FOLDER =~
(2]

- e B DARK FOLDER

O A RETHIY (Tl

B B RBIANS(ZETFIIN/TFILE)

3. J7ANLEOT I AVTAAVED)ILT:

O A TPAIVIEROIEIE (M SRIL)
© B IPLOTLE— B

TC8 WG4 Workshop Use Cases LA slides (TC8) final.zip
B \jeeting minutes and presentatmn s]ldes from TC8 WGAHG4 Use Case
Workshop LA 2011-06 & W

b CIFAILDAIa—R

o D. IPAIILEROREE /B
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View DOCUMENT DETAILS

Locate the workspace and the folder which

e
i Workspaces / IEC TC8

. ® DASHBOARD o+ & ®,  DISCUSSIONS 2\ MEMBERS 223 i@ s
contains the document(s) you want todownload. .
Folders Documents

1. Click on the Info icon in the actions column next
to the file you want to discuss.

DOCUMENTS B = = =

New Folder  Upload

:

M Meeting minutes and presentation slides from TC8 WGAHG4 Use Case
Workshop LA 2011-06 (1

0 View file info (details panel) R od- -
B3 31d Africa Smart Grid Forum |
ot
8_1313e_RVN.pdf ® o
@ |EC 8_1313e_RVN: Use Case Approach Part 2 - Definition of Use Case
Template, Actor list an.. s+ W

I 3rd Africa Smart Grid For...

2. Inthe Document details panel you can:

DETAILS DISCUSSIONS ‘I A DOWNLOAD
Title: 3rd Africa Smart Grid Forum 4 . E EDIT TITLE {DESC
A. Download file &

Filename: Smartgridforum_English.pdf

tocipboard « C coivunk

Link: Q@ Cop

B. Edit the document title and description | __ Type: applicationypat
(owner and editors only) Upload Date: 2017-10-24
Last Update: 2017-10-24

Hervé

C. Copy document details link toclipboard OUEr peshereau
(allows you to give a direct link to a document)

B 3rd Africa Smart Grid For...

D. View/start document discussions
‘ E DISCUSS
DETAILS DISCUSSIONS
E. Preview flle Title: 3rd Africa Smart Grid Forum .
2* Filename: Smartgridforum_English.pdf
Link: Q Copy document link to clipboa

P D F Type: application/pdf
| S Upload Date: 2017-10-24
Last Update: 2017-10-24

PREVIEW Hervé

Owner:
Rochereau

IEC Collaboration Platform User Guide - Version 1.5 Page 8 of 41
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NEFMOREE

—HJRAR—ZARUAYO—RLEEWXEESD
THILFEREELTESY,

TC8
[RRd Vorkspaces / IEC / TC8

® DASHBOARD 1, DOCUMENTS & %, DISCUSSIONS a8\ MEMBERS 223 e

Folders Documents

DOCUMENTS B = = =

. vleeting minutes and presentation slides from TC8 WGAHG4 Us
Workshop LA 2011-06 (1

1. LW T7AILOBO T3>0 aT LI
BITBIER7AAVED )Y

D TPAEBOEE GH/GRL) g momemizses Oﬁﬁ :
A B3 31d Africa Smart Grid Forum ]
A 8.1313e_RVN.pdf ® o
IEC 8_1313e_RVN: Use Case Approach Part 2 - Definition of Use Case
Template, Actor list an.. & W

I 3rd Africa Smart Grid For...

2- X%#m/\n*}bflimo):tb“—t“%i#: DETAILS DISCUSSIONS ‘I A DOWNLOAD
} Title: 3rd Africa Smart Grid Forum s « E EDIT TITLE !DESC

A. T7AIILOA I O—R

Filename: Smartgridforum_English.pdf

PDF el ‘ Cgﬂk
B- K%% E &U\“%@@E Eﬂ @ﬁ% ‘ - Type: al:p_\c‘ehcn pdf
(%ﬁ%& U%ﬁ%é‘ﬁ)&) Upload Date: 2017-10-24

Last Update: 2017-10-24

Hervé
Owner

c’ OIJ‘yjﬁ_F/\o)xgﬁmje_o)IJ Rochereau
VIOEE
(X EADLAL OG> LA FTEES)

I 3rd Africa Smart Grid For...

D. XEFROMHE/ A

. E DISCUSS
DETAILS DISCUSSIONS == DOWNLOAD FILE

Filename: Smartgridforum_English.pdf

E. 77’]’ ) l/ @jl/lf‘l_ % Title: 3rd Africa Smart Grid Forum s

Link: @ Copy document link to clipboard
Type: application/pdf
. Upload Date: 2017-10-24
Last Update: 2017-10-24
E PREVIEW Hervé
Owner
Rochereau
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Preview a DOCUMENT

Locate the workspace and the folder which
contains the document(s) you want to download.

& DOGUMENTS & % Discus S as E 223

1. Click on the Preview icon in the actions
column next to the file you want to discuss.

DOCUMENTS & = = =

[ ] sent: es from TC8 WGAHG4 Use Case
0" Y

rd Africa Smart Grid Forum

Preview file

EEE £ 8_1313e_RVN: Use Case Approach Part 2 - Definition of Use Case
Template, Actor list an.

B 3rd Africa Smart Grid For...

You can also preview a file from the file details panel... }e
by clicking on the Preview File link PDF

2. A modal window will open with a preview of A image PG, GIF, PNG) B Adobe poF
the document.

Previews are availablefor:

A. Images files (JPG, GIF, PNG)

B. Adobe PDF documents

C. Microsoft Office documents
(Word, Excel and PowerPoint)

C Excel

D. Video files (MP4)

3. Click on the “X” to close the modal window. C rowerpoint

D video (vpa)

icC [ Video : Masterplan-posteards-himpd x

INTRODUCTION TO THE IEC

Presenter
City, YYYY-MM-DD

IEC Collaboration Platform User Guide - Version 1.5 Page 9 of 41
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EEUTHINAERFEL TSN,

IEC TC 8

& DOCUMENTS & % DiscUs S a

Documents
DOCUMENTS B ~ = = &

M Meeting minutes and presentation slides from TC8 WGAHG4 Use Case
orkshop LA 2011-06 (1
& Smartgridforum_English.pdf @

1 EERLEWIPAILOBOT 3005 A
ZHBIFTBILEA—TFAaAVED )Y

77/()[/0)7,1/51_ 3rd Africa Smart Grid F
I 3rd Africa Smart Grid For...
TPANEEM NFNBS TP AN ET L2 —F Bl A
EZ—TPLN o502 ‘
2 E—HIITLRIONA—TULXEDTLE21— A image (PG, GIF, PNG) B adove PoF
BARINENFT, SR . ~
S_ i 8 7
TLEA—TE5HM: l 33% 39 g_ur i ;. ?7
E&T7AIL (JPG, GIF, PNG) =W

B. Adobe PDF 3=

C AOOVINAT4 A XE C Excel
(Word, Excel % T} PowerPoint) :

D. BhiE J71I/L (MP4)

3. E—HILI4RIZERALCAIZIE X" E0)v5 C rowerpoint D video (P4
LTLEEELY,

Viden : Masterplan-postzards-himpd X

[

INTRODUCTION TO THE IEC
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Discuss a DOCUMENT

Locate the workspace and the folder which contains the document you want to discuss.

Document discussions allow you to discuss questions about a specific document.

If you want to start a discussion concerning several documents, please go to the Discussions tab, start a
general discussion and attach multiple documents.

1l
o)

[[f¢] |IEC TC 150
M \Workspaces / IEC / TC150

1L Click on the Discussion icon in the actions
column next to the file you want todiscuss.

@ DASHBOARD %, DOCUMENTS 16 %, DISCUSSIONS 29 &\ MEMBERS 90 il

olders / Demonstration

| 1 File Discussion(s) TR T R

New File New Folder Upload Downloa ofif; Del

4 counter ndicates if a document hos dscussons I
Responsibilities xsx @ ©
ES Team responsibilities T . o

g8 IECTC 150

2. The document details panel will open on the
DISCUSSIONS tab

DOCUMENTS E - { o ineshrment

BB pjaking the Business Case - WORD docu

Team responsibilities

g8 IEC TC 150
3. To start a NEW discussion, e I X © .o
click on the New Topic button. T NEW DISCUSSION

BB paking the Business Case - WORD docun

Team responsibilities

A. Enter a topic subject (required)

B. Enter a description (required)
(use html formatting as appropriate).

C. Attach documents (optional)
See: [Attach DOCUMENTS (to Discussions or Notifications)]

D. Press the Create Topic button.
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IEC TC 150
~ R kspaces IEC / TC150

1L EESRLEWT7ZAILOBOT7TH 3035 A
ZHITBTILEL—TFAAED )Y

@ DASHBOARD A, DOCUMENTS 16 ¥, DISCUSSIONS 2 A\ MEMBERS 80 il
Folders / Demonstration
1 TJPALEER

DOCUMENTS J'!F 'F' - * X

s d: Uplo:

n Pl |
Responsibilities.xlsx 0 o
Team responsibilities & W . o

DO E—(35 i = X EN B S EFHK I LFET,

g8 IEC TC 150

&

2 XEDOFMNARILINFEwRIT LTHEET

DOCUMENTS B @ i (@ T

TR§ £C TC 150

&

3. FILWEERZRIB I 2I12F. HiREyIREY
=7 )y oL TLIESEN

DOCUMENTS B — m i (g m v
: K 9 NEW DISCUSSION

A EROEEEAN (L)

B. BAZAR (LA)
(BE html = ZEF)

C. XEERMF 7723

SR [XEDORM (BEmXILEBAN))

D. FEYIIERARZ &9
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g8 IEC TC 150

4. To participate in an EXISTING discussion,
click on a topic in the list.

DOCUMENTS B — ® i (@

DD '

BB paking the Business Case - WORD docun

9 EXISTING DISCUSSION

¥ veam responsibilities.
Ted |EC TC 150 B Team responsibilities
C) e — DETALS NS (1 DoWNLODFLE

5. Press the reply button

DocumenTs B - m . -

n
a

IECRE PV-OMC Metting - group picture

B Task assignments

A. Enter your response (required)
(use html formatting as appropriate).

B. Attach documents (optional)
See: [Attach DOCUMENTS (to Discussions or Notifications)]

C. Press the reply button

e ‘Bopt/ona/

2§ IEC TC 150 I Team respansibilities

© DASHBOARD 2, DOCUMENTS (18 L Rt

6. Press the back to topics button to return to the
list of topics.

DOCUMENTS B & . o

BER TS Next - Sih Workshop presentation

@»E

7. Press the Notify button to send notifications
(optional)

BB prat agends

B8 niroduction fo the IEC - PONERPOINT pry

ications

N s——

K% Team responsibilities ‘
aking s Case E
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4 BEFORERISSINT BIZE JANHD
Yo% )y LTS,

DOCUMENTS !{_ - . ’

@ DASHEOAS L DOCUMENTS 18 "

5 RERZVEWRT

DOCUMENTS & = . ®

DT

' aking the Business Case - WORD docun

3 feam responsibilities

B oo v onc eeing - grup e

A SEERBEAS (1L57) B

(use html formatting as appropriate).

B. XEEHRM (7723

See: [Attach DOCUMENTS (to Discussions or Notifications)]

C RERIVEHT
i ‘Bopt/ona/

IEC TC 150 I Team responsibilities

6. FNEYIRD)ANMZRBIZIZMNE YO RIZREBRZ
g

B =
DOCUMENTS 7 el | .

7. BRIRZVERLCRIZEE
(F7>3>)
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Create a DOCUMENT FOLDER

Locate the workspace and the folder where you would like to create a new folder.

5 “p

[[38 TC 150 * FAVGURITE
1 Inthe toolbar press the New Folder button. 0
DOCUMENTS || B0 ) et s B
T
9 e ‘ " —
& [ &
R -l X
2. Enter a folder name. Flderccatre Folders/ Demenstaon
'y

3. Press the Submit button.
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Rename a DOCUMENT FOLDER

Locate the workspace and the folder which you would like to rename.

Find a WORKSPACE

need to access, type it in the top bar search.
(currently for workspacesonly)

Q SC150A
TOD bar Sea rch My Dashboard TC 150/ SC 150A | SC 150A
IS8  Tc150/5C 1504/ WG TIWG T
If you know exactly the name of the workspace you —
TC 150/ SC 1504 / MT 3| MT 3

L

NOTE: Only owners and editors can rename folders.

IE(. TC150
1. Click on the Edit folder name icon in

the actions column next to the folder
you want to rename.

© DASHBOMRD €NTS |35 " OISCUSSONS '8 [ SUB'WORKSPACES'S &% MEMBERS 31

BOCUMENTS B S e TIE

rd Edit folder name

@ ¢
]

por
B pran agenda

2. Enter the new folder name.

3. Press the Update button.
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= Q sc1s50a

(IS8 1c 150/ sC 15041 SC 1508

My Dashboard

[I§® 1c1s0/sc 1504/ WG TIWGT
£+ MANAGE MY DASHBOARD

[I§® 71c150/50 1504/ MT3MT3

BB TEER GEZDHATFILEEDEEH TR

1. ZHEELENTAILZEDOT IS  ————— )
ASLPDITANSLFEETA(AVE )
N

S IFALIRE

2. HLWIAHILAZEAS

3. EHFHRAVERT
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Move a DOCUMENT FOLDER

Locate the workspace and the folder which you would like to move.

NOTE: Only owners and editors can move folders.

1. Click on the Move folder icon in the actions
column next to the folder you want to move.

- Move folder

2. Drilldown in the list of folders on the right until
you are inside of the destination folder.

3. Press the Move button.

TC 150
M \orkspaces / IEC / TC150

@ DASHEOARD 3, DOCUMENTS 38

DOCUMENTS B ®

W | e/ Fieneme v

Have Demonsiration 2 o + Folders

% DISCUSSIONS 3

& &

{8 SUBWORKSPACES 3

M MEMBERS 01

canceL

IEC Collaboration Platform

User Guide - Version 1.5
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TC 150
M workspaces / IEC / TC150

1. BELEWIAIILAFEOT IS 30T LHD
THIVEBE7TAAED )Y

= JAILEBE

2. BEEIAILTRIZADET. GRAITHILY
DR ETEY TS

3. BERAVERT
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Delete a DOCUMENT FOLDER

Locate the workspace and the folder which you would like to delete.

NOTE: Only owners and editors can deletefolders.

= Q

© DASHBOARD ., pocumenTsss ™ DISCUSSIONS S i@

1. Click on the Delete folder icon in the actions - : 4
column next to the folder you want to move.

SUB-WORKSPACES 3 M MEMBERS %1
DOCUMENTS B ™ & &

W Delete folder

2. To confirm the deletion of the folder in the
alert window, press the Delete button.

Confirm

“This process wil deete the folder ‘Documents' and his content from tis workspace.
e you sure you want 10 contiue? 9 ‘

DELETE CANCEL
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Create a NEW DOCUMENT (online file)

Locate the workspace and the folder where you
would like to create a new file.

1 Inthe toolbar press the New File button.

2. Enter a title.

3. Enter body text

(use html formatting as appropriate).

4. |nthe EDIT mode...

A. Press the Preview button to see how your
online content will look.

B. Pressthe Save & Close button if you are
ready to save your work.

5. Inthe PREVIEW mode...

A. Press the Save & Close button if you are
satisfied and ready to save your work.

B. Press the Edit button to continue working
on the document.

IEC Collaboration Platform User Guide - Version 1.5

—, . P
m s .

@ L oocuwentsiEm % s - &

Create Online Content

Create Online Content

B I U S % |me Mz ) ses - Fomat - | Fem e

Content migration releass | 2018.02.28.

T piovements e
& doc o
i

Create Online Content

CTS release notes
Content migration release | 2018-02-28
mprovements

SAVE & CLOSE. EniT
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Upload a DOCUMENT(S)

1. Locate the workspace and the folder where the

document should be stored.

e C(lick on folders to drill down to subfolders

e Optional:
Click on New Folder button to create a folder

2. Inthe toolbar press the Upload button.

3. Drag & Drop or browse to selectfile(s)
to upload.

4. Once files are processed...
press the Describe button to collect metadata
for each file.

5. Enter a title (required)
and a description (optional)

Press Next to enter metadata for additional files

6. Press Finish after entering metadata for all files

7. Notify members (optional)

At the end of the upload process you have the possibility to

send a Notification.

IEC Collaboration Platform

User Guide - Version 1.5

n
o

1EC LS
IRl \Workspaces / [EC / TC8

@ DASHBOARD %, DOCUMENTS & % DISCUSSIONS &% MEMBE

Folders / Documents ' o OptiOI’)a/
[ ] &

DOCUMENTS B

[ 8 [ e / riname

I Meeting minutes and presentation slides from TC8 WGAHG4 Use Case

TC8
Beed VVorkspaces / IEC / TC8

@ DASHBOARD A DOCUMENTS & -g DISCUSSIONS A MEMBE

Folders / Documents '

.,

DOCUMENTS B,  R. .k

Nex

n Title / Filename

B Meeting minutes and presentation slides from TG8 WGAHG4 Use Case

Upload Files

@

9 . Drag & Drop

Drag & Drop

s 1O

&4 Pv-omc_2018-04-09-10_group_big.jpg 171

Detan

1@o
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[ | &

XED7vyO—K

1L T—YJRAR—R RUXEEERNTDTHILTEREE
LTLEELY,

o TFNKEI Il THITITFIZFETHEY T
o F 7o g
R I NG/ T4/ ZEF AL

DOCUMENTS B ™=

ploac
[ 8 [ e / ricname

I Meeting minutes and presentation slides from TC8 WGAHG4 Use Case

= Q, Sea

[=¢] C8
B \Workspaces / IEC / TC8

@ DASHBOARD &, DOCUMENTS & -; DISCUSSIONS &% MEMBE

Folders / Documents ‘

DOCUMENTS B %, L

[ 8 [ e / ricname

B Meeting minutes and presentation slides from TC8 WGAHG4 Use Case

2. V—ILN—[ZT7yTO—RREE#5

Upload Files

@7
3. RSyT&ROvIXIEELINIFAILES )Y IL, o ’
77’(/[/57‘ij—[\° Drag & Drop

4. TrAILHMLEENL..

SHEARAVERL TR LADITFAILDART—4 Drag & Drop
Ve _ — «9

5. BB ARV BRA T T a2/AN
RANFEHL TEIT7ANDAET—SEA S

24 Pv-OMc_2018-04-09-10_group_bigjpg 171

9: —

7. AVNER(F ST ‘ so—
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Download a DOCUMENT(S)

= Q s
Locate the workspace and the folder which contains TC8
the document(s) you want to download. et Vorkspaces / IEC / TC8
@ DASHBOARD . DOCUMENTS & ¥,  DISCUSSIONS a\  MEMBERS 223 i s

Folders Documents

Single file downloads
Click on the Download icon in the actions column
next to the file you want to download.

DOCUMENTS B = &

NewFie  NewFolder  Upload

I Meeting minutes and presentation slides from TC8 WGAHG4 Use Case
Workshop LA 2011-06 |1

.+, Download file

A smartgridforum_english pdt e o
= i ;
3rd Africa Smart Grid Forum ’ |
A 5.1313¢ RVN pdf ® o
B |EC _1313e_RVN: Use Case Approach Part 2 - Definition of Use Case
Template, Actor list an. & W

I 3rd Africa Smart Grid For.

You can also download a file from the file details panel...
with the Download File button

PDF
| .
Upload Date: 20 024
Last Update: 2017-10-24
Multiple file downloads m e —~
©  DASHBOAS & DOCUMENTS & e i b L]

1. Click on the checkbox next to the file you want
to download.

DOCUMENTS B L] & -9 "0 x0

Click the checkbox in the table header to select all files in a o
folder. Note: Subfolders will not be included.

e o B
& .
it [ I .
o -
2. Inthe toolbar press the Download button. m oo | N

You can also use the DOWNLOAD circle button © oo s soommrse | % 08y 9 . u
(with notification download icon) which will P ‘
appear in the bottom right of your screen. DOCUMENTS B ® & .o o xo

A zip file will be generated containing all the files & ™
T oo -
you selected. i — “m g
@
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Folders / Documents
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DOCUMENTS B
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n e riename ml

I Meeting minutes and presentation slides from TC8 WGAHG4 Use Case
Workshop LA 2011-06 |1

A Smartgridforum_English.pdf 9 ©
=3 i i
3rd Africa Smart Grid Forum » |
M 8.1313e_RVN.pdf e o
EER |Ec 8_1313e_RVN: Use Case Approach Part 2 - Definition of Use Case
A

Template, Actor list an...

I 3rd Africa Smart Grid For.

ETAILS DISCUSSIONS DOWNLOAD FILE .
3rd Africa Smert Grid Foum ’

PDF s

Upload Date: 2017-10-24

Last Update: 2017-10-24
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Edit a DOCUMENT title and/or description

Locate the workspace and the folder with the document title and/description you would like to edit.

NOTE: Only owners and editors can edit the title and/or description of a document. The filename itself
cannot be changed.

E .k‘

[ co

@ 0 & DOCUMENTS & - . L]

1. Click on the Info icon in the actions column
next to the file with the title and/or description
you want to edit.

DOCUMENTS & = &

W |1t / Flename v

- minies and presertet e TCB WEAHGA Use Case s W a
0 View file info (details panel) < 0. e ®
- gish el e o
B 314 Atrica Smant Grid Forum 4.

[[f TC8 B IEC8 1313e RVN: Use Case..
© DASHBOAR & oocumentss ™ | r DISCUSSIONS
2. In the file details panel, pocuMenTs B W i }. - - g
i iti H PDF
click on the Edit icon next the title. m -
’ Edit e | —
s 3rdn;;|cus-n.misnarorw M Q ssimiggy

Description

IEC 8_13130_RVN: Use Case Approach Part 2 - Definitian of Use Case Template, Actor list and
Requirement List for Energy

2 TC8

o & DOCUMENTS 4 LS |

DOCUMENTS B &

g
n Tite ¢ Filename ¥

3. Edit the title and/or the description as needed.

4. Press the Finish button.

SR cc 5 13130_RVN: Use Case Approach Pt
Template, Actor st an.

BER 31 Africa Smart Grid Forum .

FINISH
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DOCUMENTS B & &
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Upload a DOCUMENT VERSION

Locate the workspace and the folder with the document you would like to manage with versioning.

NOTE: Files versioning is only possible with files of the same doc type. (PDF file versions must be PDFs, etc.)

1. Click on the Info icon in the actions column next
to the file with the title and/or description you
want to edit.

ﬂ View file info (details panel)

2. Inthe file details panel,
click on the HISTORY tab.

3. Toupload a new version,
click on the NEW VERSION button.

4. Drag & Drop or browse to select anew
version to upload.

5. Enter a brief summary of changes, explaining
differences or justification of changes.

6. Select the type of version (MINOR or MAJOR).

7. Press the SAVE button.

IEC Collaboration Platform

User Guide - Version 1.5
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8. Review version type and summary of changes.

(vou will not be able to modify this information after the
upload is complete)

9. If you need to make changes,
press the BACK button.

10. If everything is correct, press the CONFIRM
button, to finish uploading the new version.
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Restore a DOCUMENT VERSION

Locate the workspace and the folder with the document you would like to manage with versioning.

m
I

. . . . CTS Next Gen
1. Click on the Info icon in the actions column next e T

to the file with the title and/or description you
want to edit.

B cocwuens s MM Dscssons s o Tsts E) SOWORSPACES AL MEMBERS

R+ 0>

pocuMENTs B B & & A - § a

-
v
=]
]

0 View file info (details panel)

L
2. Inthe file details panel, o S
click on the HISTORY tab. = : Lk | S —
;- Bud0 T
=] ‘ : e | . )
@ Link °
O | SRt Type: Y

. . . 1EC = a
3. The current version is the top row and is =
1 H H CTS Next Gen B Riders in the sunset
highlighted in blue =
* =
™ - n History [ NEW VERSION &,
4. Click on the RESTORE icon next to the version . -
. o DOCUMENTS aoa WA ux awnen: c:;mmm ° &
you want to restore as the current version. A _

@ Restore icon

5. Click on the CONFIRM button to restore the file
as the current version

@ Warning

ue?  CANCEL | CONFIRM
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Move a DOCUMENT(S)

Locate the workspace and the folder with the document you would like to move.

NOTE: Only owners and editors can move documents.

1. Click on the checkbox next to the file(s) you
want to move.

Click the checkbox in the table header to select all files in
a folder. Note: Subfolders will not be included.

2. Inthe toolbar press the Move button.

You can also use the MOVE circle button
(with a right pointing arrow icon) which will
appear in the bottom right of your screen.

In the Move Files window you will see...
A. On the left... the files to be moved

B. On the right... the workspace folder structure.

3. Click on folders to drilldown to the destination
folder where you would like to move thefile(s).

4. Once you have reached the destination folder
click on the Move button.

IEC Collaboration Platform User Guide - Version 1.5

= =
= e *+ * ¢

1= senpnariFicanions RS

lZ¢ CTS Next Gen

® HOARD %, DOCUMENTS &7 " ioNS s @ suBw 1 o uemseRs m

DOGUMENTSH| B |7 B0 Sl =i ] W X

—-
: -Q
. Q@ °
. ‘9 -

" s iiex (U@

l28] CTS Next Gen

1= senonorrcanions RS

A & DOCUMENTS &7 g

BGELIMENTS I U A S e

"
o Q4
T
. e = -Q @
°c e @
L ™ O

AFILES TO BE MOVED B FOLDER STRUCTURE

Move Files x

ve 1 0f 1 fle(s) to- 9 Demonsiration

s/ Demonstration

Name / Title Title Filename

Move Files X

Move 1 0f 1 file(s) to  Dev meeting olders / Demonstration / Dev meeting

=% Devmeeting 31.52018.docx

L
CANCEL MOVE

Page 23 of 41



NEDHE)

J—HAR—R RUBBILEOWXEDTAHILAEEELTESY,

R FTBEEEREE DA XEDREE D ATRE

1. BEILEWI7ZAILBOFTVIRYIA
=)D

TFINEHEDE T 71/ ZZ IR T BIZIL DN X HDF

TYINYIRED D, FE: VT T NLEEET

2. Y—ILN—[ZTREIRI LT

T EFFTEET,

BB FOBEH— /LRG> (&S] e

T7ANBE) VA VRO TRAZZED: -

A. Efl--- BEIShDT7AIL
B. Bl T—VAR—RTHILZDIEIE

3. THIAEED)ILTHIBRLEWI 7AILDEHS

BESETAHILAETIRYTIT

4, BRTAHIWZIZEELESBEIREZVED)YY

IEC Collaboration Platform

(£ CTS Next Gen

[5¢] CTS Next Gen

AFILES TO BE MOVED

Move Files X
ers stration

&

DOCUMENTS B W &

- -
" o @
y " e -Q
;; ﬁ: S . :1.*0

&

B FOLDER STRUCTURE

Move 1 0f 1 file(s) o & Demonstration
Name / Title Title Filename
= De g 31.5.2018.docx x f thi
LY
W A new name for this folde
enp -
B SYATO

User Guide - Version 1.5

Move Files

)
2
9
]
g
‘

Move 1 0of 1 file(s) to: 9 Dev meeting Dev meeting

2= Devmeeting 31.52018 docx

x e file:
g, il

CANCEL MOVE

© IEC/JSA 2019 Page 23 of 41



Delete a DOCUMENT(S) - T

. . TC8 senonorroations
Locate the workspace and the folder which contains =

the document(s) you want to delete.

@ DASHBOARD 8, DOCUMENTS &

DOCUMENTS B =

1. Click on the checkbox next to the file(s) you want

to delete.

Click the checkbox in the table header to select all files in a
folder. Note: Subfolders will not be included.

= 3 =
- ‘ - =— KO

m o .

© DASHEOARD 1, DOCUMENTS &

2. Inthe toolbar press the Delete button.

(owner and editors only) DOCUMENTS B W &

You can also use the DELETE circle button

(with trashcan icon) which will appear in the
bottom right of your screen. e e W A U )
o o
¥ o@e
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Send document NOTIFICATIONS

Locate the workspace and the folder with the document(s) you want to send a notification about.

1. Click on the checkbox next to the file(s) you
want to send a notification about.

Click the checkbox in the table header to select all files in
a folder. Note: Subfolders will not be included.

2. Inthe toolbar press the Notify button.

You can also use the NOTIFY circle button
(with notification flag icon) which will
appear in the bottom right of your screen.

Enter a subject (required)

Enter a body text (required)
(use html formatting as appropriate).

Select a list group (and/or type a name) to

create a list of notification recipients.
(a counter shows the number of recipients).

The documents you selected are

already attached.

If needed, you can attach more documents using the
Attach Documents button.

(a counter shows the number of attachments).

E. Pressthe Send Notification button
(a counter shows the number of recipients).
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Attach DOCUMENTS (to Discussions or Notifications)

Documents can be attached to both Discussions and Notifications. In both cases the method is the same.

1. In either Discussions (new topic or reply) or Notifications...
click on the Attach documents button.

Discussions Notifications

‘ o CANCEL CREATE TOPIC

— ‘ o - B e [P

T meeruose [RSNRTEY

I c s

% DISCUSSIONS 7 M MEMBERS W

@ DASHBOARD 3, DOCUMENTS 8

2. Click on the green + next to the documents
you want to attach.

DOCUMENTS B  ® &

Tille / Filename ¥ Date

NOTE: You can add files from differentfolders by 9
browsing through the file tree.

5 oraftagenda paf
B praft agenda s .
B pyasterplan pos
B e oy ctac mecting group ot

=2 Team responsiblities ™

- aesoss [ERRY
I o -

© DASHBOARD 1 pocuwentsis ™ DISCUSSIONS'Z B MEMBERSm [ SUBWOR

pocUMENTS B | B & &

3. The files will be added to your basket.

Attach Document(s) (3) v

- CANCEL CONFIRM (3)
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DOCUMENTS B @ &

- =1
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%5 e o |
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0 BASROAN & DOCUMENTS(18 ™ DISCUSSIONS

DOCUMENTS B ®m & &

3. T7AIEASZRyNMZEBNENET,

Attach Document(s) (3) e
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I c s o

© DASHEOARD s, pocumenTsis ™ DISCUSSIONS 7 I\ MEMEERS @1 [ SUBWORKSPACES 3

DOCUMENTS B @B & & X

4. To REMOVE files from the basket,

click on “x” next to the files. 0 =
& i oot i e e »
BB )cterplan posicards video (MP4) 4w 9
il fmmin i =4 P «
0 e
- sm !
+* L - ‘
& W
- [« x4

I o o

@ DASHBOAR & DOCUMENTS 75 "™ DISCUSSIONS 7. B\  MEMBERS w0 [ SUBWORKSPACES 3

onstratio

5. When finished press the Confirm button

DOGUMENTS M S ies Be S R E s

You will return to the Discussion or Notification to which °
you are attaching the files. e :
+ e e [
A counter on the Attach files button + g perosmosmasors 8o
e o -

B feam responsibiities

W \taking the business case

6. A counter on the Attach documents button will indicate the number of files attached.

Discussions Notifications

New topic

W Notify

BIUSS (@ mz::(nd

Here Is & related document

ATTACHED DOCUMENT(S) 12 . @ 4] AV <0 noTIFICATION
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Find a DISCUSSION -

1EC PC118 e . * FAVOUR
Locate the workspace which contains the
discussion you want to find...

@ oasrsoamp

5 % E »

PC 118 RECENT ACTIVITY

Smart grid user nterface

1. Click on the Discussions tab
or Discussions box.

(53
e

A counter displays how many discussions are available. - a ‘ 0
] e
" @

2. Switch views / Filter list of discussions

In the list of discussions you can:

C = N
- h -.*‘

[78 ~C 118 _ <
A. Switch views: ALL | LEGACY | DOCUMENTS it ‘9 A
e Discussion migrated from the former CTS :

DISCUSSIONS 7

application are tagged as | LEGACY |.
(2

e Discussions created on a specific ® - B
document are tagged as :
B. Filter list (search in forum title & contents) : (/)
New topic for DISCUSSION mee -

@ J LoD ] % DISCUSSION

‘ o AL | LEGACY  DOCUMENTS

DISCUSSIONS ¢

Locate the workspace where you want to create a
discussion and click on the discussion tab...

1 Inthe toolbar press the New Topic button.

You can also use the NEW TOPIC circle button
(with pencil icon) at the bottom right of your

screen.

o@o

A. Enter a subject (required)
(use html formatting as appropriate).

B. Enter a body text (required)
(use html formatting as appropriate).

C. Attach documents (optional)
See: [Attach DOCUMENTS (to Discussions or Notifications)]

D. Press the Create Topic button
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$o - Exnwe

DISCUSSIONS 7

(3]
(NS TFAT)EFHTEFET,

A EBEAN (L iec]
(ﬁﬁhtml]%ft;fﬁ/ﬁl/ —(_(f:&té ), ) W New topic

B. AXEARN (47)
(B Ehtml JEZE(EFL TS, ).

C XEBERW (A7)

ZHR: [Attach DOCUMENTS (to Discussions or Notifications)]

D. FEYIERARZ EIRY
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C = o Ll
d ) ..’

Reply to a DISCUSSION
Locate the workspace with a discussion you want to o ) ;

participate in and click on the discussion tab...

DISCUSSIONS 7

e - Q@O

1. Click on a topic in the list of discussions.

P Where was NEMA 2015?

2. Click on the Reply button.

l@o

REPLY

B Where was NEMA 20157

A. Enter a body text (required)
(use html formatting as appropriate).

B. Attach documents (optional)
See: [Attach DOCUMENTS (to Discussions or Notifications)]

C. Pressthe Reply button.
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ZHR: [Attach DOCUMENTS (to Discussions or Notifications)]
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C = 5 ol
- B ..‘

Discussion NOTIFICATIONS
Locate the workspace with a discussion you want T _

to send a notification about and click on the
discussion tab...

DISCUSSIONS 7

o - Q@O

1. Click on a topic in the list of discussions.

W Where was NEMA 2015?

2. Click on the Notify button.

Q@0

w

B Notify

A. Enter a subject (required)

B. Enter a body text (required)
(use html formatting as appropriate).

C. Select a list group (and/or type a name) to
create a list of notification recipients.

=
."

BIUSH <@g M= |n2

Wha remembers whers the NEMA 2015 was held?

D. Attach documents (optional)
See: [Attach DOCUMENTS (to Discussions or Notifications)]

E. Press the Send Notification button.

(a counter shows the number of recipients). =
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Find a MEMBER(S)

Locate the workspace which contains the member
you want to find...

1. Click on the Members tab

or Members box.
A counter displays how many members are participating
in the workspace and sub-workspaces.

2. Use the filters in the toolbar to filter the list.
You can filter the list of members by:

A. Groups filter
(workspace or sub-workspaces)

B. Roles filter
(Secretary, Chair, Convenor... etc.)

C. NC/Orgfilter

(National Committee or Organization)
3. Click checkboxes next to filter items toapply

Roles filter

0 ro s
° g J % Discussions 4@ MEMBERS @1 B
$ B
=
MEMBERS | Fiter T
OE=s 1
PC118/WE Member

o -

I e sttes of e E Member

4. You can also type a name in the search filter to

search directly for a specific person.

IEC Collaboration Platform

User Guide - Version 1.5

| el ‘

© OaiBoARD & DOCUMENTS'Z W DISCUSSIONS'S 4% MEMBERS s [ SUBWORKSPACES &

PC118 RECENT ACTIVITY

Smart grid user interface

& a>
- a
- a>

Group filter

m PC118

-
_ 'SEND NOTIFICATIONS "
.
-]
- $A
MEMBERS * Fiters: o Groups e
:
(3] 8
Member
[ ] b
e Mermber
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c
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Smart grid user nterface
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Notify a MEMBER(S)

Once you have located the workspace with

o =
= : | = K

[ e
K PC 118

© ODASHEOARD & DOCUMENTS 2 " DISCUSSONS'® gk mewsews oy

members you want to notify... (1) . ‘
MEMBERS Ftew:  Groups v Roesv NGO v
L Filter the list of members N
(by Group, Role, NC/Org and/or text search). s o
B Urited States of america PC 118/4G CAG Member
2. Click on the checkbox next to the member(s) m e R
you want to notify. = e % e A . A
Click the checkbox in the table header to select all oo sawrm
members visible in your filtered list. R S :

NC/ Organization

A. You can also switch views to see
ALL or SELECTED members (optional)

. Member
. {’ wno
= EoR— . .« e
T PC 118 o
3. Inthe toolbar press the Notify button. i il o 6 Bl » voemm [EEEE ST
Ry N -
A counter displays how many members have been ‘ E—
selected as recipients for the notification. MEmeErs [ e :

You can also use the NOTIFY circle button
(with notification flag icon) which will appear
in the bottom right of your screen.

A. Enter a subject (required) - oy

B. Enter a body text (required)
(use html formatting as appropriate).

C. Verify recipients list (prefilled)

(a counter shows the number of recipients).

D. Attach documents (optional)
See: [Attach DOCUMENTS (to Discussions or Notifications)]

E. Press the Send Notification button
(a counter shows the number of recipients).
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Find MY TASKS - = =

My Dashboard & DASHBOARD SETTINGS
The easiest way to see all tasks created by you,
or assigned to you, is from the Dashboard box IEC BE_N’ELEG
My Tasks. IEC CENELEC CEB-BEC

1. From the Dashboard, click on the
My Tasks box.
You can see, edit and change the status on

10 * &

My Workspaces My Favourites My Settings
your tasks here.
To create a task, you must start from the
relevant Workspace. g L)) v ‘0

My Documents My Discussions My Tasks

- : & £ =

My Tasks

2. Use the filters in the toolbar to filter the list.
You can filter the list of tasks by:

A. Priority filter
(HIGH, MEDIUM or LOW)

B. Status filter
(TO DO, IN PROGRESS, DONE)

C. Keyword filter
(type keywords)

3. Use the view switch to see your tasks as a list or as ataskboard.

A. LIST B. TASKBOARD
(Sortable list) (Columns: TO DO, IN PROGRESS, DONE)
= R C o=
My Tasks A . [ CTS Team =
TASKS i | ik e
I S N N N R TS :
’ Meiey b T T
y i Start working on a task 5 @281 ' , ' ) :‘:i = !ﬂ,,‘,‘
fosammen [0 7] "™ oo (@ 0 . :
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AIRETY

10 * %
My Workspaces My Favourites My Settings

BZXOEERL T SIZI1%, BLT—ORXNX—XH'5
RE—PFBUEDBYZET,

s < v Qo

My Documents My Discussions My Tasks

2 V=ILR=DT(IVEERNT, URIZRYZRY
I L TS

A BEEIT ILAZ
(B, # X/t 1)

B. RAT—ARATAIL7A

(%ﬂi&_%/ﬁ Jﬁ_ff% JI_E_‘_' 7) A ‘S\év(;orkin;}-enaiask E.. e . s
CO #‘ - '7 - Fj ’f ) [/ 9 () ;1;: a: ;;;ul;mlma task e . G: - Qzme1z14 . d—A. . _di.*
(F—T—FEA ) =
1Y e 020

3. Ea—91IBAEANTERIE)AMNEARIR—RELTHE

A. YAk B. RRYUHKR—F
_ (V—r AT (D FEfr FE, E1TH, 5T T)

(WIS &« + @

My Tasks f38 CTS Team *EAVOURTE
A S L
N . TR ' B
TASKS :
TASKS 7

‘I Attach a document to a task
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Find WORKSPACE TASKS : | s

Locate the workspace which contains the

@ crs e oy sruaa
@ DasHBOARD i DOCUMENTS 1o ®  DISCUSSIONS 2 v TASKS 3 f§ SUBWORKSPACES 0 MEMBERS ¢

Last § Activities

discussion you want to find... " -
LI a
1. Click on the Tasks tab - .
or Tasks box.
A counter displays how many discussions are available. . il
g o
1EC |
2. Untick the box My tasks only if you need to see - e R
everyone tasks (optional). R TR TR - - (ST
. _ ¥ . (2]
You will only be able to manage tasks for which B s

you are the owner or the assignee.

e - .+
3. Use the filters in the toolbar to filter the list. o
You can filter the list of tasks by: .
A A ) . @ DASHBOAS & DOCUMENTS ‘38 9 A B SPACES A% MEMBERS 8
A. Priority filter = . ‘ ‘ C
(HIGH, MEDIUM or LOW) M s
B. Status filter n_m
(TO DO, IN PROGRESS, DONE) TC,MM o | | =
C. Keyword filter i sl %™ emwnn
(type keywords) P—— , =
4. Use the view switch to see your tasks as a list or as ataskboard.
A. LIST B. TASKBOARD
(Sortable list) (Columns: TO DO, IN PROGRESS, DONE)
My Tasks [3§ CTS Team * ERVOURTE
' - LB
TASKS i - & Stoving 5ot 5Tas
-j TASKS 7 i il
ﬂ ‘S\ \- k:. task E - @214 ' =;L’ ' ' _”' = !15 2 :1— i
jnem 10 3 task Done v ;‘ - ©281214 . ;;7 g::l“;; i} EE‘S 'ms ‘2 ‘+ jl'
otm mane 2T e @ 7 o =
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Mg C7S Team o. rusune

J—HAR—ZRZR T DI HR

BREBELEWE®HESDT—IAR—REHELT

@ oDasHoaRo L DOCUMENTS 48 ®  DISCUSSIONS 2 v TASKS 3 SUBWORKSPACES

Q=] AW - -

1. RRIRTXEBRIRYIRET )Y " o
7!7'7/;_/;_5# S A, ﬁbb&\nfﬂﬁy)ﬁgﬁ—j % o>

2. £EDARVERBICIE RAFRIA)— | it

DFTIIENT (F T av)

DRI E RIZBTEE LD TUNVBRRY
DA ETET B ENTELT,

3. V—ILNR—D T4ILE ERNTIANEZES,

LUITRIZEYR R ) ZDZE BN AT BE

A BEEIT ILAZ
(B, #1 X/t 1)

B. AT—HRAXTAILA ,
(ZEJEFIE ETH, 7TT) =
C ¥—7—FkJqL% P e @ @
(F—T—F&A ) e e | 2 Ji ey T T
4. Ea—YIBZEANTRRIEYRIMIZARIR—RELTHEE
DA B. ARYR—
(¥—IE]EE) (%ﬁz‘d)ﬁ %fﬁﬁa E1TH, 5T T)
g - 2 . 5 il . o=
My Tasks A ‘ IEC CTSTgam o e FRVOURITE
° . Pl —— ‘ B
TASKS
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: o = .-
Create a TASK m o 3
Locate the workspace where you want to create a task - SIS o
and click on the Tasks tab.... 5 N

1. Click on the Tasks tab or Tasks box. i °
A counter displays how many tasks have been assigned. & 5

1)
()
© 06 o o

: = -

[y crs eam

TASKS 4 X guyresee Fiers: s

2. Inthe toolbar press the New Task button. o -
Cemre e e =
Tcreate_ataﬁk Oone - : % Q181214 ' o v

=
(@)

Enter a title.

3. —
4. Enter description -
5. Select a priority . o
6. Use the date picker to set the deadline ’ ®» [ e
7. Select Assignee(s) (single or multiple) - — ‘@
(select a list group or type names). -
Attach document(s) as needed 3 (9]
9. Pressthe Create Task button g . m—
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> (1]
RRATDVE ) ors e
e orkspaces EC / CTS Team
S

@ DasHEOARD L DOCUMENTS 3 ®

B2 EVERLIEWNT—IAR—REEEL T BRAIRT :
). _— .

1. BRIBTRFRRIRYHRE I uY ’
HIG—(d F YA SN EX DM ER T, i il

L)
@
© o0 o o

= -}
T

2. V=IN—DZa—BRIRZVED )Y LSRR P il Wl S
I S S N " "

3. FEZEAN

4. FEAEAA

5. BEEEZEIR

6. BARERIREANTCHREZRE

7. ZEEHEOALXIFEHL)EEIR
(URRT I —T 2R X (T ZETEA ).

8. WELRUTXEERA

9. ZAVMERNIEIRT
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Change TASK STATUS

Only the ASSIGNEE can change the status of a task (To do, In Progress or Done).

1. Use the view switch to choose either LIST or TASKBOARD view.

LIST view
: .-
8§ CTS Team e FAVOLRITE
© oAsEowD & DoCENTSE W D § . mema | B SHORGRAES
OSWITCH TO LIST
TASKS || 7 Fiters

1 creste atask

« ©msiz14

Oum 1

T start working on a task

* Attach a document to a task @2ms1214

l:l_m-m

2. Select a status with the status select box

(To do, In Progress or Done).

A Zoom of task status select box .

DT .

CTS Team [ Task 8]
1‘ Create a task

Create a task and assign it to yourself

CTS Team [ Task 9]

IEC Collaboration Platform

In progress

User Guide - Version 1.5

TASKBOARD view

..m
T

v TASS 1 SUBWORKSPACES 4\ MEMS

0 SwITCH T0 TASKBOARD

3. Use the move icon to drag a task from one
column (To do, In Progress or Done).

A Zoom of task move icon .

ToDo: 2

CTS Team [ Task 814
Create a task
reate a task and

assign it to yourself

| [

CTS Team [Task 1114
Create a task with
multiple assignees

In progress: 1
Team[Tasko]1 +
Start worklng ona task
L[ ©2018-12-14

ozmswu
. +

©20181214
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RRGRT—RADEE

BEZEDHNZX DI T—LX (EHFE, ETH, TT)F
1L Ea—tU18A2BAVVTIAMIZARR—RE 1 —% &R

DAME 12—

I Start working on a task

A Attach a document to  task ona+ R @18 1z18

Aitach your picture

v TASKS 3 W SUBWORK

- P

[ cs Tean

KSPACES

OSWITCH TOLIST

2 AT—ARABIRRYIATRT—RRAEREIR

(EfEFE. Ef7Hh XX 5ET)
KRR T—BRRZERAY I XDI—L

DI

CTS Team [ Task 8]

1‘ Create a task | v * 9
Lodo

Create a task and assign it fo yourself
In progress
CTS Team [ Task 9]

IEC Collaboration Platform

User Guide - Version 1.5

ZETEXT,

RRYR—RE 21—
o -

= senonorFcanons [

v i SUBWORKSPACE:

0 SWITCH TO TASKBOARD

3. BET7AAVERNTIATLOSERIER
Zv7 (REFE. EITH XETT)
KROBE) FAI>DI—L
ToDo: 2 In progress: 1
(;r;tea aiska;.s ] .'* ;t_a;rl_;;;m:;;azlalsk . %
ass) ;:?t:sti?:e\f e e < a—
o w ©201812-14

CTS Team [Task 11]4 -+
Create a task with
multiple assignees

0 yourself and

ther pe
| [ Q20181214
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Edit TASK DETAILS

Only the OWNER can change task details (Title, Description, Priority, Deadline, Attachments & Assignees).

1. Use the view switch to choose either LIST or TASKBOARD view.

LIST view
= (GF-S « « 0
[ Crs e
- < CTS Team
o SWITCH TO LIST
™ ¢ P
TASKS 7 g yTasks e priory
v
Pmrit,l Task | Ower
2 om 9 =
TCVeavearask i ©20181214 BRIGH
’ ; owm
1" start working on a task ? = Q20181214 . 5*7—7
g TSR om ' i
| Attach a document to a task Do . 920181214 2R

2. Click on the info icon to open the task detailspanel.

A Zoom of info icon in the actions column.

I —

CTS Team [ Task 8]
i ]
T Create a task

Create a task and assign it o yourself

3. Press the pencil icon to switch to edit mode.

CTS Team + Task Details
- e E TS Team
* @ DASHBOARD & DOCUMENTS 10 - DISCUSSIONS {0)
o

CTS Team [ Task 8]
& Create a task » « 9 )
» ; Description: Create a task and assign it to yourself
TASKS 4 X e |

& pricnty $ HiGH i il

4 create atask

A
| start working on a task

CTS Team[ Task 10
' Attach a document to a task

IEC Collaboration Platform User Guide - Version 1.5

TASKBOARD view
;- mE -
all [ cTsTeam wrure

0 SWITCH TO TASKBOARD

-
o
&
L)
v

0 ©si21a 214
' + +*
Q81218 1

2. Click on the task number link.

A Zoom of task number link .

ToDo: 2
9
‘ +
Create a ﬂ a .

Createat

o yourself

© 20181214

Only the OWNER can change task details (Title,
Description, Priority, Deadline, Attachments &
Assignees).

Only the ASSIGNEE can change the status of a
task (To do, In Progress or Done).
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FEEDASRIFMETECEET, (£ ) BHE W, T BEROSHEE)
1L Ea—P1Ex2A0TIANM 2 —XIFARIR—RE 1 —% &R

JAME 12—
o - BN -
IEC CTS_Team P —

OSWITCHTOLIST
TASKS|| £ |

= -

A create atask

A .
| | start working on a task

a document to a task

2 FB7AAVED )L TEARIEM/ IV ERK
FOLFATZAZHITEIER T AT DI —L4

I —

CTS Team [Task 8]
T Create a task

Create a task and 2ssign it 1o yourself

@ Mo
]

3. RUVIWTFAAVERLTIRET—RZUYEZ

IEC CTS Team -
TASKS 4
b e
= pen
A!\ SI;IH working on a task
{ CTs Team| Task 10
‘" attach a document to a task
IEC Collaboration Platform User Guide - Version 1.5

RRYHR—RE 21—

© DASHEOMD L DOCUMEN oL

= -

mseonoTRcanons TR

0 SwITCH TO TASKBOARD

2. FRGBEBEA~DI)VIEI )7

KROBEE D —L

To Do: 2 9

. +
Create a

Creat ﬁag,

assign it to yourself

Hom © 20181214

BrIEEDHASRFNEEETEET, (18
H, BHEE FIR N EHERNZTLE).

BEEEDAIR VDI T— XX EE B TEFET,

(EHFE. £17F. T T)
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Delete TASK(S)

Only the OWNER can delete atask.

1. Use the view switch to choose either LIST or TASKBOARD view.

LIST view

[[f@ CTS Team S p—

@ DASHBOARD L DOCUMENTS 0 " D 1 o TAmey 8 SUBWORKSPACES

TASKS (I L Fiters:  prrty

L]
&
*
o
&
-
v

OSWITCH TO LIST
e
@
e

AT — o
T Create a task .

w as

A L 1 ew . Laila

1" Start working on a task . i e

= S om @

|" Attach a document 10 a task Done ¥ Q20181214 ERID

Delete individual tasks

2. Click on the trash icon to open the task details panel.

A Zoom of list view info icon in the actions column.

N —

CTS Team [ Task 8]

T Create a task 9
Create a task and assign it to yourself ‘

Delete multiple tasks (list view only)

3. Click on the checkboxes next to the tasks you want to

delete.

4. Click on the delete button in the taskbar

[3§ CTSTeam i e FavouRT
© OASEOND & DCOUMBNTS® W DSOUSSONS T . vy | i SBVORGPAFS & MeveE s
TASKS I 2 e A gty v stalis v :

I S S N N N

o m Lais
020181214 BRIQUET
o m
Q20181214 BRIUET:

T stant wurklng‘un atask s
‘ TAl;a;haﬂucvur;!entluﬂlesk Done - ': . @121 . ;"é",':"
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i -

*
E3
&
-
v

TASKBOARD view

[[f8 CTS Team

" E @214

v TASKS [t

OSWITCH To TASKBOARD

Fihers:  procty v s v

ez sk
ok w Q20181214
T *
e
LIRS omisiz1s

2. Click on the task number link.

A Zoom of taskboard.

To Do: 2

CTS Team [Taskg] ¢
Create a task

Create a task and
assign it to yourself

o -‘9

. +

© 20181214
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A DY R

FrEEDHASXVEHRTEZET,
1. Ea—9IBEZAVTIAN 2 —XIF2RIR—REL—%EIR

DANE 21— ARGR—RE 21—
- - : -
[0 CTSTeam #ravuRTE [f§ CisTeam weaoaTe

OSWITCH TO LIST OSWITCH TO TASKBOARD

TASKS 7 * g yreon Fiters:  prety TasKS £ %
HRE . =
i N
1‘ Create a task A . el
| start working on a task . R .

‘ 4" Attach a document 1o a task

B2 DRI DY

2. JEFET7AAVED)VILTARYFEM/RILEFL 2. ARGEDIDET )Y
FOSIaATAADE 7 —IEE T AT DI —A4 KR IR—RDI—L

N ——

CTS Team [ Task 8]

T Create a task ‘ CTS Team [Task 814 4
Create a task and assign it o yourself ‘ Create a task

Create a task and
assign it to yourself

LT .« (2] ©2018-12-14

EHDIRTDHIER (JANE 1 —DH)

3. HIBRLEWRRIBOF VIR R ED)yY
4. RRYNN—DHIBRARZUED )Y

a4 = Q (WS « *« @

o JR srn

- »:52‘ 081G
e TN D om .. 9=
| Attach a document 10 a task e 3 = Q20181214 BRIQUE] BRICUET
Attach your picture ?
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Discuss a TASK

Locate the workspace and the folder which contains the task you want to discuss.

CTS Team
M \orkspaces / |EC / CTS Team
. . . . . . @ DASHBOARD . DOCUMENTS 10 ¥ DISCUSSIONS 4 v TASKS i
1. Click on the Discussion icon in the actions
column next to the task you want to discuss. Shoning 5 of 5 Tasks
g X :
"l 1 Task Discussion(s) VASES | s | e B pyisincry e

A counter indicates if a document has discussions. T——
TS Team [ Task 8

T Create a task

I S VR
]
e m

Create a task and assign it to yourself

CTS Team [Task 9]
N

| Start working on a task

-]

[ ]

1EC I
i IEC CTS Team S
2. The task details panel will open on the Ml s - men @ -
DISCUSSIONS tab R i e ||
Pt

~
’ | Start working on a task

m
s

[Z8 CTS Team + Task Details

< & B & * @ ow

3. To start a NEW discussion,

. . @"NEW DISCUSSION
click on the New Topic button.

’ |" start working on a task

A. Enter a topic subject (required)

B. Enter a description (required)
(use html formatting as appropriate).

C Attach documents (optional)
See: [Attach DOCUMENTS (to Discussions or Notifications)]

D. Press the Create Topic button.
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RAIDET

D—HJAR—R  RUSHBLEWARIE SO ITAI A ERHELTLESLY,

[f CTS Team
M workspaces / IEC / CTS Team
1. Eq_%ﬁbf:b\gxgﬁo)77:/ay]5quo) @ DASHEBOARD &y DOCUMENTS 10 % DISCUSSIONS 4 ~  TASKS 3
E‘\j’%ﬁ?’f]‘/%7'}‘y7 Showing 5 of 5 Tasks
. . ,. X ]
" 1 Task Discussion(s) TASKS s e B WTassony e

CTS Team [Task 8

I St RS R E S ETT, ey = Je=
[ |

T Create a task

Create a task and assign it to yourself

CTS Team [ Task @ o
- (Tasks) em ‘

| Start working on a task O =

(-]

2. EERAT EICRRISEMF LA T

3. FHEmERRT DICIE,
TR I RE BT )Y

Q'N‘Evv DISCUSSION

A EEEAN (L5

B. FAEAN (£7)
(B Bhtml ozt E (/)

C XEERGT (7727

ZR: [Attach DOCUMENTS (to Discussions or Notifications)]

D. FNEYIYERARZ E1HT
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I H".

v Task Details

< & F B o* Eow

4. To participate in an EXISTING discussion,
click on a topic in the list.

e EXISTING DISCUSSION

[[f@ CTS Team + Task Details

© DASHBOARD &t DOCUMENTS 10 " DETALS  DISCUSSIONS

5. Press the reply button

o a5k 9
T Start working on a task

B Task assignments
A. Enter your response (required)
(use html formatting as appropriate).

B Attach documents (optional)
See: [Attach DOCUMENTS (to Discussions or Notifications)]

C. Press the reply button

l8 CTS T.eam. L + Task Details
6. Press the back to topics button to return to the e
list of topics.

© ODASHBOARD i DOCUMENTS 10 W

TASKS | £ | e | L=
7. Press the Notify button to send notifications

(optional)

7 create a task

7 startwerting on a esk
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[Z8 CTS Team + Task Details

4. BEFEOR®IZS T 5I121E
YRNRDREYTZE D )y

9 EXISTING DISCUSSION

A “F
| Start working on a task

CTS Team + Task Detalls

5. RERIVERY

A SRIEEIEZ A (4 7)
(B Ehtml FE = & (& /F)

B. XEERM(7 7272

ZHR: [Attach DOCUMENTS (to Discussions or Notifications)]

C SRRV ERY

CTS Team + Task Details

6. NEYVIRD)ANMZRBIZIZMNE VI RIZREBRZY
g

@ DASHBOARD & DOCUMENTS 10 [ DETAILS

7. BAUREZVERLTRAZRE

(#7232 i
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TASK notifications

An alert bubble will appear on the bell icon at the top right of the Collaboration Platform toolbar to let you
know that a task has been assigned to you.

IEC Collaboration Platform

User Guide - Version 1.5

\ 4

N Q .:_ -\ } 2 . * m
g8 CTS Team I® SEND NOTIFICATIONS [ Sz e l=Tyy=
M workspaces / IEC / CTS Team
DASHEOARD 1y DOCUMENTS 10 =~ DISCUSSIONS 4 m _SUB-WORKSPACES &+ MEMBERS &
@® uJ » v TASKS 7 i 5
Showing 5 of 5 Tasks LIST = TASKBOARD
TASKS 7 : - ( )
e My Tasks only Filters: priority v status !
ew 1ask £
CTS Team[Task 8]
Laila Laila
reate a tas Todo i 20181214 BRIQUET- BRIQUET-
Create a task Ti . (]
[ | M
Create a task and assign it to yoursslf MOSIE NORIG
CTS Team [ Task 9] e m . Laila . Laila
T . n progress = ©201812-14 BRIQUET- BRIQUET-
Start working on a task - A e
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Q Search projects, groups nmulu—:Fllcsm ® w oD

I Crs Team

Warkspaces / IEC / CTS Team

® DASHBOARD 1. DOCUMENTS 10 ® DISCUSSIONS 4 v  TASKS 7 i@ SUBWORKSPACES i\ MEMBERS &
Showing 5 of 5 Tasks LIST = TASKBOARD
/7 X f -
Tt New T: D My Tasks only Filters: priority status [ Q Fifter Tasks !
ew 1ask Desete g
CTS Team [ Task 8]
Laila Laila
T Create a task Todo v . © 20181214 BRIQUET- BRIQUET-
L MOSIG MOSIG

Create a task and assign it to yourself

CTS Team [Task9] e m . Laila . Laila
T . n progress - Q201812114 BRIQUET- BRIQUET-
Start working on a task o e

[ ]
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