IEC COLLABORATION PLATFORM

User guide

Abstract
A step by step guide to using the new IEC Collaboration Platform
Version 1.6 (2019-06-13)

For support contact
helpdesk@iec.ch
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|EC SSO Login

The new IEC Collaboration platform features SSO (single sign-
on).

IEC login

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: I£C, CENELEC, BEC, etc.) m -

My Dashboard

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.

CENELEC

IEC CENELEC

-
*
o
-
v

T] *
My Workspaces (ex: ¢, s¢, we, PT, MT etc.) P — e
A list of all workspaces to which you have access, across all e

business groups.

o "
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.
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Sidebar

My Dashboard

All Dashboard boxes are always accessible via the sidebar

Top bar

In the top bar you will find:

1. Search (currently for workspaces only)

2. Your profile (access your settings and logout)

3. Home | Favourites | Notifications shortcuts

IEC Collaboration Platform User Guide - Version 1.6

CENELEC

CENELEC
IEC CENELEC CEB-BEC
o e 6
My Dashboard
IEC CENELEC -

CEB-BEC
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Find a WORKSPACE

Top bar search

If you know exactly the name of the workspace you

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

Drilldown method

1. Business Group (example: IEC)
Click on a business group to see the
list of workspaces in the group to
which you have access

2. My Workspaces

My Dashboard

B>

£ MANAGE MY DASHBOARD

My Dashboard o

Q. SC 150

el Hel He
=
(o]

EC

IEC

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

A. Switch views: LIST | CARDS (optional)

Click check box to show disbanded workspaces (optional)

B
C. Filter list (only available in list view)
D

Drilldown to sub-workspaces

o

CENELEC

CENELEC

CEB
BEC

CEB-BEC

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

IE.{ = Q

My Workspaces A SWITCH FOR LIST VIEW
IEC X Show disbanded ‘ B

rkspaces » IEC TC 150 » TC 150/ SC 150A

Favourite a WORKSPACE

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

Click button to add
to your favourites

Yellow star indicates a
Favourited workspace

FAVOURITE W FAVOURITE

IEC Collaboration Platform

CARDS view

’ A SWITCH FOR CARDS VIEW
NEXT |EC: IEC
FAQ =8 ” °a

@ DASHBOARD b DOCUMENTS

WG 1

User Guide - Version 1.6

TC 150/ SC 150A / WG 1

w  Discussion
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B
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View SUB-WORKSPACES

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

1. Click on the Sub-workspaces tab

or Sub-workspaces box.
A counterdisplays how many sub-workspaces
are available.

- o ) ..‘

P '
E jorks

@  DASHBOARD

EC / PC118

& DOCUMENTS 2 % DISCUSSIONS 3 A MEMBERS 83 L]

SUB-WORKSPACES 5
PC 118 RECENT ACTIMITY

Smart grid user interface

Standardization in the field of information exchange for

b pocumenTs a
W Discussions a
18 su a

&% MEMBERS

2. Inthe Sub-Workspaces tab of a workspace you can:

A. Switch views: ACTIVE | DISBANDED (optional)
B. Switch views: LIST | CARDS (optional)
C. Filter list
D

Drilldown to sub-workspaces

A counterindicates 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 - AcTIvE

IE:(' - ° bl
L

[IZg IEC TC 150 FAVOURITE
= { workspaces / IEC / TC150
= ACTIVE LIST
& © DASHBOARD L DOCUMENTS % DISCUSSONS 31 &\ MEMBERS 09 g ACES (5
o

O o | osawoe | =z |

SUB-WORKSPACES

CARDS view - AcTIVE

= a g, . O
[zl IEC TC 150 # FAVOURITE
M \orkspaces / IEC / TC150
ACTIVE B caros

© DASHBOARD L DOCUMENTS 20 % DISCUSSIONS 30 &% MEMBERS 8 g s spaces 3

VU AcTve  DisBANDED

SUB-WORKSPACES

TC 150/ 1508

IEC Collaboration Platform
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LIST view - pisBANDED

EC / SMB
A DISBANDED B LIST
& DOCUMENTS % DISCUSSIONS & MEMBERS 114

i SUB-WORKSPACE

Cl e s [ = n |

c»

CARDS view - pISBANDED

; c .*p

7] sve' FAVOURITE
Hoiseecss /AL ME A DiseANDED B caros
@ DASHB: T

0ARD & DOCUMENTS W DISCUSSIONS 2% MEMBERS 114 {5 SUB-WORKSPACES &
howing 3 of 3 Sub-Workspaces view [N

SUB-WORKSPACES c Q Fiter
SMB/AHG 33 CEIIER SMEB/AHG 39 (CEmTEm) SMB/AHG 55 (CENED
our ouT ouMT
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Find a DOCUMENT

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

i 0o = R
s

T8 SUB-WORKSPACES 24

@ DASHBOARD L DOCUMENTS 6 % DISCUSSIONS 4% MEMBERS 225

TC8 RECENT ACTIVITY

Systems aspects of electrical energy supply

1. Click on the Documents tab or
Documents box.

o
©

A counterdisplays how many documents are available.

B8 oiscussio [ ]
il susWoRKsPAC o>
2 vevsen @

IEC]

2. Click on folders to drilldown to the folder
which the document

© DASHBOARD ., pocUMENTS 4 ™ DISCUSSIONS 1B SUBWORKSPACES 24 &% MEMBERS 222

s o @ o ]

DOCUMENTS !:r «' a & = > X -
0 A. EMPTY folder (no content) m _

» - v A EMPTY FOLDER

B B. DARK folder (contains files/folders) o B pArRKFOLDER © ©

|
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View DOCUMENT PREVIEW / DETAILS

IO Y N
1. Click on a filename to open a side-by-side B Y sty s g 0 0 o
] |ECEE PV Industry - Providing quality assurance for i
PREVIEW/DOCUMENT DETAILS panel. B dgoremments ‘ & 0

=

QOE&J!I!»EI?M

2. Use the PANEL ICONS in the blue header bar to: Ry

[a[]

<> BROWSE to previous/next document

(Arrows are keyboard arrow enabled)

@ Turn PREVIEW ON/OFF
© Tum DETAILS ON/OFF
X

CLOSE the file details panel @ pANEL ICONS

14 = Collaboration Platform [EERT-NNE o » &
‘ﬁ' B File details < > @ e x
(=] m e 1 of8 = o DETAILS HISTORY (1) DISCUSSIONS
* Iy
™ IECEE PV Industry - Providing quality assurance for industry and
governments

!l

3. ADIJUST the width of the sides by dragging the -

CENTRAL SEPARATOR BAR. o

-]

4. Use the ACTION ICONS (top right) to:

m
o

3
2

B File details < > @ ©® X
o s

Y Download file

IECEE PV Industry - Providing quality assurance for industr
governments

M Notify workspace members

L
=]
*
-
-
v
=]
[ ]
-]

GO  Copy link to document details

Edit document details

(title, description, deadline, file type) e

IECEE PV industry

® AcTION ICONS

2N

Add a new version
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View DOCUMENT DETAILS only

= Qs oral
Locate the workspace and the folder which contains
the document(s) you want to view information on. N —ehedbep
S DASHBOARD BB DOCUMENTS 149 M| DISCUSSIONS 112  TASKS 98 =1

1. Click on the INFO icon in the actions column to

. . . DOCUMENTS
view the details for a file.

lers / Sample files

ful L P' =

NewFile  NewFolder  Upload

© View DOCUMENT DETAILS

ECEE_Brochure_PV industry_A4_En_LR pdf
\ el IECEE PV Industry - Providing quality assurance for industry o o G)‘
and governments Iil E
- girkhorse-sunset jpg [i I C)
U m Girl with horse at sunset & B

2. You can TURN ON/OFF the document PREVIEW

. . . . DETAILS HISTORY (1) DISCUSSIONS (1)
by clicking on the EYE icon in the blue header bar. L (2] .
s me

Q IECEE PV Industry - Providing quality assurance for industry and
Q Turn PREVIEW ON/OFF governments
EC International Standards for PV and IECEE, the IEC System of Conformity Assessment

’L IECEE_Brochure_PV industry_A4_En_LR.pdf vi.0 PDF
e

Laila
BRIQUET-MOSIG

Laila
created 2019-05-29 08:20 c srioUETos

modified 2019-05-29 12:24
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View DOCUMENT PREVIEW only

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

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

©

PREVIEW document

2. You can TURN ON/OFF document DETAILS by
clicking on the INFO icon in the blue header
bar.

©  Tur DETAILS ON/OFF

Previews are available for:
A. Images files (JPG, GIF, PNG)
B. Adobe PDF documents

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

D. Video files (MP4)

IEC Collaboration Platform

User Guide - Version 1.6

A
B
*
[ ]
-
v
=}
Li ]
2

8

4 @ 0 <« ¥ EF *0O>

CTS Next Gen
B Workspaces / IEC / CTSNXT
B DASHBOARD B DOCUMENTS 145 M| DISCUSSIONS 112 +/ TASKS s B
DOCUMENTS
B &
NewFile  NewFolder = Upioad
n Reference / Filename / Title Actions |
[ECEE_Brochure_PV industry_A4_En_LR.pdf ®
|7| m’; IECEE PV Industry - Providing quality assurance for industry o 5
and governments \il E
|7| ﬂ girl-horse-sunset jog o ®
= Girl with hs it t
irl with horse at sunse &

B File details
o

st

[ECEE PV industry

Providing quality assurance for industry and governments.

Image (JPG, GIF, PNG) Adobe PDF

O B O E
S I
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Create a DOCUMENT FOLDER

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

- ° "p

1. Inthe toolbar press the New Folder button. rots

TC150
© DASHEOARD s, pOCUMENTS7z ™ DISCUSSIONS 4% MEMBERS's1 i SUBWORKSPACES 3
i ' o ”
s/ Demonstration
MNew Folde
‘] 1 k2 =
DOCUMENTS B L X a
I [N R
B b.docx 0i'® ‘ el 2018042
| BRIQUET-MOSIG bt
8 o aia
O . 20160427
S sRiQUETMOSIG

2. Enter a folder name. Folder location: Folders / Demonstration

If this is NOT the correct location A

Please cancel, navigate to correct the desired location and start process again.

CANCEL

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.

NOTE: Only owners and editors can rename folders.

Qs g
IEC TC150 _ senpnoTFoATions [T
1. Click onthe EDIT icon in the ACTIONS column N - o [ R g
next to the folder you want to rename. B 3
oocuments B m o a o D2 X (e

m randomname

\J
#  EDIT folder name Q. e

F

=
A Orsftagenda pof 8 o Laia I
B3 praftagenda . eriuETMosis | 201808

2. Enter the new folder name.

Edit Folder's Name

3. Press the UPDATE button. )

canceL  NVZV
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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.

Folders

DOCUMENTS B

—_ Move folder

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

Move Demonstration 2 nto 3 Folders

3. Press the MOVE button.

= Q ses
[5¢] TC 150
M Workspaces / IEC / TC150
@ DASHBOARD & DOCUMENTS 39 % DISCUSSIONS 9

Lsia
1= seno NoTiFicaTions  [EREEAGNEN

i@ SUBWORKSPACES 3 & MEMBERS 91

Lt il

L Laila
© Demonstration 2 o 20180605
BRIQUETMOSIG

CANCEL MoVE
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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 delete folders.

[ e %0

M Workspaces / IEC / TC150

1. C||Ck on the Delete folder icon |n the ACTIONS @ DASHBOARD 1 DOCUMENTS 3 % DISCUSSIONS 9. 7@ SUB-WORKSPACES 3 A\ MEMBERS 91 . -
column next to the folder you want to move. . . , o
DOCUMENTS "; fu = - R (" Fiter osuments

s & Laila
™ Demonstration 20180427
X BRIQUETMOSIG
’

g Laila
20180605
BRIQUETMOSIG

B  Delete folder

2. To confirm the deletion of the folder, press the

Confirm

DELETE button.

DELETE  CANCEL

Page 14 of 44
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Upload a DOCUMENT(S) :
1. Locate the workspace and the folder where the R
document should be stored. © OASHOND = oocummrors | % DSCUSSONS & MewEE

e (lick on folders to drill down to subfolders

Folders / Documents ' o Optiona/
] &
New Folder  Upload

DOCUMENTS B

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

[ | e / e

I Meeting minutes and presentation slides from TC8 WGAHG4 Use Case

1l
o

1EC L
BEY \Workspaces / IEC / TC8

@ DASHBOARD A DOCUMENTS & "; DISCUSSIONS A\ MEMBE

2. Inthe toolbar press the Upload button.

X
Folders / Documents
Upload '
DOCUMENTS B, M. .2
DI
M Meeting minutes and presentation slides from TC8 WGAHG4 Use Case
3. Drag & Drop or browse to select file(s)
9 Drag & Drop
to upload.

Upload Files x

Upload Describe Finish

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

5. Enter a title (required)
and a description (optional) AR
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 e b“‘"

Al |GNORE AND CLOSE

send a Notification. —
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Download a DOCUMENT(S)

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

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

oty Download file

You can also download a file from the document details panel...
with the Download file icon

Multiple file downloads

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

Click the checkbox in the table header to select all files in a o

folder. Note: Subfolders will not be included.

In the toolbar press the Download button.

s O

Download

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

A zip file will be generated containing all the files
you selected.

IEC Collaboration Platform User Guide - Version 1.6

Il
o

® DASHBOARD 1, DOCUMENTS &

IEC / TC8

%, DISCUSSIONS

ul
o

2\ MEMBERS 223

Folders / Documents

DOCUMENTS B ™

New Folder

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

furi
Upload

A smartgridforum_English pdf
=3 31d Africa Smart Grid Forum

B DOCUMENT details

DETAILS HISTORY (1) DISCUSSIONS (1)

¥

t Mmoo/ B

IECEE PV Industry - Providing quality assurance for industry and
governments

EC International Standards for PV and IECEE, the IEC System of Conformity Assessment
Schemes for Electrotechnical Equipment and Components provide both benchmarks and proofs
of quality for industry and government worldwide.

’L |IECEE_Brochure_PV industry_A4_En_LR.pdf vi.o PDF
70411 KB
= ° R
iccJNCE
..... EC / TC8
® 2 DOCUMENTS's " DISCUSSIONS 4% MEMBERS 23 1B SUBWORKS
s/ Documents l
Foders  Fil
DOCUMENTS B L ’.i.a e xe o
(= R === === =
tation sides fom TC8 WGAHGA Use Gase aci )
~ EC
6 o ceaies
Use Case Approach Part 2 - Definition of Use Case i = ;;,"‘ 20121
3
s gishpdt e o .
B 314 Africa Smart Grid Forum s . =
2@

e

DOCUMENTS

&, DOCUMENTS &

Documents

-
o : *
™ SEND NOTIFICATIONS * FAVOURITE

SUB-WORKSPACES 24
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IEC Collaboration Platform

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.

-0

Move

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 the file(s).

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

User Guide - Version 1.6

= Q

. i *

1= senp NoTiFicaTions  [ENEEVEIET

[zl CTS Next Gen

IEC CTSNXT
© DASHBOARD 4, DOCUMENTS ‘&7 ®,  DISCUSSIONS 65 T8 SUB-WORKSPACES 1 & MEMBERS 91
3
Folder Demonstratior =
foders F
S * &
DOCUMENTS B = | 2 UELS BeS XS Q e
-_-
,
- - e
s W
™o sosa
/s W
- 0160604
= i e o (1 \0
. Ao
@ o m .

- o 7 .“

28 CTS Next Gen * FAVOURITE
M Workspaces / IEC o

CTSNX

®

© DASHBOARD 1, DOCUMENTS's7 ™ DISCUSSIONS &5 WORKSPACES 1 8 MEMBERS 91

Iders / Demonstration

Folders r
DOCUMENTS B ] & -0 "0 -0 X0 -
I = =N == [0
/s w =
= 201802 ;e
=
| - .
;o o )
9 e 5 (1 G
e w @ AL

A FILESTO BE MOVED B FOLDER STRUCTURE

Move Files X

Move 1 0f 1filg(s) to: 9 Demonstration

s/ Demonstration

2 Devmeeting 31 52018 docx

T dsa
B Anew name for this folder
W SYATO

CANCEL MOVE

Move Files X

Move 10f 1file(s) to: 3 Dev meeting

on /- Dev meeting
Name / Title Title Filename
=2 Devmeeting31.5.2018.docx
A gsa

0y

CANCEL MOVE
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Delete a DOCUMENT(S)

Locate the workspace and the folder the document(s) you want to delete.

NOTE: Only owners and editors can delete documents.

1. Click on the checkbox next to the file(s) you want = — a8
to delete. 1eC I
® & DOCUMENTS & %, DISCUSSIONS 4% MEMBERS 223 i@ SUB-WORKSPACES 24
Click the checkbox in the table header to select all files in a fokiern . Documents
folder. Note: Subfolders will not be included. DOCUMENTS B = @ & &9 IO xO ai

- ° . * *

1ECISES ) * FavouaITe
2. Inthe toolbar press the Delete button. o ) Py
. @ DASHBOARD & DOCUMENTS & % DISCUSSIONS 2 MEN 3. i@ SUB-WORKSPACES 24
(owner and editors only) ' 3
ol UL G e a e

ie = DOCUMENTS .,
m

Delete

You can also use the DELETE circle button
(with trashcan icon) which will appear in the
bottom right of your screen.
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Create an ONLINE DOCUMENT

Locate the workspace and the folder where you - : e * ¢ ©

would like to create a new file. . L pe—"

© DASHEOA

1. Inthe toolbar press the New File button.

New File

2. Enter a title.

3. Enter body text
(use html formatting as appropriate).

=
o

& o+ 8§ -

4. |nthe EDIT mode...

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

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

Create Online Content

CTS release notes

5. Inthe PREVIEW mode... Coment migtonraese) 0160225

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.
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Edit DOCUMENT DETAILS

Locate the workspace and the folder with the document details (title, description, etc.) you want to edit.

NOTE: Only owners and editors can edit document details (title, description, type, deadline).

The filename itself cannot be changed.

Locate the workspace and the folder which
contains the document(s) you want to view
information on.

1. Click on the INFO icon in the ACTIONS column
to view the details for a file.

View DOCUMENT DETAILS

2. Inthe DOCUMENT details panel,
Click on the EDIT icon (top/right).

EDIT document details
(title, description, deadline, file type)

/‘

3. Edit the title, description (etc.) as needed.

4. Press the FINISH button.

IEC Collaboration Platform

User Guide - Version 1.6

B
n
Fel

oral

5

f
g8l CTS Next Gen
(=] — Workspaces EC / CTS-NXT
* E= Dhcrman - Cl AS
B DASHBOARD Bl DOCUMENTS 149 M| DISCUSSIONS 112 v TASKS % (=)
]
DOCUMENTS
L]
Folders / Sample files
v
ol 2 o — [ ]
[ =] NewFile | NewFolder | Upload a it e Delete
O N
o ECEE_Brochure_PV industry_A4_En_LR pdf ®
Ij "’g" IECEE PV Industry - Providing quality assurance for industry o
and governments s B
— girl-horse-sunset jpg 0 ©
O 2™
Girl with horse at sunset & DO
B DOCUMENT details < > O X
DETAILS HISTORY (1) DISCUSSIONS (1)
¥ me /s B
IECEE PV Industry - Providing quality assurance for industry and ‘
governments 9
EC International Standards for PV and IECEE, the IEC System of Conformity Assessment
Schemes for Elec echnical Equipment and Components provide both benchmarks and proofs
of quality for industry and government worldwide
}u IECEE_Brochure_PV industry_A4_En_LR.pdf vio PDF
20411 KB
IR DOCUMENT details < > 0O X
DETAILS HISTORY (1) DISCUSSIONS (1)
Title* mandator

IECEE PV Industry - Providing quality assurance for industry and governments

Description

S

@0 ¥

IEC International Standards for PV and IECEE, the IEC System of Conformity Assessm
Schemes for Electrotechnical Equipment and Compeonents provide both benchmarks and
proofs of quality for industry and government worldwide.

CANCEL FINISH
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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.

NewFile | New Folder plgad

A counter indicates if a document has discussions.

ECEE_Brochure_PV industry_A4_En_LR pdf

LC- = Q oral
g CTS Next Gen
1. Click on the DISCUSSION icon in the ACTIONS = e
column next to the file you want to discuss. il 5w cenw moomseem oowes 8
[ |
- DOCUMENTS
1 . . . & Folders / Sample files
ﬁ File Discussion(s) v
fun ,;_, o =+ 'i
[n]
°
a

[ & IECEE PV Industry - Providing quality assurance for industry
e and governments J' E «
R DOCUMENT details < > 0 X
DETAILS HISTORY (1) DISCUSSIONS (1)

(2]
2. The DOCUMENT details panel will open on the
DISCUSSIONS tab IECEE PV Industry - Providing quality assurance for industry and governments

What is the potentla] of solar energy?

IR DOCUMENT details < > O X

DETAILS HISTORY (1) DISCUSSIONS (1)

© new iscussion » EQ new

IECEE PV Industry - Providing quality assurance for industry and governments

3. To start a NEW discussion,
click on the NEW TOPIC button.

What is the potential of solar energy?

M New topic i X
Subject
A. Enter a topic subject (required) | .A |
B. Enter a description (required)
. . B I U S | Fomat - & E =
(use html formatting as appropriate).
C. Attach documents (optional) B’
See: [Attach DOCUMENTS] D

A 4

D. Press the CREATE TOPIC button.

‘ ATTACH DOCUMENT(S ‘ ‘ C CANCEL
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R DOCUMENT details < > 0O X

DETAILS HISTORY (1) DISCUSSIONS (1)

4. To participate in an EXISTING discussion,

. .. . IECEE PV Industry - Providing quality assurance for industry and governments
click on a topic in the list. p A e

What is the potential of solar energy?

by Laila BRIQUET-MOSIG
2o 29 12:24 (14 days ago} « e EXISTING DISCUSSION

B File details < > @O X

DETAILS HISTORY (1) DISCUSSIONS (1)

< DISCUSSIONS 9 »

5. Press the REPLY button, to reply to the

origi nal post. What is the potential of solar energy?
by Laila BRIQUET-MOSIG 14 days ago s =
y O Ll =)
[ DocumENTS | Sl .

The market for photovoltaic (PV) power applications is expanding rapidly in developed and
developing countries alike. Solar PC leads the way in the growth of renewables capacity. The
International Energy Agency (IEA) expects the renewable electricity forecast to expand
exponentially over the next five years, with solar PV representing the largest contribution. As its
uses and applications have multiplied and the industry has grown, PV has proved tc be one of
the most viable sources of electricity. PV technology is made even more attractive through long-
term warranties offered by manufacturers.

6. To COMMENT on a REPLY click on the
reply icon inside a reply speech bubble.

M Reply X

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

t is the potential of solar energy?

| documems

B' AttaCh documents (Optlona/) The market for photovoltaic (PV) power applications is expanding
See: [Attach DOCUM ENTS] and developing countries alike. Solar PC leads the way in the grow
capacity. The International Energy Agency (IEA) expects the renewable electricity

forecast to expand exponentially over the ne

in developed

bles

C. Press the reply button

B I ii S | Format ~ | Font - = =R

CANCEL
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7. Click on the < DISCUSSIONS link to return to

the list of topics.

8. Press the Notify icon to send notifications

(optional)

IEC Collaboration Platform

User Guide - Version 1.6

B File details

DETAILS HISTORY (1) DISCUSSIONS (1)

< DISCUSSIONS « (7]

What is the potential of solar energy?

, by Laila BRIQUET-MOSIG 14 days
[ DOCUMENTS |

o 53

¥

IV |

The market for photovoltaic (PV) power applications is expanding rapidly in developed and
developing countries alike. Solar PC leads the way in the growth of renewables capacity. The
International Energy Agency (IEA) expects the renewable electricity forecast to expand
exponentially over the next five years, with sclar PV representing the largest contribution. As its
uses and applications have multiplied and the industry has grown, PV has proved to be one of
the most viable sources of electricity. PV technology is made even more attractive through long-

term warranties offered by manufacturers.

Laila BRIQUET-MOSIG 14 days ago

PV systems convert solar energy into ele
mational standards for a
cell to the interface with th

y. IEC Tect
lements of those
nputs to a

-~ 7
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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 you want to upload a new
version of.

© view DOCUMENT DETAILS

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

You can also click on the ADD A NEW VERSION icon
to upload a version.

Add a new version

2. To upload a new version,
click on the NEW VERSION button.

4. Drag & Drop or browse to select a new
version to upload.

IEC Collaboration Platform

User Guide - Version 1.6

1EC

= — 7 ."

CTS Next Gen * FAOURITE
M Workspace EC / CT:

SNXT
B3 DASHBOARD @ DOCUMENTS (s M| DISCUSSIONS 108/ TASKS'%s  [E) SUBWORKSPAGES 1 A% MEMBERS 9

0
ersioning Folders

DOCUMENTS B oL 4w

L3 IR I RS- R

| Date modified v

e Actions Owner
o © Laile abisaso
BRIQUETMOSIG AR

& B

IR DOCUMENT details < > 0O X

DETAILS HISTORY (1) DISCUSSIONS

‘ (2} I Mmooy
Girl with horse at sunset f

Silhouette of a young girl with horse at the sunset 9
girl-horse-sunset.jpg vi.o JPG
478.09 KB
created 2019-05-29 0818 Lafd =
o G BRIQUET-MOSIG
Laila
2019-06-12 14:55
BRIQUET-MOSIG
B DOCUMENT details < > @O X

DETAILS HISTORY (1) DISCUSSIONS

Version History I

9» NEW VERSION

Version Date modified Modified by Actions

Laila
2019-05-20 819 © 4
| ok ‘ e BRIQUET-MOSIG =

B DOCUMENT details < > 0O X

DETAILS HISTORY (1) DISCUSSIONS

version History [l

Upload new version 9

Drag & Drop

Version Date medified Modified by Actions

Laila
© ¢
c BRIQUET-MOSIG B

10 % 2019-05-29 8:19
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9.

10.

IEC Collaboration Platform

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

Select the type of version (MINOR or MAJOR).

Press the SAVE button.

Review version type and summary of changes.

NOTE: you will not be able to modify this information
after the upload is complete)

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

If everything is correct, press the CONFIRM
button, to finish uploading the new version.

User Guide - Version 1.6

B DOCUMENT details < > 0O

DETAILS HISTORY (1) DISCUSSIONS

Version History [

Upload new version

Version Date modified Modified by Actions

Laila
" BRIQUET-MOSIG

2019-06-12 14:42

bigstock-The-girl-near-to...

4 s78.00ke
Summary of changes
B I U S | Nomal - | = 1= a=

|A close up picture of a girl with horse at sunset

B
5)

o @
= 28 4 Ny

Version type : O Minor o Major CANCEL SAVE

Laila
2019-05-29 819 ] ® 4
s e BRIQUETMOSIG =

Add new version

E Please review the version and summary of changes below.
You will not be able to modify this information after the upload is complete

Version Type Modified by Date modified

2019-06-12 14:45

) Laila
20 Major
@ BRIQUET-MOSIG

Summary of changes

A close up picture of a girl with horse at sunset @

Are you sure you want to continue? BACK m
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Restore a DOCUMENT VERSION

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

= S ."

1. Click on the Info icon in the ACTIONS column Ml o o
next to the file you want to upload a new

version of.

55 OASHEOARD g pocumewrsyse MBI DISCUSSIONS de4 o/ TASKS s (D) SUBWORKSPACES'1 2% MEMBERS 34
sioning
g Hes

pocuMents B B o L RS B a

e o e Laila it
BRIQUET-MOSIG S
o & H

(=]
*
-
=
v
=]
-3

© View DOCUMENT DETAILS

2. Inthe document details panel,

click on the HISTORY tab. B DOCUMENT details < > @ X
DETAILS HISTORY (2) DISCUSSIONS
® L
Girl with horse at sunset
Silnouette of a young girl with horse at the sunset
girl-horse-sunset.jpg v2.0 JPG
478.09 KB
created 2019-05-29 08:18 G ;EF‘«‘:ZLIETJ‘AOS a m
modified 2019-06-12 14:55 c e
BRIQUET-MOSIG
3. The current version is the top row and is B DOCUMENT details <> 0 X
hlgh|lghted in blue DETAILS  HISTORY (2)  DISCUSSIONS
Version History I
4. Click on the RESTORE icon next to the version
you Wal’]t tO I’eStOI’e as the Current VerSIOI’l 9 Version Date modified Madified by Actions
S Laila
S Nz0 ok sUieteR s e BRIQUET-MOSIG S
@ Restore icon
summary of changes
A close up picture of a girl with horse at sunset e
R Laila -
10 HEEmETE c BRIQUET-MOSIG ® 4 9
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_ . B DOCUMENT details < > @ X
5. Enter a brief summary of changes, explaining

differences or justification of changes. S
6. Select the type of version (MINOR or MAJOR). e
Version Date modified Modified by Actions
7. Press the SAVE button to restore the file as the v s S, c Laila .
BRIQUET-MOSIG

current version

Summary of changes (Restoring version 1.0 as current)

B I U S Nomal - &

Original picture quality 1s better

Re

6 o
o A 4 3

versiontype: (O Minor @) Major CANCEL SAVE

Laila
~ 2 2019-06-12 14:55 | ® ¢
e e BRIQUETMOSIG =

Summary of changes
A close up picture of a girl with horse at sunset

=

Laila
10 2019-05-20 819 ©® £
BRIQUET-MOSIG
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Send document NOTIFICATIONS

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

- “ .‘p

EEL
® & L] n i
s/ Demonstration 0
1. Click on the checkbox next to the file(s) you s | B W [ —
want to send a notification about. e o e i
2 20170515 5thCTSA 6 o
Click the checkbox in the table header to select all files in T s ersn & m
a folder. Note: Subfolders will not be included. S N
e o )
o T-MO! B0418:
@ P 2 : ce
& WA Mos Ly
0 o - G
i el

i
o

\EC‘TC‘WSO o * FAVOURITE
2. Inthe toolbar press the Notify button.

3

DOCUMENTS B % 5 e By :
o &
2 e o 4
°C @:
You can also use the NOTIFY circle button s 0c @ u
(with notification flag icon) which will e oo @ )
appear /n t_he bOttom f/ght Of yOUf screen. R ntroduction to the IEC - POWERPOINT presentation & om. BRIC
e o 5
°: @ O
6 o ‘ ala Ce
& W BRIQUETM g
o oq@e

A. Enter a subject (required)

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

Notify

C. Select alist group (and/or type a name) to

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

D. The documents you selected are
already attached.

If needed, you can attach more documents using the [ C |
Attach Documents button. —

(a countershows the number of attachments). ' E

E. Pressthe Send Notification button [eommerme « D IR

(a countershows the number of recipients).
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Attach DOCUMENTS

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

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

Discussions Notifications

S Bl S NoTIFICATION

il
o

. i ‘

[ o1
M Workspaces / IEC

2. Click on the green #+ next to the documents you SR—
want to attach. oocuMents B m e e X B

NOTE: You can add files from different folders by 9 © ‘
&
browsing through the file tree. 6o | ...
& .
e o
& !
e o
& !
0 o
s ma | o

- o V .“

m o
M Workspaces / IE

EC / TC150
@ DASHBOARD ., DOCUMENTS(1sy "™ DISCUSSIONS 7 &% MEMBERS 1 W SUBWORKSPACES 3
DOCUMENTS B @ & & & 0 X ar
3. The files will be added to your basket. ~p— S
O & ow ]
+ e ' s
i
pv-0MCe_2018< g. 8 o
O By o
0 o
o -©
0 o
o w0
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- o ) * * "

Workspaces / IEC / TC150

© DASHBOARD &, DOCUMENTS 18 % DISCUSSIONS 7 A% MEMBERS 91 8 SUB-WORKSPACES 3
Folders / Demonstration 0
3 2 4, =
DOCUMENTS B LT X Qs
.
4. To REMOVE files from the basket, [ e s fome e |
click on “x” next to the files © B owos Ol -cochoocomen©)
. Draft agenda L om
TE  pasterplan postcards video (MP4) & Responsiilties ylsx x 6
© 4 oo naoeticps 0 o R e
[+ Responsibilties sk 6 o (
B Team responsibilities s om
4 B2 Trebushess casedoc 0 e (
3 cking e bsiess cse o || o

[ Tc 1%

© DASHBOARD &, DOCUMENTS 18 % DISCUSSIONS 7 2% MEMBERS 91 w
s/ Demonstration [l
5. When finished press the Confirm button T -
DOCUMENTS e | seurons | thom - o Q Fitter D

You will return to the Discussion or Notification to which © | R oo ® o '
you are attaching the files. o ; : .

t om h;:as erplan postcards vi eo (MP4) | Responsibilfties xisx x
A counter on the Attach files button e o

F | i ey bk om | e

I+ Responsibilties.xisk 6 o |

® Team responsibilities. & om
+ 0 o '
. o ||

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

Discussions Notifications

New topic

Notify

ecipients (@) UGN SEND NOTIFICATION
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Find a DISCUSSION ) =

g Fc118 ) ' il
Locate the workspace which contains the paree
discussion you want to find...
-
Smart grid user interface
1. Click on the Discussions tab
or Discussions box. s ok
A counter displays how many discussions are available. R ar « o
in a>
A e = Ing

2. Switch views / Filter list of discussions

y - i
- N Q * * '
I= senpnoTiFicaTions RTINS

mBA

ALL | LEGACY  DOCUMENTS

In the list of discussions you can:

A. Switch views: ALL | LEGACY | DOCUMENTS

e Discussion migrated from the former CTS

application are tagged as | LEGACY |.

e Discussions created on a specific

document are tagged as | DOCUMENTS

B. Filter list (search in forum title & contents)

DISCUSSIONS 7 a

jestion regarding liaison with TC60

. .
- . * '

New topic for DISCUSSION
Locate the workspace where you want to create a Q 'o
discussion and click on the discussion tab... -

DISCUSSIONS 7

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.

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

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

C. Attach documents (optional)
See: [Attach DOCUMENTS]

o

Press the Create Topic button
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- B ' i

Reply to a DISCUSSION m e
Locate the workspace with a discussion you want to T _ S

participate in and click on the discussion tab...

Q

DISCUSSIONS 7

New Togic

1. Click on atopic in the list of discussions.

questionre 7080
. b
B Where was NEMA 2015? oox

2. Click on the Reply button.

B Where was NEMA 2015?

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

B. Attach documents (optional)
See: [Attach DOCUMENTS]

C. Press the Reply button.
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Discussion NOTIFICATIONS

Locate the workspace with a discussion you want
to send a notification about and click on the
discussion tab...

1. Click on atopic in the list of discussions.

2. Click on the Notify button.

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.

D. Attach documents (optional)
See: [Attach DOCUMENTS]

E. Press the Send Notification button.

(a counter shows the number of recipients).

IEC Collaboration Platform

% DISCUSSIONS 4

B Where was NEMA 2015?

2\ MEMBERS s

v
' i

I senpnoTiFicaTions RN

SUB-WORKSPACES '

SN AL LEGACY  DOCUMENTS

Q

At which location was the NEMA 2015 conference held?

calling attendees,

fessage

BIUSHX x|« ®™[z::

Who remembers vh

ere the NEMA 2015 was held?

. * *

YR S=ND NOTIFICATION

User Guide - Version 1.6
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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/Org filter

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

Roles filter

= as

PC118
M Workspaces / IEC PC118

@ DASHBOARD

* * *
I® SEND NOTIFICATIONS * FAVOURITE

% DISCUSSIONS og\ MEMBERS 81 &

SUB-WORKSPACES

MET (39  SELECTED(0)

& DOCUMENTS ‘2

howing 61 of 84 members

MEMBERS

118 Member
il Member
" Member
5 BB United States of Am i Member
Stev =
BUSH

4. You can also type a name in the search filter to
search directly for a specific person.

IEC Collaboration Platform

(58 PC 118
M Workspaces

EC

@ DASHBOARD

pPC118

Smart grid user interface

b pocumenTs

B oisoussol
T8 SUsWORKSPACES
a8 yevseRs

[Z¢ PC 118
M Workspaces / IEC
© DASHBOARD

Showing 61 of 84 members

MEMBERS

I
o

[3¢] PC 118
M Workspaces

owing 6 of 84 members

MEMBERS

¢ PC 118
M \Workspaces EC

® DASHBOARD

User Guide - Version 1.6

£C /

PC118

& DOCUMENTS 2

PC 118

& DOCUMENTS 2

(1) 848
I SEND NOTIFICATIONS  FAVOURITE

% DISCUSSIONS 3 SUB-WORKSPACES '

RECENT ACTIVITY

Q search proje verucse [N

1= senp NoTiFicaTions  [EENEATIIET

2% MEMBERS 8 T8 SUB-WORKSPACES s

3 c‘a s 4
A S () sELECTED()
scops v Roesv NGOG v

Fiters:

CLEAR FILTERS

PC118

PC 118

& DOCUMENTS 2

Member
B unites PC118WG Member
=v
switzerland PO1IB/MWG 1 Member

¢ ' s

I= senonoTiFicaTions  EETETN

@ DASHBOARD & DOCUMENTS 2 ®  DISCUSSIONS 4 a Mmag i  SUBWORKSPACES s

C O 6o seecTED ()

Q =

Fters: o Roks v eNoiorg v
cieanrurens
- l Groups & Roles

rc1iamo e

rename P

FonEms T

PC 118/WG. Member

83 swen rciamo T

=
a scruoss RN
I= SEND NOTIFICATIONS + FAVOURITE
W DISCUSSIONS 4 2\ MEMBERS ‘a4 8 SUBWORKSPACES 5
L6 sacce )
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Notify a MEMBER(S) abee e

Once you have located the workspace with . e
members you want to notify... e () '
MEMBERS I Fites: Gows v Roes v NGOG v Q Aterme
1. Filter the list of members I:lm
(by Group, Role, NC/Org and/or text search). =
= a S R
2. Click on the checkbox next to the member(s) - LI I
you want to notify. N 3 A
Click the checkbox in the table header to select all
members visible in your filtered list. veveRs KO =

A. You can also switch views to see
ALL or SELECTED members (optional) 2

- ¢ . * i

&g PC 118 » e
b workspace

paces / IEC / PC118

3. In the toolba r press the Notify button . @ DASHBOARD & DOCUMENTS 2 % DISCUSSIONS 4 a8\ MEMBERS 8¢ i@ SUB-WORKSPACES §
A counter displays how many members have been 9
selected as recipients for the notification. ELES L e e .

You can also use the NOTIFY circle button
(with notification flag icon) which will appear

in the bottom right of your screen. A
Norik (@] Jzpan PC118/WG \ ,,ﬂ’ng

A. Enter a subject (required)

B. Enter a body text (required)

(use html formatting as appropriate).

C. Verify recipients list (prefilled)

(a countershows the number of recipients).

D. Attach documents (optional)
See: [Attach DOCUMENTS] sossem IR ‘C —

YoshikazuIshil x Norikazu Mizuki % Kazutoshi Morita  x EiiOBA x E

coents@  cancel  [CERCUEESo]

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

The easiest way to see all tasks created by you,

E. - .

or assigned to you, is from the Dashboard box
My Tasks.

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

your tasks here.

My Workspaces

My Dashboard 0 DASHBOARD SETTINGS
IEC CENELEC
IEC CENELEC CEB-BEC

o

My Settings

*

My Favourites

To create a task, you must start from the

relevant Workspace. )

[EL

My Documents

Y -
2. Use the filters in the toolbar to filter the list. . .
You can filter the list of tasks by: o
A. Priority filter TAS;S .

(HIGH, MEDIUM or LOW)

L

oTsTeam [ Tasks]
1 create atask

Status filter
(TO DO, IN PROGRESS, DONE)

B.

-y

Start working on a task

Keyword filter
(type keywords)

CTS Team | Task 10]

-y

" Attach a document to a task

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

A. LIST B. TASKBOARD

(Sortable list)

o ‘ {28 CTS Team
A W Workspaces / IEC / CTS Tea
S @ DASHBOARD % DOCUMENTS 10

Fiters:  prorty v status v Q

TASKS X

ESSRSL s ———

CTS Team [ Task 8]
- 9:
4 create atask N 020181214 BRIQUET BRIQUET —
w MOSIG wosic
+
om Laia ala
181214 BRIQUE RIUET
= MOSIG vosic
©20181214
om Lol Lals
©s1214 BRIUET: BRIQUET +
e MOSIG wosic
oTSTeam [ Task 1]
] Laila . Laila
ng‘::e‘:“ withmuliple . 020181214 . BRIQUET RIQUET 020181214
o & MOSIG MoSIG
1€ rself and one other person

IEC Collaboration Platform User Guide - Version 1.6

S &
Start working on a task

! W0 W ©20181214

<

My Discussions

v 40
My Tasks

©A B
¥ § ==

e @ e

MosIG Mosie

©20181214

em L Lalla
©201812:14 BRIQUET
L] » MOSIG
em ' Lala ' Laila
_ Q20181214 BRIQUET BRIQUET-
] wosic MOSIG
- Lalla Lalla
©201812-14 BRIQUET BRIQUET
L] MOSIG MOSIG

(Columns: TO DO, IN PROGRESS, DONE)

. . s

= senp noTiFcaTions RSVl

In progress: 1 Done: 2

©20181214
‘e ¢

©20181214
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Find WORKSPACE TASKS

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

1. Click on the Tasks tab

or Tasks box.
A counter displays how many discussions are available.

2. Untick the box My tasks only if you need to see
everyone tasks (optional).

You will only be able to manage tasks for which
you are the owner or the assignee.

3. 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)

= : .-
28 CTS Team o ' * FAVOURITE
M workspaces EC / CTS Team

@ DASHBOARD b DOCUMENTS 10 % DISCUSSIONS 2  + TASKS'7 8 SUBWORKSPACES 4% MEMBERS &

testhtml

e Fle updated
by Cyri WANNAZ 201812:11 803 AM

= senp NoTIFicATIONS [V

9] CTS Team

7S Team
@ DASHBOARD & DOCUMENTS 10 ¥ DISCUSSIONS 2 v TASKS 7 i% SUBWORKSPACES 4% MEMBERS &
S =
TASKS 7 itk oty il . a
NewTas
I T S N N o
T Tesm [ Tasks
em Laila Lala
1 create atask - ©20181214 BRIQUER BRIQUEF
L] MOSIG MOSI(

reste atask and assign tto yourself

-

= senp NoTIFcaTions  [EREEITETNS

%, DOCUMENTS 10 c 2 v Ug ASUEWGRKES 2\ MEMBERS ¢

TASKS 7 X @ ymsey i

mems

CTSTeam [Task 8] L Lall
wosic

vosiG

]

A create atask ©201812:14

u

o
L ]
@ @ @

Laila . Laila
020181214 BRIUER sRiUET
Mosic Mosic
om Laila ' Lals
i Q20181214 sRi0UET SRIQUET
- MOSIG. MOSIG.

4. Use the view switch to see your tasks as a list or as a taskboard.

A. LIST
(Sortable list)

A

Showing 4 of 4 Tasks. ST | TASKBOARD

TASKS % Filers:  promy v status v Q

Bissss—— ——

CTsTeam [ Tasks]

waia
1 create atask N 020181214 amusv emcer
s

e
T Start working on a task s i ‘“
CTS Team [ Task 10]
om
/" Attach a document to a task voe v @miwnu
- LR MOSIG

amsr

Task] om i
= progress v ©201812:14 BRIQUET-
Lals
BRIQUER aaw e

la
‘L Create a task with multiple y S, el )
assignees s

L] MOSIG

ssign tto yourseif and one other person
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B. TASKBOARD

(Co/umns TO DO, IN PROGRESS, DONE)

- R

1= senp NoTIFcaTIoNs  [EREEVETEE

Showing 5 of 5 Tasks ST TASKBOARD

[[f¢ CTS Team
M \Workspaces / IEC / C

5 g a
TASKS 7 Wy Tasks o P sy O a
To Do: 2 n progress: 1
+ OTS Team  Task 911 + +
Startworking on a task
o w ©2018-12-14
©201812:14 ©2018-12:14

e o

©20181214 ©201812:14
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1EC

Create a TASK : =S -

AR . '
o @ DASHBOARD & DOCUMENTS ‘s % DISCUSSIONS ‘2 v TASKSI7 i SUBWORKSPACES 4% MEMBERS &
Locate the workspace where you want to create a task X
and click on the Tasks tab.... - - o
1. Click onthe Tasks tab or Tasks box. = o
A counterdisplays how many tasks have been assigned. B senomsmcss o
AN wEvssRs a®
: -
I cTs Teom

EC / CTS Team

iW SUBWORKSPACES &% MEMBERS &

2. Inthe toolbar press the New Task button.

Enter a title.

Enter description

Select a priority

Use the date picker to set the deadline

N o u o p oW

Select Assignee(s) (single or multiple)
(select a list group or type names).

8. Attach document(s) as needed
See: [Attach DOCUMENTS]

9. Press the Create Task button
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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

p——
1‘ Create a task 020181214 '

o
020181214

=

- -
- 2181214
Atachyo

- R

I=senpnoTiFicaTions  IEEEAGTENE

1f L ECT v TASKS 7 8 SUBWORKSPACES ERS 6
L
. OSWITCH TOLIST
- ;
TASKSHINNZ iy Tasks oly Fiters status v a
5 i

1 T — e e

Lalla
zamn

00

2. Select a status with the status select box

TASKBOARD view

m
o

[fe] CTS Team

*
3
i
-
v

©20181214

. +

©201812-14

» SIONS 2

- * -

v TASKS7 i SUBWORKSPACES 2% MEM

0 SWITCH To TASKBOARD

Fiters:  prort s Q
Done:

® ¢ | @

©20181214 s

©201812-14

-
y

©201812-14

(To do, In Progress or Done).

A Zoom of task status select box .

DI .

3. Use the move icon to drag a task from one

column (To do, In Progress or Done).
A Zoom of task move icon .

To Do: 2 In progress: 1

CTS Team [Task 8]
T Create a task

Create a task and assign it to yourself

CTS Team [ Task 9]

IEC Collaboration Platform

In progress
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et .‘

Create a task and

assign it to yourself

L 020131214

CTS Team [ Task 1114 +
Create a task with

multiple assignees

©20181214

cam [Task 91 +
Staﬂw king onatask

o s ©201512-14
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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 TASKBOARD view

I78 CTS Team *FAVOURITE I78 CTS Team R FAVOLRITE
= 2 spaces / IEC / CTS Team & B workspaces / IEC m
A [ ® Discu 2, Tasks7 W SUBWORKSPACES RS 6 x ® o & DOCUMENTS " NS v Tasksy i SUBWORKSPACES 4% MEM
E-3 &
. Oswwm ToLIST . ... OSWITCH T0 TASKBOARD
- = - 5
TASKS | 7 | X i fatus v ) TASKS 7 X B uymeskeony o proty v st v ar

. T
©20181214

e

I progress: 1
s ask ol +

Start working on atask

" Q1218

‘ )

©20181214

r
| start working on a task

. +

. TS Team [ Task 10! 5
‘| Attach a document to a task Done -+ . ©20181214
‘ & " ©20181214 ©20181214
2. Click on the info icon to open the task details panel. 2. Click on the task number link.
A Zoom of info icon in the actions column. A Zoom of task number link .

DI N

CTS Team [ Task 2] 9

T Create a task

.9

@ o
0 do = . &
Create a task and assign it to yoursslf Create a
: Create Sg Q
assign it to yourself
LT ©2018-12-14

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

LEG | Q (G- « « 0
= CTsrTeVam” L + Task Details ©oox
L [~ w DETALS  DISCUSSIONS (0) } ;
& Only the OWNER can change task details (Title,
- kb « ® .o Description, Priority, Deadline, Attachments &
TASKS { X | Description: Create a task and assign itYo yoursel .
” e - T —. ASSIgnees).
n TS Team [ Task8] I . Laila BRIQUEFMOSIG

A create atask
ste 2tk and assgn 0 yourselt

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

CTS Team [ Task 10]
/" Attach a document to a task
Attach your picture
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Delete TASK(S)

Only the OWNER can delete a task.

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

LIST view

OSWITCH TO LIST

Q

tatus v

-
)

Filters:  priort

i = —= e ===
- om

* x
» o
& &
- Ll
v v

©20181214

[Tasks] - n
rking on a task ©20181214
TS Team Task 10 .
4 Attach a document to a task Done - —
e

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.

R N
CTS Team [ Task 8] o m:
-

T Create a task

Create a task and assign it to yourself

Delete multiple tasks (list view only)

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

3.

4. Click on the delete button in the taskbar

- T

e CTS Team I=senpNoTIFicaToNs  [REOETEE
E orkspaces / |EC / CTS Team
@ DASHBOARD % DOCUMENTS L N v TASKS 7 i® SUBWORKSPACES % MEMBERS 6
UST | TASKBOARD
Filt - . Q

Lalla
BRIQUET-

vosiG

] Lalla
©20181214 BRIQUET-

vosiG

CTS Team [ Task 9] em . Lalla ' Laila
2 2 progres 20181214 BRIQUET BRIQUET:
8 1 sen working on a task = ° ke -
CTS Team [ Task 1
L om ' Lala ' Leia
‘I" Attach a document to a task s ©20181214 BRIQUET: BRIQUER
- MOSIG MOSIG

Attach your picture
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B - e I
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[2 CTS Team * FAVOURITE
] . Spocss/HECACES &
© DASHBOARD  f DOCUMENTS 10 % DISCUSSONS 2 o Tasks'y i SUBWORKSPACES RS

TASKBOARD view

= Q

5@ CTS Team

TS Team

© DASHEOARD ® DISCUSSIONS 2 o Tasksz @B

& DOCUMENTS 10

0 SwITCH TO TASKBOARD

TASKS 7 R —— Fitrs

2 n progre
« 9 Start
L
it

©201812-14

. +

*

©20181214.

2. Click on the task number link.

A Zoom of taskboard.

To Do: 2

CTS Team [ Task 814
Create a task

Create a task and
assign it to yourself

mo 'i"@

©201812-14

‘SUB-WORKSPACES

=

= senpnoTiFicaTions  [EREENGTET

P t.\EH’

usr TASKBOARD

Q

. +
©201812-14

3 Q’ +

©20181214
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Discuss a TASK

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

CTS Team
= Workspaces / |IEC / CTS Team
. . . . . . @ DASHBOARD & DOCUMENTS 10 W DISCUSSIONS 4 o TASKS ;
1. Click on the Discussion icon in the actions
column next to the task you want to discuss. Shoning Sof 5Tasks
. . TASKS | £ | X hers:
" 1 Task Discussion(s) Newnsk oo B M/Tesson) o
DT
A counter indicates if a document has discussions. OTS Team [ Task ] PN
T Create a task ‘
Creste a task 2nd assign it to yourself =
CTS Team [ Task 9] Li «o
| Start working on a task Lo =
1EC | Q (G-WWY 2 + +O
IEC CTS?RVEam“ V/ Task Details X

< 8 b o#& o*

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

[Tasko]

T start working on a task

E

- a e . . ©
5 CTSTeam + Task Details -
o @ DASHBOARD & DOCUMENTS 10 L 4 DETAILS DISCUSSIONS (1)
Ed . e » N
3. Tostart a NEW discussion, Bl s X pand @ EEEe. © i oscussion
click on the New Topic button. R I

CTS Team Taske]

1 create atask
dassign 1o yours

B B

T start working on a task

A. Enter a topic subject (required)

B New topic

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

C. Attach documents (optional)
See: [Attach DOCUMENTS]

B
| D
D. Press the Create Topic button. ‘
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4. To participate in an EXISTING discussion,

5.

IEC Collaboration Platform

click on a topic in the list.

Press the reply button

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

B. Attach documents (optional)
See: [Attach DOCUMENTS]

C. Press the reply button

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

Press the Notify button to send notifications
(optional)

User Guide - Version 1.6
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= Q

[f® CTS Team  Task Details 2

CTS Team

@ DASHBOARD

& DOCUMENTS ‘10 " DETAILS

DISCUSSIONS (1)

Task9]

7T stn working on a task

= Q searchp

CTS Team
M Workspaces / IEC / CTS Team

@ DASHBOARD & DOCUMENTS 10 L ] DETAILS DISCUSSIONS (1)

(S « +« 0

v Task Details

TASKS ' X B wyrescony

T —

CTS Team [ Taske]

@&ttachments 1

I= NOTIFY REPLY

4 create atask
o and sssin o yourset
C Task9]

7" Start working on a task

B Task assignments

CTS Team
M workspaces / IEC / CTS Team

@ DASHBOARD

v/ Task Details

& DOCUMENTS ‘10 " DETAILS  DISCUSSIONS (1)

TASKS .F’;( X B oy

I

CTS Team [ Task 8]

@attachments 1

o |
1 create atask

Icand assign o yourself
Tasko]

7" Start working on a task
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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.

Showing 5 of 5 Tasks

TASKS 7

New Task Delete

CTSTeam[Task 8]
T Create a task

CTS Team [Task 9]

IEC Collaboration Platform

O

T Start working on a task

= Q Ses ects
Jdl CIS Team
M \workspaces / IEC / CTS Team
® DASHBOARD . DOCUMENTS 1a ® DISCUSSIONS 4

My Tasks only

Create a task and assign it to yourself

n progress «
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