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Use the search bar on the left or pick a category below to find the help you need.

This manual is targeted towards end users and power users of Quaive Social Intranet.

Note: If you are a developer, you might want to also look at the developer documentation
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CHAPTER 1

Getting Started with Quaive

New in version 1.0.

Welcome to Quaive! You have probably tried Quaive on a test server or installed it yourself, and now you want to
configure it for real for your organisation? Let us explain better how Quaive is organised and how you should set
things up so that you can get most out of your Quaive Social Intranet.

In Quaive, everything is about People and Content. Here is how it breaks down:
* People create Workspaces
* People create content in Workspaces
* The social stream transports what’s going on to everybody in the organisation
* People post updates to the stream
 Content changes and comments go into the stream
* Apps make it easy to find needed content right away
» The dashboard aggregates and personalises current information

To do all of this, you need to prepare a few things. This guide shouldn’t take you any longer than ten minutes to get
through, front-to-back.

1.1 Overview

New in version 1.0.
Quaive is a social intranet collaboration solution.

We’ve specifically developed the Quaive software to deliver the balance of social tools, structure, and process that
customers demand to successfully introduce a modern digital workplace into their organisation.

* Be productive Provide staff with the tools and information they need to get things done

* Work together Strengthen internal communication, engage employees, build a sense of community




Quaive Manual Documentation, Release 2.0

» Stay organised Manage key tasks and common business processes; keep up-to-date
* On any device Mobile, tablet, laptop, desktop

Quaive is a web based social intranet. However you should see Quaive more as an Application than a Website, even
though there are a few website like aspects in it, like the news or the library. It performs much more application like
tasks for you like aggregating information on the dashboard, support to share documents with your team and providing
apps, which are small applications in itself.

The main sections in Quaive are:
¢ Dashboard - An aggregation of everything that is going on - personalised for you.
* News - A trail of what’s going on within your organisation.
 Library - All information that concerns everybody in the organisation.
* Workspaces - All information that concerns your teams.
e Apps - All information that concerns you.

The Open Source version of Quaive goes also under the name Plone Intranet and has been created by a team of Plone
Solution Providers in an effort to unify available solutions for intranet under a designed and streamlined solution. The
effort is organised in a consortium with currently 12 members, totalling 49 contributors in 6 countries.

1.2 The History

New in version 1.0.

Description

This document gives a short overview of the historical genesis of this project. For the current status, see the Quaive
website.

The Plone Intranet project started life as a discussion between Netsight and Cosent back in 2013. Like a number
of Plone companies, Netsight had already been working on intranet projects for some years, starting with a bespoke
intranet for Belron in 2007. In more recent years Netsight saw the need to componentise their offering to improve
manageability of the code base, to make supporting their solutions easier, and to help remain competitive in the
marketplace (re-selling existing code was becoming a necessity).

The idea behind this project is to build upon a number of existing packages out there in the Plone world that provide
intranet-like functionality. Over the years many products have been developed, often inside individual organisations,
with much repetition.

At the 2013 Plone Conference an open space session indicated that there were a number of other Plone companies with
a similar history to Netsight’s in the intranet marketplace. With the growth of the intranet/digital workplace industry,
it became clear that a number of Plone companies saw an opportunity to commercialise on a common Plone-based
intranet solution. These discussions continued with other Plone community members which lead to the organisation
of the first Plone Intranet summit in November 2013, and the formation of the Plone Intranet Consortium, which was
later renamed into Quaive.

An in-person meeting was arranged to follow up and brainstorm on these ideas two weeks after the conference. For
expediency, those invited were those we knew who had an interest and experience with Plone intranets and who were
located within an hour of London.

This initial meeting was held in London and attended by:

e Matt Hamilton, Matthew Sital-Singh, Ben Ackland - Netsight (UK)

4 Chapter 1. Getting Started with Quaive
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¢ Guido Stevens - Cosent (NL)

* Alexander Pilz - Syslab.com (DE)

* Rob Gietema - Four Digits (NL)

¢ Philip Bauer - Starzel (DE) (remote)

¢ Bernhard Biihlmann - 4Teamwork (CH) (remote)

A number of key areas were identified which are common requirements for intranets and which have been repeatedly
over and over by a number of similar Plone add-ons.

Following a number of weekly Hangout sessions with the participants, a number of user stories were collected and
organised into a spreadsheet.

In early 2014, Netsight received funding to research social software within the enterprise. This grant has been used
to research new process methodologies to improve the success rate of the introduction of social technologies into the
organisation environment. In particular, Netsight have focussed on profiling individuals, departments and an entire
organisation in order to deliver relevant social content and user interface within an intranet system.

In October 2014, the Plone Intranet Consortium met in Munich and decided on a concrete commitment to developing
Plone Intranet by investing money and manpower. Development was organised using Scrum and a roadmap for a first
version was set.

In October 2015, the Plone Intranet Consortium was renamed into Quaive and the first production version of the
software suite was released.

The founding partners of Quaive are:
* Netsight (UK)
¢ Cosent (Netherlands)
* Syslab (Germany)
* FourDigits (Netherlands)
* Abstract (Italy)
* Red Turtle (Italy)
* Starzel (Germany)

e Zest (Netherlands)

1.2.1 Important Aspects of Plone Intranet

* Design First

* Roadmap-driven Scrum development

* Quaive board funds roadmap

* 100% Open Source - all code is donated to the Plone Foundation
NOT a core fork

* Compatible with mockup
NOT a €€€ conspiracy
* Plone 5 based

1.2. The History 5
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1.2.2 Further reading

* The study Systems of Intent created by Guido Stevens
¢ The Talk given at the Plone Conference 2014 in Bristol
— Slides at Slideshare
— Video at Vimeo

* Many talks given at the Plone Conference 2015 in Bucharest, see the ploneintranet tweet stream

1.3 Set up your Intranet

New in version 1.0.

Description

A step-by-step guide to configure initial parameters of your intranet

For a first time installation, you will want to configure some settings. You can do that via the portal registry. These
settings are listed below:

1.4 Importing Users

New in version 1.0.

To start working with Quaive, you need users. Users are stored as user profiles in Quaive and store everything that
Quaive knows about the user - from profile image and name to organisation and telephone number. You can find them
in the /profiles folder.

User profiles can be customised as well. Often, organisations have a central user database which supplies the basic
information like name and contact details and is mainly used for authentication. If you want to store more data, Quaive
user profiles can store this extra information for you.

There are two ways to get users into Quaive.

1. Connect Quaive to LDAP or Active Directory Please contact your system administrator to do that, as it requires
knowledge about the organisations user database configuration.

2. Import Users from a spreadsheet See how it’s done below.

1.4.1 Import Users from a spreadsheet

There is a bulk upload from CSV option. Column names are mapped to field names, and the data is validated before
users are created. The first line needs to contain the field names.

To use the bulk upload, visit the @ @import-users browser view on the profiles folder in your site:

/plonesite/profiles/@@import-users

On this page, you will see a complete list of available field names. Here is an example of a CSV file that will create 2
users:

6 Chapter 1. Getting Started with Quaive
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username, first_name, last_name,email, password
barry_white,Barry,White,barry@test.com, replace_this
doug_carswell,Doug, Carswell, doug@test.com, replace_this

1.4.2 Portrait images

After creating users with bulk upload, you can even bulk add portrait images as follows:
* In the site root, via the Barceloneta interface on cms.yoursite.com, add a Folder ‘avatars’ to the portal root
» Upload images into this folder with ids like ‘johndoe.jpg’ matching userid ‘johndoe’

¢ Run:

’http://portal_url/avatars/@@importfavatars

1.5 Create Initial Content

New in version 1.0.

An intranet that is empty is not very enticing. You may want to set up some initial structure and content to welcome
your users.

1.5.1 Library

The Library is intended to provide all the information that is relevant for everybody in the organisation. Put here all
the data that you normally share through a file share, a mapped drive, a server directory etc.

Quaive Library does not use node pages for every section, so you don’t have to create a “Welcome to Section X page
in every section. Instead the library shows directly sections and subsections on the first glance. This makes it quick to
navigate.

1.5. Create Initial Content 7
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o0 e < [im} localhost:4000/library.htmi

Digital Workplace

All topics HR Place of Work and Equipment Regulations Travel Expenses 8 Teams
Group by topic ¥ (x] +
] ]
@ Enforcement Policy
D Role of Third Parties in Access Authorization and

re

Fitness-for-Duty Determinations

© Recruitment [2) Energy Conservation Program
D Safety D Retrospective Analysis of Existing Rules
S Employee Relations [Z Revisions to Indexing Policies and Page 700 of Form No. 6
D Compensation and Benefits & Administrative Wage Garnishment Procedures
'O compliance [£] Trademark Fee Adjustment; Correction
S Training and Development T International Trademark
[£] Identity Management
1T Policy
[Z] Environmental Policy
]
D Personal Car mileage reimpursement
O

Flights

So create some initial sections for the documents most used in your organisation. The first one could be a section for
the new social intranet, where you put documents about Quaive, about the on boarding process and background facts
for users to look up. Another section could be the one for all the different forms needed to do travel expenses.

Remember: The structure used on your file share is not necessarily the same structure that users use to search for
content. This might be a good chance to rethink and to redo the structure, to make it more flat and to ask your users
where they would expect to find items.

Another approach that helps retrieving information is the search. Use the library search to look for content only within
the library. As you can see previews of the result documents right away, finding the right document will be quicker
than before.

And there are tags. You can tag all your documents in the library cms. If you have to stick to one structure but you
want to also make information available by another criterion, use tags.

Example: Your structure is strictly built by department, and every department has order forms, then tagging them with
the tag ‘order form’ makes it easy to locate all order forms - company wide.

8 Chapter 1. Getting Started with Quaive



CHAPTER 2

Dashboard

New in version 1.0.
The dashboard is an overview of what is happening in Quaive.

Since Gaia (version 1.1) the dashboard can be customized sitewide. Since Mars (version 1.2) the dashboard can be
customized per user.

The user can select three types of dashboards:
* Activity centric
* Task centric
* My view (customizable)

Each dashboard is composed of elements, called tiles.

2.1 Activity centric dashboard

The activity centric dashboard is focused on the activity stream.
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PLONE SITE Dashboard News Library ~ Workspaces  Apps

Activity centric view ¥

E et =
Activity stream
What are you doing? &
Only posts and replies ¥

L
e Christian Stoney
posted 5 hours ago in

+ Mark read @alice_lindstrom this is the draft for my presentation of Saturday, "sit enim
exercitationem voluptatem expedita quam" — t

O

L
Leave a comment &
FUSCE FAMES. — Felis proin curae mollis. Massa curae
ligula parturient suscipit felis ut ante laoreet. Read
more...
Christian Stoney
r MASSA LACUS SOCIIS MOLESTIE ODIO posted 5 hours ago i
PRETIUM. — Donec porta a duis . . . L
parturient. Etiam augue. Read move.., @fernando_poulter @esmeralda_claassen @jorge_primavera @jamie_jacko there
will be a #meeting on Monday 06 September in Dufour with the guys from Foucher
PROIN NETUS. — Porta magna felis nec to discuss laudantium eum et aut pariatur eveniet est similique aliquid —
malestie curabitur id fringilla a ipsum Ecmar F I Farr ¢ o ora —
" dapibus ad egestas orci. Curae risus )
L | mauris .. Resd mare,. f ung

p CLASS LACUS SEMPER ERAT LAOREET » Like
ET ACCUMSAN GRAVIDA ALIGUET o
MAURIS LUCTUS MI EROS. — Felis
curae cum erat elit ac porta .. Resd Leave a comment -§
more...
(g Jorge Primavera

2.2 Task centric dashboard

The activity centric dashboard is focused on your tasks.

10 Chapter 2. Dashboard
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PLONE SITE Dashboard News Library ~ Workspaces  Apps

Task centric view ¥

E nt V Documents
— @ Pregnancy
+ Mark read X
B sick Leave
B Holidays

[ Terms and conditions

[ Test Document

FUSCE FAMES. — Felis proin curae mollis. Massa curae
ligula parturient suscipit felis ut ante laoreet. Read

MASSA LACUS SOCIIS MOLESTIE ODIO Example Case
PRETIUM. — Donec porta a duis
parturient. Etiam augue. Read maove...

PROIN NETUS, — Porta magna felis nac
malastie curabitur id fringilla a ipsum

dapibus ad egestas orci. Curae risus )
mauris ... Read mare._. Tasks (+]

[ +]
W

- CLASS LACUS SEMPER ERAT LADREET o tasks available
ET ACCUMSAN GRAVIDA ALIQUET
MAURIS LUCTUS MI ERDS. — Felis
My events Other events curae cum erat elit ac parta .. Read
R Mg,
No upcoming events.

2.3 Customizable dashboard

New in version 1.2.

The customizable dashboard allows each user to boost the focus on what he cares more.

2.3. Customizable dashboard 11
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PLONE SITE Dashboard News Library Workspaces

My view (customizable) ¥ 4
E r Documents
— @ Pregnancy
+ Mark read X
B sick Leave
B Holidays

[ Terms and conditions

[ Test Document

FUSCE FAMES. — Felis proin curae mollis. Massa curae
ligula parturient suscipit felis ut ante laoreet. Read

MASSA LACUS SOCIIS MOLESTIE ODIO
PRETIUM. — Donec porta a duis
parturient. Etiam augue. Read maove...

PROIN NETUS, — Porta magna felis nac
malastie curabitur id fringilla a ipsum
dapibus ad egestas orci. Curae risus

3 mauris ... Read mare._.
- CLASS LACUS SEMPER ERAT LADREET
ET ACCUMSAN GRAVIDA ALIQUET
. MAURIS LUCTUS MI ERDS. — Felis
curas cum erat elit ac porta ... Read
more...

After clicking the top right pencil icon, the user can reorder, hide, shrink or expand the dashboard tiles.

12 Chapter 2. Dashboard



Quaive Manual Documentation, Release 2.0

Tile order and tile size

2.3. Customizable dashboard 13
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CHAPTER 3

News

New in version 1.2.

News in Quaive shows up in 3 places in the user interface:

e Dashboard news tile

* News magazine

* News publisher

3.1 Dashboard news tile

As a user, when you open the dashboard page you’re greeted with a short news listing. The listing is expandable. It
only shows news items you personally have not read before.

15
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o haark read | Fusce fames. — Fames metus nulla
viverra nisi. Fusce magna. Read more...

Massa lacus soclis molestie odio
pretium. — Morbi nulla pharetra vel
primis nonummy per. Porta massa
maecenas. Read more...

Proin netus. — Nulla neque dui odic
vestibulum amet donec convallis odio
diam nunc convallis seciosqu tempor.
Augue fames per metus convallis feugiat
augue cum etiam. Read more...

Some news items are “must read”. Those will remain visible for you as a user, in the top of the dashboard news tile,
until you’ve marked them as read. Otherwise the news listing here is sorted by publication date, with the most recent
items on top.

There’s a little button to mark a news item as read, directly from the news listing. Alternatively, you can click on an
item and read the full news page for that item. This will also register that you have read the news item, and it will
disappear from the dashboard news listing.

3.2 News magazine

The main entry point to consume news is the news magazine, which is accessible via the sidewide toplevel navigation.

16 Chapter 3. News
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localhost:8080/Plc x localhost:8080/Plc x ¥  localhost:8080/PIc x localhost:8080/Plc x *

@ localhost:8080/Plon

PLONE SITE Dashboard News Library Workspaces

All news Company News Press Mentions

Trending

LAUT SYNODALRAT CAVIGELLI HAT DIE
KIRCHE Al FUR VERHULLTEN KO
(KATH.CH)

August 12,2016

Ziirich, 11.8.16 (kath.ch) Dass der Ziircher Regierungsrat
Mario Fehr ein Burkaverbot bejaht, erstaunt Zeno Cavigeli.
Der Zircher Synedalrat, der fiir den ... Read mere...

pr

FUSCE FAMES.

September 10, 2016

Fames metus nulla viverra nisi. Fusce magna. Read more...

CLASS LACUS SEMPER ERAT LAOREET ET
ACCUMSAN GRAVIDA ALIQUET MAURIS LUCTUS MIEROS.
September 04,2016

Augue fames. Velit class turpis ac sit ac vitae ac hendrerit
ullameorper. Read more. .

CLASS VELIT DIS VELIT MASSA LACUS SOCIIS FELIS PROIN
INTEGER. MOLESTIE ODIO PRETIUM. SENECTUS QUIS NON EST.

September 09, 2016 September 08, 2016 September 07, 2016

Justo vitae varius at dictumst potenti Morbi nulla pharetra vel primis Felis vitae. Velit donec turpis. Read

et habitant viverra aliquet dolor amet. nonummy per. Porta massa more...

Dolor velit arcu aliquet imperdiet maecenas. Read more...

maecenas bibendum. Read more...

PROIN NETUS.

September 06, 2016

Nulla neque dui odio vestibulum amet donec convallis odio diam nunc convallis DOLOR ETIAM MAURIS LOBORTIS NIBH
. 5 TORQUENT DIS NATOQUE TORQUENT CUBILIA.

sociosqu tempor. Augue fames per metus convallis feugiat augue cum etiam. Read

September 03, 2015
more...

Lorem proin sed eget. Class nulla ipsum augue aliquet
quisque consequat quam diam, Read more...

VITAE IPSUM METUS NONUMMY TEMPUS LOREM NETUS VIVAMUS DUI

AD CURSUS LEO ORCI INCEPTOS ENI FAMES.

September 05, 2016

Metus neque vel praesent imperdiet sollicitudin laoreet lacus mus platea a rhoncus ac

Etiam donec eni. Read mor:

The magazine main column opens with a big leader item, and then continues with less prominent news items and a
long list of items. From top to bottom and left to right, the sequence of items shown is determined by effective date
i.e. the publication date, with the most recently published news item on top.

The right column shows a list of trending news items. For each news item, the system keeps track of when each user
first read that item. The trending column shows those items that have been read for the first time, by most users, in the
past 14 days, with the most popular news item on top.

To avoid duplication with the main magazine column, the first four news item in the main magazine will not be shown
in the trending column, even if they are very popular.

The news magazine has a section navigation that allows you to read only news items within that section.

Only published news items are shown, even if you’re logged in as a news editor. If you are logged in as a news editor,
there’s a pencil icon on each news item that will take you directly to the editing view for that news item, in the news
publisher app.

3.2. News magazine 17
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3.3 News publisher

You can find the news publisher app in the Apps section of the system. The news publisher is only accessible to users
who have been granted the appropriate permissions to create, edit and publish content in the news app.

In the news publisher, the left sidebar always shows you all active news items, grouped per section. Initially this
shows 5 news items per section, sorted with the most recently created news items on top. You can load more items per
section. You can also completely collapse a section so it only shows the section title.

You can edit a section via the cogwheel icon, and add new sections via the plus icon. You can select whether to hide or
display the section description on the magazine page for that section. You can also hide a section from the magazine
navigation. Hiding a section will not hide the news items within that section though.

You can only delete a section if there are no news item within that section. You cannot delete the last section, there
must always be at least on section.

You can create a news item via the plus icon. Newly created news items will always be assigned to the first section in
the sidebar. You can change that in the editing view.

You can collapse and expand the sidebar via a little toggle on the bottom left of the screen, just like you can in other
parts of the Quaive system.

18 Chapter 3. News
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Plonesite | News publ

localhost:8080/Plc x localhost:8080/Plc

@ localhost:8080/Plon

Company News & A
asfdadsf Unpublished
adfsfdasdsaf

ipsum metus tempus vivamus
dui ad cursus leo orci inceptos eni fames.
Metus neque vel praesent imperdiet sollicitudin laoreet lacus
mus platea a rhoncus ac. Etiam donec eni.
Class lacus semper erat laoreet et accumsan gravida aliquet
mauris luctus mi eros.
Augue fames. Velit class turpis ac sit ac vitae ac hendrerit
ullamcorper.
Dolor etiam mauris lobortis nibh torquent dis natoque
torquent cubilia.
Lorem proin sed eget. Class nulla ipsum augue aliquet quisque
consequat quam diam.
Fames vitae.
Donec ipsum aliquam tristique odio per eros. Fusce curae
molestie diam iaculis et aptent eu amet nam.
More Company New
Press Mentions & A

Fusce fames.
Fames metus nulla viverra nisi. Fusce magna.

Class velit dis velit integer.

Justo vitae varius at dictumst potenti et habitant viverra
aliquet dolor amet. Dolor velit arcu aliquet imperdiet
maecenas bibendum.

Massa lacus sociis molestie odio pretium.
Morbi nulla pharetra vel primis nonummy per. Porta massa
maecenas.

Felis proin senectus quis non est.
Felis vitae. Velit donec turpis.

Proin netus.

Nulla neque dui odio vestibulum amet donec convallis odio
diam nunc convallis sociosqu tempor. Augue fames per metus
convallis feugiat augue cum etiam.

More Press Mentions

localhost:8080/Plc

vida-aliquet-maur

Tags @ © hPublishedv | W Save A.

Augue fames. Velit class turpis ac sit ac vitae ac hendrerit ullamcorper.

™ Image visible as hero image on the news article page.

& Image visible on news overview pages.

Section Company Newsr

@ Visible on news landing page

& All users must read this

Publication date 2016-09-04 , Expiration date
DCI9BIS=EBY Eg =m

Class lacus semper erat laoreet et accumsan gravida aliquet
mauris luctus mi eros.

Purus lorem torquent at scelerisque quam mollis egestas ve tristique. Lacus risus dictum. Fames risus elit a. Nulla
ipsum egestas turpis sed nascetur a sollicitudin urna metus cum nisl nullam. Metus felis eni felis hac tempor in odio
suscipit sed quam nisi. Netus risus. Magna vitae massa tempor ut tortor dolor malesuada eni. Purus ipsum enim ve
orci nam ante eni. Fusce fames mollis turpis neque euismod litora mi platea nascetur nunc. Class fames. Augue neque
aenean tempus cum mattis dapibus odio. Netus etiam hac mauris senectus sagittis. Fusce lacus pharetra malesuada
a. Purus curae vel duis a erat vitae augue primis morbi augue massa. Purus fames eleifend consequat consectetuer.

Justo metus. Porta vitae. Etiam massa magnis facilisis massa nisi augue nullam cum vestibulum proin. Proin morbi
nonummy nam adipiscing vestibulum id. Curae metus sit metus odio dui phasellus massa lobortis ipsum eget. Fusce
lacus sed. Magna justo porta lacinia phasellus nunc conubia etiam nisi. Lacus nulla dolor tempus magnis consequat
nulla bibendum eni nulla. Lorem neque facilisi. Fusce vitae enim diam metus phasellus sed egestas orci ve ultrices.
Fames ipsum. Massa purus dis erat semper at. Lacus class. Donec fames congue aenean.

Metus fusce nunc. Fusce fames cursus magna ve mattis lobortis curae fusce magna litora. Proin purus cursus
consectetuer viverra felis sed pede pulvinar. Augue dolor denec hac eros in. Dolor curae commodo mus auctor eros
quam donec eros. Curae velit lacinia. Netus proin quam a pede felis lacinia vitae nibh gravida magna nisi sit ornare.
Proin class nibh purus. Class curae faucibus per lectus feugiat cubilia eget. Netus lorem varius curae cubilia. Felis
lorem.

3.3.1 Edit news item

Initially the news publisher opens with a preview of the news magazine in the right column. As soon as you click one
of the news items in the sidebar, this will open the edit view for that news item.

You can assign tags, add a description and edit the title and body text for the article.

Because Quaive is designed as a highly visual experience, news items should be given a good hero image. The system
will automatically scale that to an appropriate 16x9 rendering in the magazine.

You need to Save your changes.
You need to Publish the page before it shows up in the news magazine.

The main thing to note here is the small expander icon in the top right, that will toggle the visibility of the metadata
fields on and off.

Various metadata fields control where, when and how news items are displayed to users in the news magazine and on
the dashboard.
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* You can control the hero image visibility for the news article page itself, and for the display of this news item
on the news overview pages in the magazine.

* News items must always have a section

* You can control whether the news item should be visible on the main page of the news magazine. If this is
deselected, the news item will only show in the section listing of the magazine and in the news tile.

¢ You can set an item as “must read” in which case the item remains visible on the dashboard for those users that
have not yet read it, until they read the item.

* News items should be given an expiration date so they don’t remain visible forever
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CHAPTER 4

Library

New in version 1.0.

The Library in Quaive is where content for all users of the intranet is stored. Unlike workspaces, which are usually
restricted to a certain group of users, the Library is available to all.

4.1 Viewing content in the Library

To access the Library, simply click the Library link in the main navigation area of your Quaive site. Contents in the
library can be organised in hierarchies - that means folders and sub-folders.

In order to provide a good overview, the Library shows two levels of contents at the same time. When you open the
library, you will see a view like this. For every main section, you see a little box with the section’s title, and below the
titles of the sub-sections.

21



Quaive Manual Documentation, Release 2.0

Qe = a @

QUAIVE INTRANET Dashboard News Library Workspaces Apps

————
All topics IT Safety Human Resources
Group by section ¥ 1st level of contents +
@ Human Resources B Safety BT
Employee Guidebook, HR Policies, Fire Prevention, Escape Plans, Occupational Helpdesk, ongoing projects, disaster recovery
Healthcare, Forms, etc. Safety, etc. plan. etc
D Leave Policies > 'E1 Fire prevention > D Helpdesk >
© Traveling > D Escape plans > D Ongoing Projects >
D Health Insurance > T Occupational Safety ? D) Disaster recovery >
B Vacation > & safety Procedures >
D Time Off >

2 ovet of conents /

4.1.1 Grouped by section

By default, the contents inside the library are displayed by section and sub-section (i.e. folders and sub-folders).
Clicking on one of the main sections shows you a little box for each sub-section. Inside the boxes, you have direct
access to the documents they contain.

QUAIVE INTRANET Dashboard News Library Workspaces Apps

All topics IIT Safety Human Resources I Top-level navigation

Human Resources

Employee Guidebook, HR Policies, Healthcare, Forms, etc.

Selected

grouping
Sub-folders (second level)

Group by section ¥
- e Y

Health Insurance

RIS Section describes how transport is
arranged for like our rental service, lease
plans and policies for traveling to different
countries,

Health Insurance Plans

Health Insurance Application Form
(family)

Car and Bike Rental

W WO

Health Insurance Application Form

Lease Plan (individual)
General Travel Guidelines

Travel Request Form

Travel Expense Reimbursemep @ Time Of

[51' Paid Time Off Policy

Documents inside the different sections
(sub-folders)

If a document inside the Library is meant for download (such as a Word file, spreadsheet, etc), a click on a document
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will cause your browser to download it. If a document can be viewed in the browser, a click on it will open the detail
view of it, for example:

QUAIVE INTRANET Dashboard News Library Workspaces Apps

All topics IT Safety Human Resources

[3] Sickness

Sickness
'S New Employees J ® He

[Z] Parental Leave

When an employee is suffering from physical illness, which prevents him/her
from doing his job, (s)he is allowed to stay home.

Employees feeling sick should report their absence to their team manager
before 9:00 AM.

4.1.2 Grouped by tag

In Quaive, all contents can be tagged with keywords. This also applies to the Library. To view the Library contents
grouped by the tags they were assigned, simply change the grouping in the little selector below the top navigation:

QUAIVE INTRANET Dashboard News Library Workspaces Apps

All topics IT Safety Human Resources
+ Group by section |
Group by tag T
@ Human Resources © Safety @ ]
Employee Guidebook, HR Policies, Fire Prevention, Escape Plans, Occupational Helpdesk, ongoing projects, disaster recovery
Healthcare, Forms, etc. Safety, etc. plan, etc
D Leave Policies ? D Fire prevention ? D Helpdesk ?
D Traveling ? D Escape plans > D Ongoing Projects
D Health Insurance > ™ Occupational Safety > D Disaster recovery >
' vacation > D Safety Procedures >
D Time Off >

Similar to the display by section, you then see two levels, placed in little boxes. Each box shows the all documents
that match your selected tag, under the heading of an additional tag that the document carries.
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QUAIVE INTRANET Dashboard News Library Workspaces

All topics IT Safety Human Resources

‘ Emergeﬂcy Selected tag

| Group by tag ¥ | grouping

% Administration % Emergenc

gency ¥ Health
:i’g IT"l-Emergency Proceaur:e":kb*tj, [£1 1T Emergency Procedures [Z) Fire Prevention Plan Template
““'—mhht,‘ﬁ_,,‘v:: — — 5
Sample Escape Plan
i Fire Extinguisher Safety Procedure
Fire P tion Plan T lat ‘
[Z) Fire Prevention Plan Template W |nfrastructure

[£ 1T Emergency Procedures

% Safety
[£1 sample Escape Plan
[£) Fire Extinguisher Safety Procedure

[Z] Fire Prevention Plan Template

4.2 Adding content to the Library

For adding documents to the Library or editing existing ones, a special permission is required. Only authorised users
can publish contents in the Library that will then be visible to all users. These users are called “Library publishers”.

4.2.1 From within a workspace
Any user of a workspace can send a document from their workspace to the Library. This can make sense when the
information of this document is considered relevant for all users of the intranet.

For security reasons, a document must first be published inside the workspace before it can be sent to the Library. This
is to ensure that no contents that are not meant to be visible for all users get published accidentally.

On a published document, you have the option “Publish to Library” inside the menu of additional options:
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Quaive Intranet | Sales ¥ Northern and Central Europe

The document in the workspace must be published

List-of-Registered-Drugs-for-January-December [ Dpownload asWord - (a4 N W Save | v

& Print

# Publish to library

DRUGS REGISTERED IN JANUARY 2014

i
GENERIC DESIGNATION MANUFACTURER LOCAL AGENT STATUS

DATE ‘ PRODUCT

A click on it will open a little pop-up window where you can choose the destination:

Publish to library D)

Documents that you publish in the library will be visible to
all people who have access to the library.

Destination within the library: Leave Policies ¥

@ Publish © Cancel

In the selection menu, pick the desired section of the Library:
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Publish to library ®

Documents that you publish in the library will be visible to

all people who have access to the lihrarv.
Human Resources

Destination within the library v Leave Policies
Traveling
| Health Insurance
© Publish | | © car  Vacation
Time Off
Safety
Fire prevention
Escape plans
Occupational Safety
Safety Procedures
IT
Helpdesk

Ongoing Projects .
Disaster recovery

After a click on the “Publish” button, you see a notification on the document that a copy exists in the Library:

Quaive Intranet | Sales » Northern and Central Europe

A copy of this document is published in the library.

List-of-Registered-Drugs-for-January-December-2014.docx wo [ @ [ A Publishedv | B Save |wv
DRUGS REGISTERED IN JANUARY 2014
+
‘ DATE PRODUCT GENERIC DESIGNATION MANUFACTURER LOCAL AGENT ‘ STATUS

26 Chapter 4. Library



Quaive Manual Documentation, Release 2.0

Note: However, information pushed to the Library from a workspace is not automatically visible to all. A Library
publisher still needs to make such a document publicly visible via the CMS (see Publishing Library Content below).

4.2.2 From the CMS

User who are Library publishers see a little “Plus” icon on the Library:

Qe = a @

QUAIVE INTRANET Dashboard News Library Workspaces Apps

All topics IT Safety Human Resources
Group by section ¥ @
™ Human Resources o Safety D [T
Employee Guidebook, HR Policies, Fire Prevention, Escape Plans, Occupational Helpdesk, ongoing projects, disaster recovery
Healthcare, Forms, etc. Safety, efc. plan, etc
D Leave Policies D) Fire prevention D Helpdesk
I q (= = . .
O Traveling O Escape plans O Ongoing Projects
T Health Insurance T Occupational Safety D) Disaster recovery
T Vacation T safety Procedures
T Time Off

A click on it will open the Content Management System (CMS) view. Here, you can add new Library sections and
folders (1st and 2nd level of the structure) as well as new documents:

. SWITCH THEME
P l 0 n e Search Site Search

only in current section

Dashboard News | Library Workspaces  Apps

Library Human Resources Leave Policies

okt Leave Policies

File Leave Policies Contents

[l image
Sickness o
Library Folder B Sickness

it S — by Dollie Nocera — last modified Jan 20, 2017 11:19 AM
& in

X ) When an employee is suffering from physical iliness, which prevents him/her from doing his job, (s)he is allowed
1 & Page Traveling to stay home.

B Parental Leave
— by Dollie Nocera — last modified Dec 20, 2016 03:17 PM

Health Insurance

Vacation Parents of young children are allowed extra days. They will not get paid for those days.

Time Off - Edit with external application

Safety

T

Once a new document has been created, you can continue to edit it via the “Edit” link in the sidebar on the left. You
might want to add tags (under the tab “Categories”) or adjust the title and description.
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Publishing Library Content

Once you are satisfied and want to make the document available to all users, be sure to publish it:

@ SWITCH THEME )
P l 0 n e Search Site Search
~ only in current section

Apps

Dashboard  News | Library  Workspaces

Library Human Resources Traveling Car and Bike Rental

Item state changed.

+ Publish

Car and Bike Rental

[eavePolicles In the parking garage under the building we have three cars
available for trips to customers or other business related

= Traveling
transport. There are also five bikes available.
B Carand Bike To keep track of usage and allow reservations upfront, each time you want to use a
Rental 7 car or bike, you should need go to our ERP system and register it in the calendar. If all
cars or all bikes are in use at a given moment the calendar will show a red block for
B LeasePlan that period.

B General Travel The first time you register a car you will be asked to upload a scan of your drivers license.

Guidelines

For further reading about editing in the CMS, please refer to The Plone documentation.
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CHAPTER B

Workspaces

In a Quaive site workspaces are the key areas for creating, organizing and sharing content. Workspaces represent
projects or working units where the users that work on these projects are members of the workspace and collaborate
by creating and editing content.

A very important aspect of workspaces is the security model that ensures that all content is only visible to those users
who are supposed to see it.

In the most simple use-case, workspaces can be treated as folders for storing data that belongs to a specific project.
But they provide many more powerful aspects, such as built-in events that will appear in the workspace calendar and
the possibility to create and assigns tasks. All actions that happen in the workspace automatically appear in the social
stream, where they can be commented on by the workspace members.

In this chapter of the manual we will take a closer look at Quaive’s workspaces and how you can use them. All sections
of a workspace, content elements and subsystems will be treated here.

All workspaces in a Quaive site can be accessed in the Workspaces section. To get there please use the navigation link
in the main menu called “Workspaces”.

This opens the workspaces overview page. Here you can get an overview over all workspaces currently existing in the
Quaive site and you have the necessary permissions to see. The workspaces are displayed as coloured tiles with their
title and - if existing - a short description of what they are about.
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QUAIVE INTRANET Dashboard News

Alphabetical ¥  No grouping ¥  All workspace types¥ (O Archived O Only my workspaces Search workspaces @

Accounting Human Resources

refining HR

Office of Fishers, IN (USA)

Office of Maastricht (The Office of M
Netherlands) (Germany)

Read on to create your first workspace and discover all sections and content objects that make a workspace that
powerful tool it is meant to be:

5.1 Overview

In this section of the manual you will create your first demo workspace. Then we will take a closer look at the different
sections of this workspace.

5.1.1 Create a workspace

On the workspaces overview page that was shown on the Workspaces page of this manual, you can find a plus icon
above the list of existing workspaces.

QUAIVE INTRANET Dashboard News Libra

Alphabetical ¥  No grouping ¥  All workspacetypes ¥ (O Archived O Only my workspaces

Accounting Human Resources

N [ Officeoffishers,IN(USA

Note: If you cannot see the plus icon the user you are using does not have the necessary permissions to create
workspaces within the Quaive portal. Please ask your site administrator to grant you the necessary permissions.

After clicking the plus icon, a form opens for creating the new workspace
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Create workspace D)

Christmas card 2017

All about the christmas card 2017 for our customers.

Self-managed, private workspace v

The workspace will only be accessible for team members. Any member can add a new
team member. Once you're in the team, you can do pretty much anything. Nothing in this

group will ever be visible to non-members.

You may at any time change these settings later via the security control panel in the

workspace.

@ Create workspace © Cancel

Fill in a title and - if wanted - a short description what this workspace is about. The pulldown below the description
text area is about the security settings of the workspace. For this first workspace we will use the default value for the
security settings and so will create a self-managed, private workspace.

Note: You can see the different options when looking at the pulldown values and can get information about the
different security policies and their effects on the workspace accessibility when selecting them. For more information
on security policies please take a look here: Security

Then click “Create workspace” to finally create your first workspace.
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Quaive Intranet | C

Item created.

ee Christmas card 2017
... 1 Members [ Bookmark

What are you doing?

When entering a workspace you can see a set of icons in the coloured vertical bar on the left of the page. This is the
section navigation of the workspace and the icons represent the different sections of the workspace. Clicking them
opens the sidebar, a vertical panel for the selected section.

Quaive Intranet | Christmascard 2017

e Christmas card 2017
@

® 1 Members

4 What are you doing?

The different sections of a workspace are listed here. Click one of the links to get more information about a specific
workspace sections:

* Home

o Settings

* Documents
* Events

e Tasks
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5.1.2 Home

The first icon - the house icon - represents the home view of a workspace. When clicking on it the sidebar is closed
and the main view of the workspace with the social stream is displayed.

Learn more about using the social stream here: Social Stream.

Quaive Intranet |

ee Christmascard 2017

[ ]
® 1 Members [ Bookmark

What are you doing?

5.1.3 Settings

The gearwheel icon opens the settings section. Here all metadata of a workspace is stored and managed. Also the
members of a workspace and the workspace security settings can be edited in this area.

Learn more about managing the workspace settings here: Settings

General Members Security Advanced

Workspace title

e Christmas card 2017
o _o

® 1 Members [] Bookmark

Christmas card 2017

Workspace brief description

All about the christmas card 2017 for our customers,

Workspace hero image é

ing?
Choose file | Nofile chosen What are you doing?

D Workspace calendar visible in central calendar
application

5.1.4 Documents

In the documents section all content stored in a workspace is managed.

Learn more about handling workspace content here: Create Content
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cresmbrloiser e e Christmas card 2017
e_o

® 1 Members [ Bookmark

Q search

Christmas card 2017 ¢
All about the christmas card 2017 for our
customers.

Images What are you doing? &
Allimage material used for the christ..

[ card_text.docx

o Angela Steinhardt .
B List of customers created an hour ago in Christmas card 2017
Names and addresses of all customer...
& Drop files here or click to browse... — card_text.docx
® Like (0
Leave a comment... &

5.1.5 Events

In Quaive every workspace has its own calendar where the events of this workspace are displayed and can be managed.
There is also an option to have workspace events displayed in the site wide calendar app to be served to users outside
the workspace.

Learn more about the workspace calendar and handling events here: Events
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Quaive Intranet | Chri

+ < Today > December2016 Month Week Day O All calendars (GMT+01:00)™

Sun Mon Tue Wed Thu Fri Sat
BB Workspace calendar >
Upcoming events

10:00 — Final presentation

16 Heeingroam
DECEMBER Do afinal presentation of the christmas card 2017
o to the executive suite

Older events

14:00 — Brain storming 1
7 5 Meeting room 1

§ First brain storming meeting for our christmas card
DECEMBER

11 12 13 14 17
.| 10:00 — Kickoff meeting 10:00 Final
5 S Meeting room 1
First kickoff meeting for the christmas card 2017
DECEMBER | e
18 19 20 21 22 23 24
25 26 27 28 29 30 31

5.1.6 Tasks

In this section the tasks of this workspace are managed. New tasks can be created and you also can get an overview
over tasks created and assigned to you by other workspace users. You can also see if a task is still open or already
closed.

Learn more about tasks and their usage within a workspace here: Tasks

Christmas card 2017

1 Members [ Bookmark

General tasks
& Collect material

& Get cards printed
O Sendoutcards

What are you doing? &

5.2 Settings

This part of the manual is about how to change the different workspace settings.

The gearwheel icon opens the settings section. Here all metadata of a workspace is stored and managed. Also the
members of a workspace and the workspaces security settings can be edited in this area.
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Quaive Intranet | Christmascard 2017

General Members Security Advanced B
'ﬂ' |

Workspace title

'ﬁ' ‘ Christmas card 2017

Workspace brief description

All about the christmas card 2017 for our customers.

simts 5
Workspace hero image
A Choose file | No file chosen

J Workspace calendar visible in central calendar
application

When in settings section, you can see several tabs at the top of the sidebar. These tabs open the available subsections
of the workspace settings:

e General

o Members

* Security

e Advanced

5.2.1 General

Here general metadata like title, description and the workspace’s hero image can be changed.
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General Mmbers Security Advanced »

Workspace tite e Christmas card 2017

Christmas card 2017

e _o
®
Workspace brief description 1 Members [ Bookmark

All about the christmas card 2017 for our customers,

Workspace hero image é

ing?
Croose file | No file chosen What are you doing?

O Workspace calendar visible in central calendar
application

How to change title and description of a workspace

To change a workspace’s title and description just type a new title or description in the text field or area in the sidebar.

Quaive Intranet |

General Members Security Advanced

Christmas card 2017

1 Members [ Bookmark

All about the christmas greetings kard 2017 for our
customers.

What are you doing?

Workspace hero image ¥ & 'ﬁ
Cnoase file | No file chosen

D Workspace calendar visible in central calendar
application Ast Angela Steinhardt .3

created 5 hours ago in Christmas card 2017

Quaive Intranet | Christmas card 2017

General Members Security Advanced

S Christmas card 2017 Attributes changed.
'orkspace title

Christmas greetings card 2017 1 Members

Workspace brief description

All about the christmas greetings kard 2017 for our
customers.

What are you doing?

Workspace hero image y g é
Choose file | No file chosen

O Workspace calendar visible in central calendar
application ASt Angela Steinhardt .

created 5 hours ago in Christmas card 2017

General Members Security Advanced

« « Christmas greetings card 2017
[ ]

Christmas greetings card 2017 ® 1 Members [ Bookmark

Workspace title

Workspace brief description

All about the christmas greetings card 2017 for our
customers.

What are you doing? 14

Workspace hero image

Choose file | Mo file chosen

O Workspace calendar visible in central calendar
application A Angela Steinhardt )

created 6 hours ago in Christmas greetings card 2017
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How to change the hero image of a workspace
Each workspace can have a hero image to be displayed as a visual element in the workspace’s header section back-
ground. Changing this image can also be done in the general settings section.

To change the image click the “upload” button in the sidebar and select an image in the opening file browser of your
computer.

Quaive Intranet | Christmas greetings card 2017 D HH E 00 5w | [ christmas card 2017.. & il ) Q, Search I
Favorites Name Date M.
General Members Security Advanced
@ All My Files == workspace_hero.png Taday,
= card_mockup.pn 12 Dec|
Workspace title 3 syslabcom - -m p-png
card_text.docx 8 Dec
Christmas greetings card 2017 <7 iCloud Drive ¥ card_mockup.psd 8 Dec
o icati 7 background.j 8 Dec
Workspace brief description ’A‘ EHRIESIoS sant:withj::: Iog 8 Dec
= X ; 2
All about the christmas greetings card 2017 for (=] Desktop
customers. @ Documents
0 Downloads
testfiles

gheroimage

p file chosen
Choose file Format: | All Files

O Workspace calendar visible in central calenc
application

Options Cancel Open

The image will be changed immediately as the metadata again is autosaved.
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Quaive Intranet | Christmas greetings card 2017

General Members Security Advanced B
'ﬂ' |
Workspace title
'ﬁ' Christmas greetings card 2017

Workspace brief description

All about the christmas greetings card 2017 for our
a customers.

Workspace herg i

' Choos(file | workspace_hero.png

J Workspace calendar visible in central calendar

application

Reloading the page will display the image in the header section of your workspace.

Quaive Intranet | Chri

General Members Security Advanced

Workspace title

Christmas greetings card 2017

Workspace brief description

All about the christmas greetings card 2017 for our
customers.

Workspace hero image

Choose file | No file chosen

ee Christmas gr
e "
® 1 Members [ Bookmark

O Workspace calendar visible in central calendar
application

What are you doing?
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How to display the workspace events in the global calendar

There is a possibility to display the events of your workspace in the global calendar app. To enable this you have to

check the checkbox “Workspace calendar visible in central calendar application”

Learn more about events and the workspace calendar here: Events

Quaive Intranet | Christmas greetings card 2017

General Members Security Advanced
|

Workspace title
Christmas greetings card 2017

Workspace brief description

All about the christmas greetings card 2017 for our
customers.

Workspace hero image

Choose file | Nofile chgear

[J Workspace calendar visible in central calendar
application

5.2.2 Members

In the Members section you can see which users and groups are members of this workspace and which roles they have
on it. Here you can add new members or groups, delete existing ones or change the specific role of a member or a

group.
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Quaive Intranet | Christmas card 2017

Gene@’Me‘rmuriw Advanced
T ———

Members E e S

e e Christmas card 2017
[ ]

® 1 Members [ Bookmark

ASt  Angela Steinhardt  Admin

X+ Add user Add group

What are you doing? &

5.2.3 Security

On the security panel you can see the current security settings of the workspace. This is called the workspace policy.
You can get information about the external visibility, the join policy and the participant policy of a workspace. All
these settings of a workspace can be changed for existing workspaces whenever needed. Short explanations offer
information about the current and possible options for these settings to make sure what effects on the workspace and
it’s content a change has.

General Memh{rs Security Ayanced
=

Workspace policy

e Christmas card 2017
[ ]

Fxtern:l visibility ® 1 Members [{ Bockmark

(
Secret Private O Open

Private: The workspace is visible, but inaccessible
to outsiders. Only workspace members can access
the workspace

Join policy What are you doing? &

Admin-Managed Team-Managed O Self-Managed

Team-Managed: Workspace members can add
outsiders as a workspace member.

Participant policy

( )
Consume Produce Publish Moderate @ Guest

Moderate: Workspace members can do
everything: read, add, publish and edit content

5.2.4 Advanced

In the advanced settings section extended functionality on a workspace can be found such as setting up related
workspaces, division support but also actions like archiving, freezing or deleting the workspace
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Quaive Intranet | Christmas card 2017

General Members Secur@ Advanced ) »

T

E-mail ~

e Christmas card 2017
e_O

® 1 Members [ Bookmark

Workspace e-mail address

Workspace e-mail address

Division ~

What are you doing? &

O This represents a division

This belongs to a division

None v

Archival and freeze ~
O Archive workspace

Various A
%+ Setrelated workspaces

W Change custom order of tags
W Delete workspace

5.3 Create Content

This part of the manual is about how to use and create content in an existing workspace.

The page icon opens the documents section. Here all content of a workspace is listed and managed. There are several
content types available to store and manage data in a workspace:
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Quaive Intranet | Christmascard 2017

A Group by folder = 4 oeo A
& Q Search

= Christmas card 2017 ¢

All about the christmas card 2017 for our
D ‘ customers.

m
Images
All image material used for the christ..

card_mockup.png

card_text.docx

List of customers
Names and addresses of all customer...

) & B

& Drop files here or click to browse...

The main content types for workspaces currently existing in Quaive are:

e Document

e Folder

* Image
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e File I

In this section, the works as a file browser where the existing content of a workspace is presented in a list as you know
it from the file browser on your computer. There are several possibilities to group, filter or search for the elements in
the sidebar to help you managing your content.

Learn more about using the sidebar for managing workspace content here: Manage Content

5.3.1 Document

The document is the basic content type in Quaive. Documents are used to store text and have basic formatting possi-
bilities to display it.

How to create a document

To create a document a workspace, click the dots icon in the sidebar to open the more menu.

Quaive Intranet | Christmascard 2017

{2

Group by folder v

L
M

Q Search

&

Christmas card 2017 ¥
All about the christmas card 2017 for our

D customers.

& Drop files here or click to browse...

Select “Create document” from the list of actions.
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Quaive Intranet | Christmascard 2017

i
+
:
"h

A Group by folder v

[Z] Create document
[0 Create folder
Chr ¥ Upload file(s)
Alla % Createlink
D cust .
O Show archived documents

O Show archived tags

O Show my documents only

A form opens where you can choose the object type to be added. As “Rich text” is already selected, you do not have
to change it. Type in a title and if wanted a short description for your new document and click “Create”.
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Create document ®

B [l

Rich text Image

List of customers

Names and addresses of all customers, the card should be sent to.

. ©@Create | | ©Cancel |

Your document is created and can be edited.

Quaive Intranet | Christmas card 2017

Py Group by folder v = ot e N
o Q search
List of customers w @ [ _V Last saved in a few seconds
Christmas card 2017 & - OB I & =@ % Ea =
All about the christmas card 2017 for our
BR  iomers
e
Images >
Allimage material used for the christ..
v
& Ia List of customers
Names and addresses of all customer...
&% Drop files here or click to browse..
Angela Steinhardt
ast E

created this itemin a few seconds

Leave a comment... &

Type your text in the given text area of the open document. For formatting you can use the editor functions above the
text-area which allow basic formatting as list elements, tables and also embedded images or links.
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Quaive Intranet | Christmas card 2017

Py Group by folder v = ot e N
o Q search
List of customers w @ [ _ € Last saved a few seconds ago

Christmas card 2017 < ~ T B IS i=® % EE =

All about the christmas card 2017 for our
BR  comers
Images

Allimage material used for the christ..

~ List of customers for the christmas card:

List of customers

Names and addresses of all customer... «  Peterson & Co
« Animal friends
+ Father and sons

&» Drop files here or click to browse.. )
+ Collumnix

5.3.2 Folder

Folders in Quaive work much like they do on your computer. They can be used to structure and organize the content
of your workspace. A folder has a title and a description and can store all other types of workspace content.

How to create a folder

To add a new folder, click the dots icon in the sidebar to open the more menu.

Quaive Intranet | Christmascard 2017

A

Group by folder v

L
Ml

Q, Search

&

Christmas card 2017 ¢
All about the christmas card 2017 for our

D customers.

& Drop files here or click to browse...

Select “Create folder” from the list of actions.
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Quaive Intranet | Christmascard 2017

_

Group by folder v = 4 ooo A

Q [3 Create document

(O Create folder

Chr ¥ Uploadfile(s)

&

D Alla % createlink

cust
O Show archived documents

L O Show archived tags

O Show my documents only

A form opens where you can type in title and a short description of your new folder.

Create folder ®

Images
Allimage material used for the christmas card layout

. @Create | | ©Cancel

After clicking the button “Create” the folder is added to your workspace and immediately opens in the sidebar. Now
you can add content to your new folder.

You can change title and description of existing folders by clicking the pencil icon behind the title of the folder in the
sidebar. To get one level up back to the workspace’s root folder click the link on the workspace title above the sidebar
search field.
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Quaive Intranet | Christmascard 2017 » Imag

A € Christmas card 2017 = 4 eee A
'ﬁ' Q Search
Images ¢

All image material used for the christmas card

D layout

& Drop files here or click to browse...

5.3.3 Image
An Image object in Quaive is used for uploading image files (JPG, GIF, PNG) so that you can insert them into Quaive
documents or just have them stored in your workspace.

When uploading an image a preview is generated automatically to make it easy for you to find your images within the
workspace.

How to upload an image

Images can either be created as described in the section “How to create a document” or - as files - simply uploaded. As
the method to create an image object is almost the same as for documents we will take a closer look at the uploading
method here.

When looking at the sidebar within a workspace or a folder in document section, you can find an upload area below
the list of content.
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Quaive Intranet | Christmascard 2017 » Images
£ Christmas card 2017
Q Search

Images ¢
All image material used for the christmas card
layout

& Drop files here or click to browse...

This area is used to upload an image (or also a file). To do this you have two possibilities: You can either click the link
within the drop area and select an image via the opening file browser

Quaive Intranet | Christmascard 2017 D £ > E 00 &~ [ christmas card 2017.. 2 ] ] Q Search .
Eavorites Name Date Mc
€ Christmas card 2017 =+ £ All My Files card_text.docx Today,
¥ card_mockup.psd Today,
@ Search E 'syslabcor.n L. backgruund;ppg Toda:,
¢ iCloud Drive == santa_with_sled.jpg Today,
7‘3g Applications
Images K4 B Deskiop
All image material used for the christmas card
layout @ Documents
0 Downloads
3 testfiles
& Drop files here or click to browse...
Format: | All Files
Options Cancel Open

Or you can just add image(s) by dragging the image(s) you want to add from the file browser of your computer over
the drop area
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Quaive Intranet

£ Christmas card 2017 = 4 ees A [ christmas card 2017 material
= o ol %] = ? Q_ Search
Q Search e ————
Name ~  Date Modified Size Kind

™ background.jog 8 Dec 2016, 10:32 158 KB JPEG image
Images ¢ " card_mockup.png Yesterday, 11:18 388KB  PNG image
Allimage material used for the christmas card P® card_mockup.psd 8 Dec 2018, 10:35 1,5MB  Adobe..hop file
layout card_text.docx 8 Dec 2016, 10:40 24 KB Micros...(.docx)

== santa_with_sled.jpg 8 Dec 2018, 10:31 36 KB JPEG image

@ background.jpg

&» Drop files here or click to b

=Gl

rowse...
_sled.jpg

Both actions have the same effect, the image (or if more were selected images) is queued for upload below the upload
area and you can watch the upload process of several objects easily.
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Quaive Intranet | Christmascard 2017

£
Ml
+
.4
|

£ Christmas card 2017

Q Search

Images ¢
All image material used for the christmas card
layout

@ background.jpg

& Drop files here or click to browse...

santa_with_sled.jpg o
&Sq‘ 34.7 KiB

After the upload process has finished, the image occurs in the list of object in the sidebar. To view the image, simply
click on the list entry and the image is opened in the main content area.
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Quaive Intranet | Christmas card 2017

£ Christmas card 2017 = 4 o0

Q

background.jpg - [ @ [ [FNDfEEYY & Save v
Images
Allimage material used for the christmas card
layout

[l background.jpg

@ santa_with_sled.jpg

£ Drop files here or click to browse

5.3.4 File

A File in Quaive is one of the most powerful objects as it can hold any kind of binary file you wish to upload with
the intent to be downloaded by your site visitors. Common examples are PDFs, Word Documents, Excel tables and
spreadsheets. For the uploaded file a preview is generated automatically to give the user an idea of what the file is
about.

There is also the possibility to have version management for files in Quaive. This is a powerful method to view and
even restore older versions of a file and also get an overview over the versions in a table like version history view.

Read more about versioning here: Versioning.

How to upload a file

Uploading files works exactly the same way as uploading images - so for a how to please read “How to upload an
image”

5.4 Manage Content

In the documents section of a workspace the sidebar presents the content of the current workspace in a similar way a
file browser on your computer does. This enables you to get an overview over the content of your workspace.

To improve organization there are several display options to group, filter and hide content objects. A powerful search
option also helps to find special objects in even large workspaces within a few seconds.

Besides display functionality the sidebar also offers a lot of batch actions and other functionality:

5.4. Manage Content 53



Quaive Manual Documentation, Release 2.0

* Group by option
» Sidebar search

* Display options

e Batch actions

5.4.1 Group by option
5.4.2 Sidebar search
5.4.3 Display options

* show archived files
 show archived tags

* show my documents only

5.4.4 Batch actions

* select mode

* cut/copy/paste
* send

e archive

* download

* delete

* re-tag

¢ rename

5.5 Versioning

Versioning for uploaded files can be enabled optionally. Please contact your site’s administrator for enabling it.

If versioning is enabled and you are uploading a new version of a file that already exists in Quaive, then the old version
of the file is not simply replaced, but kept in the system. Although users will then see the new version of the file by
default, they can still access previous versions of it.

The example below shows an Excel file that is present in a workspace. We can see the preview for this file:
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Syslab Intranet | Risk ssment P isi_search_results.xlsx

isi_search_results.xlsx [l «hDrafty | @ Save v

Title Description Metaphor

Keys have unique metal color. Keys go out of the
ATTRACTION surface.

Keys are sorted by a definit order. It's sorted and
BALANCE placed with a BALANCE image.

In case a problem has occured the status bar in the
lower area of the screen will start to blink shortly to
ATTRACTION ATTRACT the user's attention to the message.

Image-schematic symbols for e.g. the symbols for
BALANCE or NO_BALANCE will visualise the user's error
BALANCE messages.

If you click on the symbol with three dots, you can open the version history:

isi_search_results.xlsx D Version history o [f] @ [ s Draftv | W Save |v
W Delete

& Archive

It shows only one entry, for the initial action:

History ®

What View Revert
Edited - Wolfgang Thomas on 2016-11-28T12:04:54401:00 View Revert to this revision

We have detected a typo in the Excel file. Therefore we want to upload a new version of it. In the edit form, we tick the
check-box “Save a new version”, select the file to upload, and optionally provide a comment that explains the changes
made. A click on the “Save” button uploads the file and creates a new version:
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Syslab Intranet | Risk ssment P isi_search_results.xlsx

isi_search_results.xlsx [ «hDrafty | @ Save A
Tags

Description

I[ZSave anew versionl

Upload a new filel Chaose File 1Si_search_results.xlsx I

| Typo: use British English |

Providing a comment is optional, but will help to identify the changes made later on.

Save this version

After a short while, the preview is re-generated, reflecting the updated state of the file:

Syslab Intranet | Risk ssment P Isi_search_results xlsx

isi_search_results.xlsx = [ @ [1 - Draftv | W Save v

Title Description Metaphor

Keys have unique metaleys go out of the

ATTRACTION surface.

Keys are sorted by a definit order. It's sorted and
BALANCE placed with a BALANCE image.

In case a problem has occured the status bar in the
lower area of the screen will start to blink shortly to
ATTRACTION ATTRACT the user's attention to the message.

If we look at the version history again, we can see a new entry about our change. We see who made the change, when
the change was made and what the nature of the change was (“edited”). Also, we see the manually entered change
note. By clicking on the “View” link next to a version, we can jump to the details page.

History ®
What View Revert
Edited - Admin Syslab on 2016-11-28T12:11:27+01:00
Typo: use British English View  Revert to this revision

Edited - Wolfgang Thomas on 2016-11-28T12:04:54401:00 View  Revert to this revision

On the details page for a specific version, we see at the top again the list of all versions. At the lower part of the page,
we see the details of the version we are currently viewing. Most importantly, we can use the “Download” button for
downloading this version of the file.

In case a new version is not wanted, a click on “Revert to this revision”, next to one of the older versions in the table
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above, will restore the selected older version.

Syslab Intranet | Risk ment ¥ isi_search_results.xlsx

Revisions of "isi_search_results.xlsx"

Performedby  Date and Time C t Actions
Working Copy  pysailor Nov 28,2016 12:11 PM modifications from revision 1
1 (preview) slcadmin Nov 28,2016 12:11PM | Typo: use British English | Revert to this revision
e () (DrEViEwW) pysailor Nov 28, 2016 12:04 PM Revert to this revision

New version

At any moment you can save the content you just edited as a new revision. Enter below a comment to identify the version and hit the
"Save as new revision" button.

Save as new revision

| Preview of Revision 0: isi_search_results.xlsx

Size 47 KB - File type application/vnd.openxmlformats-officedocument.spreadsheetml.sheet
Download

5.6 Locking

New in version 1.2.
Quaive provides locking support to prevent concurrent edits on the documents.
When the user starts to edit a document, the document goes in to a locked state.

This is transparent for the user editing the document, but other users that will visit the document will find a locked
badge instead of the normal save button.

Federal Reserve System Financial Reports wo [y @ WM 7 Privatev v [ ilocked
29CA9BI S=82% EB =

Federal Reserve System Financial Reports

Clicking on the locked badge will pop up a panel that tells the user what is going on and offers some actions:
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* the user can start a chat through the messaging app with the user who started editing the document

e the user can force the document unlock

& Locked

This document is currently locked for editing by Guido Stevens. If you think Guido is currently not editing this
document and you want to edit it now, then you can unlock the document. Unlocking the document will
allow you to edit the document and lock it for editing for other users untill you close the document.

= Unlock ) Chat with Guido

7 '

The Federal Reserve Bank financial statements also include the accounts and results of operations of
several limited liability companies (LLCs) that have been consolidated with the Federal Reserve Bank

5.7 Events

This part of the manual is about how to use and create events in an existing workspace.

Quaive has a powerful built-in system for managing and showing calendar events. Besides that, every workspace in
Quaive can hold it’s own event which makes it possible to keep users informed on important dates concerning their

workspaces.

There is also a calendar App existing in Quaive which allows you to get an overview over all events in all workspaces

that are relevant for you. .. Learn more about the calendar App here:

To access the calendar of your workspace and see which events are scheduled please click the little calendar icon in

the section navigation of your workspace.
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Quaive Intranet | Christmascard 2017

General Members Security Advanced B
'ﬂ' |

Workspace title

'ﬁ' ‘ Christmas card 2017

L Workspace brief description

All about the christmas card 2017 for our customers.

simts 5
Workspace hero image
A Choose file | No file chosen

J Workspace calendar visible in central calendar
application

In this part of the manual you will

* Create an event in a workspace

e Use the Calendar view

5.7.1 Create an event in a workspace

To create an event in a workspace, click the plus icon in the sidebar.

5.7. Events 59



Quaive Manual Documentation, Release 2.0

Quaive Intranet | Christmascard 2017

ﬂ EH  Workspace calendar >

Mo events available

This opens the create event form.
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Create event ®

Notes

Location

Organiser

Name of organiser
O Allday event

From Until

2016-12-14 11:15 2016-12-14 12:15

Timezone

Europe/Berlin v

Invitees

Invitees

@ Create event € Cancel

We will take a closer look to the fields on the create events form. From the top they are:

Event title (required): The title is displayed in all places where the event is listed - calendar, portlets, listings,

* Notes: the description is also displayed in some overviews and should therefor be short

* Location: the location the event takes place (free text)

* Organiser (user picker field): the user organising the event

» All day event: when this is selected, the start and end time settings of the event are ignored
* From (required) (calendar field): the date and time the event starts

* To (required) (calendar field): the date and time the event ends

* Timezone: the time-zone for the event’s start and end times

« Invitees (user picker field): the users that are invited to the event
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Only the title field and the start and end date and time are required. All other fields are optional and can also be left
blank.

For date fields in Quaive a handy popup-calendar helps you selecting the date easily.
Quaive user picker field

For the user related fields Quaive offers a special user picker that helps you browsing the user database to find portal
users and assign them:

Organiser

1 Please enter 2 or more characters ‘

Just enter two or more chars to search for a user within the whole Quaive portal

Organiser
An

An

Angela Steinhardt <steinhardt@syslab.com=

When selecting a user from the list of search results, the field is filled with the correct name and email address.

Organiser

@ 1 Angela Steinhardt

That’s how the form looks for our test event. To create the event just click the button “Create” at the bottom of the
form.
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Create event ®

Final presentation

Notes
Do a final presentation of the christmas card 2017 to the executive suite

Location

Meeting room 2

Organiser

@ 1 Angela Steinhardt

O Allday event

From Until

2016-12-16 10:00 2016-12-16 10:30
Timezone

Europe/Berlin v
Invitees

@ L Wolfgang Thomas X @ X Alexander Pilz X @ X Gabi Loher

| @Createevent | @ Cancel |

Your event is now created and listed in the sidebar under “Upcoming events”.

There will be a section older events which holds events of this workspace with end dates in the past. You can see that
in the next chapter of this manual when we take a closer look at the workspace’s Use the Calendar view.
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Quaive Intranet | Christmas card 2017

+ 7
BB Workspace calendar >
Final presentation oo | (@ Save
Upcoming events
10:00 — Final presentation

l 6 5 Meetingroom2

" Da afinal presentation of the christmas card 2017
DECEMEER to the executive suite

Notes

Do a final presentation of the christmas card 2017 to the executive suite

Location

Meeting room 2

Organiser

© 1 Angela Steinhardt

O All day event

From Until

2016-12-16 10:00 2016-12-16 10:30
Timezone

Europe/Berlin v
Invitees

@ 1 Wolfgang Thomas X @ 2 Alexander Pilz @ 1 Gabi Loher

5.7.2 Use the Calendar view

Besides the list of events in the sidebar Quaive offers a calendar with several view options within the workspace to get
a quick overview over all events scheduled for this workspace.

To open the calendar view please click the link “Workspace calendar” at the top of the sidebar.
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Quaive Intranet | Christmascard 2017

a + 7

ﬂ EH  Workspace calendar >
Upcoming events
D 10:00 — Final presentation
]
l 6 = Meeting room 2
s - ) Do a final presentation of the christmas card 2017
DECEMBER 45 the executive suite

The calendar shows up with a month overview for the current month. All upcoming events and events of the last few
weeks are displayed with their start time, their title and the location they are supposed to take place in brackets.
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Quaive Intranet | Christmas card 2017

+ < Today > December2016 Month Week Day O All calendars (GMT+01:00)*

Sun Sat
BB Workspace calendar >

Upcoming events

10:00 — Final presentation

16 e

i Do final presentation of the christmas card 2017
DECEMEER 4o the executive suite

14:00 Brain

Older events

14:00 — Brain storming 1
7 5 Meeting room 1

§ First brain storming meeting for our christmas card
DECEMBER

11 12 13 14 17
.| 10:00 — Kickoff meeting 10:00 Final
5 S Meeting room 1 presentation
. First kickoff meeting for the christmas card 2017 (Meeting room 2)
DECEMBER | ey
18 19 20 21 22 23 24
25 26 27 28 29 30 31

In each workspace you have also the possibility to display all events you are allowed to see that reside in other
workspaces. To show them up in your current workspace’s calendar view just tick the checkbox “All calendars” above
the calendar grid.

Q © = a % ()

Month Week D U All calendars (GMT+01:00)"

Sat

This displays all events for the visible period of time. Events that do not belong to the workspace you are currently in
are displayed in a transparent way to make it easy for you to see which events are from other workspaces.
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Quaive Intranet

Sun
BB Workspace calendar >
Upcoming events
10:00 — Final presentation

16 7 e

Decenpeg  Doafinal presentation of the christmas card 2017
S to the executive suite

Older events

14:00 — Brain storming 1

7 5 Meeting room 1

) First brain storming meeting for our christmas card

DECEMBER
11

10:00 — Kickoff meeting

5 S Meeting room 1

; First kickoff meeting for the christmas card 2017

DECEMBER iy
18
25

Christmas Day Boxing Day

< Today >

December 2016

Mon

12

19

26

Month Week Day

Wed

13 14

19:00 Christmas
party (Schwabinger
Christkindlmarkt)

20 21

27 28

Thu Fri

22 23

29 30

& All calendars (GMT+01:00)¥

Sat

10

17

24
Christmas eve
(Under the tree}

31

In the Quaive workspace calendar view - same as in the Quaive calendar app - you can switch between the calendar
month, week or day view. Here you can see the calendar week view:

Quaive Intranet |

< Today >

Sun 11 Dec

B Workspace calendar >

Upcoming events 6:00

10:00 — Final presentation

16 7 suemgroam 7:00

Da afinal presentation of the christmas card 2017

DECEMBER to the executive suite
8:00
Older events
14:00 — Brain storming 1
7 = Meeting room t 9:00
) First brain storming meeting for our christmas card
DECEMBER
10:00
.| 10:00 = Kickoff meeting
5 S Meeting room 1
; First kickoff meeting for the christmas card 2017 11:00
DECEMBER iy
12:00
13:00
14:00
15:00
16:00
17:00
18:00

Dec11-172016

Mon 12 Dec

Munlay O All calendars (GMT+01:00)¥

Wed 14 Dec

Tue 13 Dec

Thu 15 Dec Fri16 Dec

(Meeting room 2)

Sat 17 Dec

5.7. Events
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And the calendar day view:

+ < Today > Friday, 16 Dec 2016 Month Wee O All calendars (GMT+01:00)¥
o
all-day
B Workspace calendar > :
6:00
Upcoming events
10:00 — Final presentation 7:00
16 = Meeting room2
. Do a final presentation of the christmas card 2017
DECEMBER 1o the executive suite BOU
Older events
9:00
.| 14:00— Brain storming 1
7 = Meeting room
Decemage  Firstbrain stormiing meeting for our christmas eard 10:00 [

10:00 — Kiekoff meeting

11:00

Final presentation (Meeting room 2)

5 i

DECEMBER

Meeting room 1

project

First kickoff meeting for the christmas card 2017

12:00

13:00

14:00

15:00

16:00

17:00

18:00

In all calendar views you can also create new events by simply clicking the tile for this day or time period. This will
open a compact popup form to create your events in a quick and easy way.

Bl Workspace calendar

Upcoming events

16+

10:00 — Final presenti
Meeting room 2
Doafinal presentation

DECEMBER to the executive suite
Older events
14:00 — Brain stormin
7 2 Meeting room 1
First brain storming me
DECEMBER

10:00 — Kickoff meetil
5 5 Meeting room 1
. First kickoff meeting for
DECEMBER project

Create event th Week Day ™ All calendars (GMT+01:00)Y
Frent title Thu Fri Sat
Calendar D 1 2 3
— Please select a workspace - v
Motes
Event descr iption
Location 7 8 9 10
Enter a location
Organiser
Mame of organiser
O All day event
1 15 17
From 3 100050l
2016-12-14 12:30 2016-12-14 13:30 ' atio
Timezone
Europe/Berlin v
L 22 23 24
Invitees Christmas eve
Invitees (Under the tree)
| @Createevent | | @ Cancel |
25 26 27 28 29 30 31
Christmas Day Boxing Day

There is also an option to view the events of you local workspace’s calendar in the central calendar app. To enable this
you have to change the setting “Workspace calendar visible in central calendar application” in the workspace general
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settings section as described here: How to display the workspace events in the global calendar

5.8 Tasks

This part of the manual is about how to use and create tasks in an existing workspace.

In a workspace in Quaive you can use tasks to define small pieces of work and - if you want - assign this to another
user. Tasks can be closed when the job is finished and reopened again if this seems necessary. A notification email is
sent out to the different users when a task was edited or it’s status was changed.

To access the task section of your workspace and see existing tasks and their status click the little checkbox icon in the
section navigation of your workspace.

Quaive Intranet | Christmas card 2017

General tasks

Mo tasks created yet

Now you will learn how to

e Create a task in a workspace

e Change the status of a task

5.8.1 Create a task in a workspace

To create a task in a workspace, click the plus icon in the sidebar.
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Quaive Intranet | Christmascard 2017

_

General tasks

Mo tasks created yet

This opens the create task form.
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Create task )

Description

Initiator

Assignee

Pick an assignee

Due date

® Create © Cancel

We will take a closer look to the fields on the create task form. From the top they are:
* Task title (required): The title is displayed in all places where the task is listed - sidebar, portlets, listings, . ..
* Description: the description can be used to describe the task if necessary
« Initiator (user picker field): the user initiating the task (this field is prefilled by the user who created the task)
» Assignee (user picker field): the user the task is assigned to
¢ Due date (calendar field): the due date this task should be done

Only the title field is required. All other fields are optional and can also be left blank.

For date fields in Quaive a handy popup-calendar helps you selecting the date easily.

For the user related fields Quaive offers a special user picker that helps you browsing the user database to find portal
users and assign them. More about the user picker field type you can read in the events section here Quaive user picker
field

That’s how the form looks for our test task. To create the task just click the button “Create” at the bottom of the form.
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Create task

Send out cards

Description

Get the christmas cards 2017 sent out.

Initiator

@ 2 Angela Steinhardt

Assignee

© 1 Lotte Nielsen

Due date
2016-12-20

@ Create O Cancel

Your task is now created and listed in the sidebar under “General tasks”.

There will be a section older events which holds events of this workspace with end dates in the past. You can see that
in the next chapter of this manual when we take a closer look at the workspace’s Use the Calendar view.
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Quaive Intranet | Christmas card 2017

Send out cards w e ¥ & Save

Description

Get the christmas cards 2017 sent out.

Initiator

© 1 Angela Steinhardt

Assignee

© 1 Lotte Nielsen

Due date
2016-12-20

5.8.2 Change the status of a task

When you create a task in a workspace, the status of this task is open. This means, the work still has to be done, the
job awaits doing.

Usually you assign a task to a specific user and then this user has the task in his task list on the dashboard to see action
needs to be done. After this user - or also someone else - did the job, he may want to inform you about it and this can
be done by closing the task. So a closed task tells you the work has been done.

Of course tasks can be reopened again if needed so the actions described now can also be performed to re-open a
closed task. You can see the current status of all tasks in the sidebar by looking at the task’s checkbox. Checked means
the task is done, unchecked means it’s still open.
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Quaive Intranet | Christmas card 2017

Send out cards w N @Save

Description

Get the christmas cards 2017 sent out.

Initiator

© 1 Angela Steinhardt

Assignee

© 1 Lotte Nielsen

Due date
2016-12-20

To close our newly created task we click on the task title in the sidebar to open the task’s edit view. In the edit actions
bar you can see the current status of the task. For our task, the status is “Open” - you can also see this in the sidebar.

Q © = a % ()

Send out cards W[ Save

To change the status of the task open the status pulldown and select “Done”.

Q @ = a & ()

Send out cards B Save

A spinner shows that the status of the task is changed immediately and also the sidebar is updated automatically - the
checkbox in front of the task is checked now. You can also use the sidebar checkboxes to close or re-open a task by
simply checking or unchecking it’s checkbox.
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Quaive Intranet | Christmas card 2017

General tasks

i
& Collect material Send out cards w e @ Save |
Te— @Etta\ds:'rted

lend out cards

5.9 Case Workspaces

Case workspaces are a special type of workspace which help teams to manage a shared work load with discreet
milestones. You can configure a case workspace with a set of tasks and milestones and then re-use that configuration
for new projects. You can also decide who is able to work on particular tasks during each milestone and notify
workspace members when a particular milestone has been reached.

Let’s step through the process of creating and using a case workspace.

QUAIVE INTRANET Dashboard News Library Workspaces

Alphabetical ¥  No grouping ¥  All workspacetypes¥ (JArchived O Only my workspaces Search workspaces °

Accounting Human Resources

upported Applications,

Helpdesk Information...

- § W OfficeofFishers.IN(USA

Select “Case Template” as the workspace type.
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Create workspace ®

Workspace title

Workspace description

Self-managed, private workspace v

Generic workspace
Locked down, secret workspace
Self-managed, private workspace
Open community

Special workspace

Case Template

You may at any time change these settings later via the security control panel in the
workspace.

© Cancel

@© Create workspace | | |

Note: Your Quaive site may have a selection of different pre-configured case workspaces available under the ‘Special
workspace’ section.

Fill in the details and create the workspace.
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Create workspace ®

Clinical trials: XF-450

Coordinate the clinical trials of our new air purifier.

Case Template

——

[ & Create worksw € Cancel ]

On the case workspace you will see an overview of the tasks and milestones for this case workspace.

Quaive Intranet |

e e Clinical trials: XF-450
®_o

® 3 Members

Coordinate the clinical trials of our new air purifier.

New Prepare Complete Audit Propose De
&
&
<& oy
& <& i
P & 5 .
& & > @ & &
¢ \\e( Qd—J \bé\ & A &
& v~ © S e © & N 3¢
& & & & F ¢ & & O & &
< & B @ 58 & <& <¢ & N2 o = oé)

What are you doing? &

Please click on the tasks icon in the sidebar to configure additional tasks.
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Quaive Intranet | Clinical trials: XF-450

General tasks

8= New rY

[J Populate Metadata

| @@ Create new task |

= Prepare L

Identify the requirements
Draft proposal

Budget

Stakeholder feedback

0000

| © Create new task |

=& Complete ~

[ Quality check

| @ Create new task |

-2 Audit .

[ Financial audit
O Legal audit

| @ Create new task |

“® Propose Chapter 5,aWorkspaces
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Let’s create a new task to add members to the case workspace. Please click the button to add a new task to the “New”
milestone.

General tasks

= MNew r.

% Prepare W

You can add an assignee and a due date.
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Create task

Add members

Description

Invite the team members responsible for the trials

Initiator

© 1 Alice Lindstrom

Assignee

@ A Alice Lindstrom

Due date
2017-05-01

Milestone this task belongs to

New

® Create

© Cancel

You will also see the assignee and due date on the case workspace.
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Coordinate the clinical trials of our new a

MNew

You can now add complete the task by adding a team member. This works in exactly the same way as a normal
workspace, using the Members settings.

There are two ways to mark a task as complete.
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Quaive Intranet | Clinicaltri

+ 7
General tasks
-t R Add members wHe B Save
@!dd members @
Populate Metadata
Y|
Description
Invite the team members responsible for the trials

- Prepare v

» Complete A

O Quality check p

T

Initiator
st .
You can now see that the task is complete.
General tasks
& New Y
@dd members
Populate Metadata
| ©OCreatenewtask | Coordinate the clinical trials of our ne
= Prepare v
MNew
= Complete ~
= Audit L
0
bﬂi‘
“ Propose v & Y
(o) 2
RY) w
é\ ,b,@
. O G -
“* Decided v o Q 0
L Y

“* Closed L
“* Archived L
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Once all the tasks for a milestone are complete, you can close the milestone and move on to the next one.

General tasks

= New

" Add members
& Populate Metadata

| © Create new taskl | | =®=Close milestone |

% Prepare

- Complete

- Audit

¥ Propose

“® Decided

“® Closed

“* Archived

Coordinate the clinical trials of our ne

New

01 May

You can now see that the milestone is closed, you can also reopen it from the task sidebar.

5.9. Case Workspaces
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General tasks

& New .Y

& Add members

[ Populate Metadata
pa— T,

© Create new task = Feopen milestone . . .
' ' Coordinate the clinical trials of ourn

¥ Prepare PN
New
O Identify the requirements
[0 Draft proposal
O Budget
[ stakeholder feedback
| @ Createnewtask |
T
3
o
& &
=2 Complete v Q’;\\Q e
& B
== Audit v
= Propose v
# Decided v 0L May
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Apps

New in version 1.1.

Additional functionality for your Quaive site is available in the Apps tab.

QUAIVE INTRANET Dashboard News Library

App market Bookmarks Calendar Case manager
3 v Y
g 20 Jan ‘
L e i
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6.1 Administrator tool

New in version 1.2.

The applications eases the life of the site administrators.

6.1.1 User management
A fully featured user listing view, providing a search and sorting options, allows the administrator to have full control
on its site users.
The users can be sorted:
* Alphabetically
* By their state
* By creation date
* By login date

Through this application it is possible to add a new user and control their state.

6.1.2 Screenshots

The app landing page

Alphabetically ¥ st +
‘3 Enabled
g
<

Fig. 6.1: The app landing page
It shows all the users sorted alphabetically and with the possibility to search for users. If you have lots of users do not worry! The
users are paginated and will load automatically as you scroll the page.

The users sorted by their account status

Account status ¥ +
Alphabetically
Account status Disabled
Most recently added
Enabled
Most recently logged in
€ )

Fig. 6.2: The users sorted by their account status
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Activate user ®

The user account of 'Allan Neece' is deactivated. Would you
like to activate this user account?

® Activate user © Cancel

Fig. 6.3: The activate/deactivate user confirmation panel
On each row of the user listing there is a badge showing the user status. By clicking on it you will be redirected to a panel asking
you to confirm if you want to toggle the user state.

The activate/deactivate user confirmation panel

The create user panel

Activate user ®

The user account of 'Allan Neece' is deactivated. Would you
like to activate this user account?

@ Activate user @ Cancel

Fig. 6.4: The create user panel
By clicking the plus icon in the app landing page it is possible to add a new user. The user will receive an email (be sure your mail
setting in the Plone control panel are ok) with a link to reset his password.

6.1.3 How can I?

How can | delete a user?

Deleting a user is discouraged in Quaive, because this could break the “social” aspect of the intranet. Any content that
a user has created is suddenly without a connection to the creator. That is why in the Administrator Tool, you can only
disable a user to prevent further logging in.

However, there might be a reason to really delete a users, e.g. if you created a duplicate account. This is possible in
the CMS https://cms{[ }yourname{]}.quaivecloud.com/profiles/folder_contents.

In the root, click on “Contents”, then on Profiles. This takes you here: https://cms{[}yourname{]}.quaivecloud.com/
profiles/folder_contents.

Locate the duplicate profile: just hover over the link to see the URL. Tick the duplicate one, press Delete. Warning:
for a new user who has not created any content yet, this should be no problem. But deleting a user this way who has
created content already will lead to broken links.

6.2 Bookmarks

New in version 1.2.

The bookmark app takes care of providing the best way to find the documents you care about.
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The app provides you convenient groupings for your bookmarks:
* by first letter (the default one)
* by workspace
* by document creation date
* by bookmarking date

Your bookmarking experience is enhanced by the tabs that provide alternatives views that focus on subsets of docu-
ments.

We currently have the following:
¢ All bookmarks (the default one)
* Apps
* Workspaces
* People
* Documents
Convenients tiles are provided for your dashboard. You can have bookmark tiles:
¢ For all your bookmarked documents (the tile provides a search filter and a most popular bookmarks tab)
* For all your bookmarked workspaces

¢ For all your bookmarked apps

6.2.1 Screenshots

The app landing page

All bookmarks Apps Workspaces People Documents
Group by first character ¥
A D L P
A Alice Lindstrom = Draft proposal O Leave policies L Pearlie Whitby
B E M S
% Bookmarks ¢+ Example Case 4 Minutes +.+ Shareholder information
B Budget Proposal B Minutes Overview L Silvio De Paoli

K

L Kurt WeiRman

Fig. 6.5: The app landing page
It shows all the bookmarks sorted alphabetically and grouped first letter
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The bookmarks grouped by workspace

All bookmarks Apps Workspaces People Documents
Group by workspace ¥ Search bookmark
Group by first character )
Group by workspace Shareholder Not in a workspace
Grouplhyler=ationidats information % Administrator Tool
Group by bookmarking date .

. Shareholder
information

X Alice Lindstrom

<.+ Example Case

7% Bookmarks

Open Market 7 Calendar

Committee 7 Case manager

[ Budget Proposal L Kurt Weikman
W Minutes O Leave policies
2 Minutes Overview 7% Messages
7% News publisher
L pearlie whitby

X Silvio De Paoli

Fig. 6.6: The bookmarks grouped by workspace
It shows all the bookmarks grouped by workspace

The Workspaces alternative view
The Apps alternative view

The People alternative view

The Documents alternative view

The available bookmark tiles

6.3 Calendar

New in version 1.2.

The calendar app takes is the best way to have full control over your site events.
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All bookmarks Apps Workspaces People Documents

Shareholder Example Case
information

Fig. 6.7: The Workspaces alternative view
It shows all your bookmarked workspaces

All bookmarks Apps Workspaces People Documents

Messages Case manager Bookmarks Calendar

Fig. 6.8: The Apps alternative view
It shows all your bookmarked apps
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All bookmarks Apps Workspaces People Documents

@ Alice Lindstrém ‘ Kurt WeiBman @ Pearlie Whitby ‘ Silvio De Paoli

= alice_lindstrom@exam... & kurt_weissman@exam... = pe whitby@exai

Fig. 6.9: The People alternative view
It shows all your bookmarked people

All bookmarks Apps Workspaces People Documents
& Budget Proposal [ Minutes [ Minutes Overview
‘ $1,359 - HTML Ipsum Presents
i e iarieetin i - Minutes of meeting on 2014-06-09
o - e ke i "

Fig. 6.10: The Documents alternative view
It shows all your bookmarked documents
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Example Case

JO0KMarke

min

Recent Most popular

@ Minutes

@ Minutes overview

Jorge Primavera
posted 20 hours ago in Parliamentary papers guidance

On Wednesday 24 May there will be a #meeting with Fernandes S.A. to discussillo
dicta qui enim. @jamie_jacko you'll get further details from #hr for your travel to
Badalzungen — @Jamie Jacko — #meeting #hr

¥ Like @

© Show 1 older comment 3of4

Esmeralda Claassen — 20 hours ago
| was really waiting for this!

Jorge Primavera — 20 hours ago
Thanks!

Jamie Jacko — 20 hours ago
Amazing!

Leave a comment... &

Jorge Primavera
posted 20 hours age in Parliamentary papers guidance

On Wednesday 24 May there will be a #meeting with Fernandes S.A. to discussillo
dicta qui enim. @jamie_jacko you'll get further details from #hr for your travel to
Badalzungen — @Jamie Jacko — #meeting #hr

¥ Like @

© Show 1 older comment 3of4

Fig. 6.11: The available bookmark tiles

They are an amazing shortcut to your favourite content.

+

My calendars @ -~
Sclect all | Deselectall |

& Open Market Committee (-]

& Example Case [ ]

< Today > Mai2017 Month Week Day s [(GMT+01:00) ¥
Mo. Di. Mi. Do. Fr. Sa. So.
1 2 3 4 5 6 T
8 9 10 11 12 13 14
15 16 17 18 19 20 21
22 23 24 25 26 27 28
29 30 31 3 4

Fig. 6.12: The calendar month view
It shows all the events for this month, but you can navigate through the months. You can switch also to Week and day views.

Clicking on the calendar will allow you to add new events.
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6.3.1 Screenshots

The app landing page
6.4 Case Manager

New in version 1.1.

The case manager app makes it easy to see the status of case workspaces. You can search for case workspaces by a
number of parameters and you can also include archived workspaces in the results

Quaive Intranet | case

Search

Searchiin title and description

Status

All v
Archived
Clinical trials: XF-450 O showarchived warkspaces
Earliest creation Latest creation
Coordinate the clinical trials of our new air purifier. feare date
o YYYY-MM-DD YYYY-MM-DD
14%

Earliest Latest
Tasks finished Days running Modifications past 7 days ification d ification d

YYYY-MM-DD YYYY-MM-DD

Prepare Complete Propose

6.5 Messages

New in version 1.2.

6.6 News publisher

New in version 1.2.

Check http://localhost:8000/en/news.html#news-publisher

6.7 Todo

New in version 1.2.

The todo app that allows you to find, create and handle all of your tasks or todo items from a central location.
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6.7.1 Sections of the application

The application always starts with a list of tasks. Once you click on a task to view or edit it, the task list will reduce to
a sidebar and the task is shown on the right. The task list can always be restored to its full view again, by clicking on
the arrows in the sidebar.

The todo comprises of three main parts:
1. All tasks
2. My tasks

3. Personal task list

e Quaive | Todo

All tasks My tasks Personal task list
Group by origin ¥ Sort newest first¥ Open tickets ¥ Assignees¥ Initiators¥ Daterange ¥ Milestones¥ + 7
Q

X Personal tasks @ A
& 111 Clean-up mailbox © 2 years ago b gl
& Organise Christmas dinner Pilz @ 2 years ago § Qi
& 11 Order printer supplies @ 2 years ago § gl
& Fill out declarations © 2 years ago b gk

© New task
3% Minifest © ~
& 11! Workshop & Guido Stevens @ 2 years ago A John Doe
& Hintergrundcheck machen & Guido Stevens © 2 years ago A John Doe
[ !! Finanzcheck bzgl. fritherer Zuwendungen & Guido Stevens @ 2 years ago A John Doe
& Meinung Generalvikar einholen & Alexander Pilz ® 2 years ago A John Doe

© New task
% Open Market Committee & A
& ! Organise Christmas get-together & Liz Baker © 2 years ago A John Doe
& Finalise budget & Guido Stevens @ 2 years ago A John Doe

© New task

All tasks

In the all tasks section you may find any task that you created, that is assigned to you or that you have view and/or
editing rights on.

My tasks

My tasks aggregates only tasks that are assigned to you. Either by yourself, or by others.

Personal task list

The personal task list show tickets that are created through the Todo app, which do not live in a Workspace.
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6.7.2 Create tasks

You can created tasks by clicking on the button marked with a plus. On the screen that follows, you can enter details
about the task, including a title for the task, a longer description about the task, the assignee and the due date.

Respond to John's inquiry

Initiator

@ 1 Liz Baker <liz.baker@foo.com>

Assignee

@ X Edmund Hall <edmund.hall@aircanada.com>

Due date

Destination

Lounge renovations v

Milestone this task belongs to

Neu &

Attached documents from this workspace

@ D Waste not want not

© Create © Cancel

It’s also noteworthy that you can select the destination of the task. By default, tasks end up on your personal task list.
But you can also select a workspace in which the task will be created.

6.7.3 Groupings and filters

You may choose a certain grouping for your tasks that fits your way of working best. If you’re monitoring a programme
of different projects, it might convenient to group by origin (default). Other grouping methods include: by assignee,
initiator, task state (open/closed), priority or no grouping at all.

jwest first v
Group by origin and milestone

Group by pri
No grouping
L Personal tasks @
& 111 Cle:
& Orgar

Besides grouping, it is also possible to change the order in which the tasks are sorted or reduce the items on the list by
using any of the filters above the search bar.

Sorting and filters are hidden in the sidebar view and only available in the full list view.
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6.7.4 Find tasks

All tasks on the entire intranet that you have view or edit rights on can be found through the search feature. Just type
in a few letters of the title or description of the task you are looking for and it will appear in the list underneath the

search box.

s quaive | Todo

Alltasks My tasks Personaltask list

Meinung Generalvikar einholen

Group by origin ¥ + 7
Q en
© Reset search and filters
&% Minifest @ ~

& Hintergrundcheck machen
& 1! Finanzcheck bzgl. friiherer Zuwendungen
® Meinung Generalvikar einholen

Read the manual

(7]

Search, filters and groupings can be combined.

méen

Description

T Closed v Last saved 2 years ago

Meinung des Generalvikars zum Umfang der Forderung einholen.

Initiator

@ L Liz Baker <lizbaker@foo.com>

Assignee

@ L Hans Mittelmaier <hans.mittelmaier@foo.com>

Due date

Attached documents
@ A

ess risks to digital continuity Annotated

[ Research report

© Attach a document

Milestone this task belongs to

No milestone

Prinritv

You may reset both the search results and the filters by clicking on the button that reads ‘“Reset search and filters”.
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Search

New in version 1.0.

The search is the tool of choice if you know what you are looking for but not exactly where to find it.

7.1 Using the search icon

Among the icons in the top right corner you will find the search icon (a magnifying glass).
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QUAIVE INTRANET Dashboard News Library Workspaces Apps

Activity centric view ¥

Activity stream

What are you doing? &

(R )]

@ Q a @ e All activities ¥
Alice Lindstrom
published a few seconds ago

— #Safety #Manual

T e Qe e - .
o, Ji=== = Fire Extinguisher Manual
.
Recent Mest popular [
T
No bookmarks were found = in: -
w0 Like @
Leave a comment... &
Documents
Fire Extinguisher Manual John Smith
published 7 days ago in FAZEmed internals

Quaive Folder GERMAN (PDF)

B
B
B quaive Folder (PDF)
B aring-for-the-elderly.jpg
B snvso64sIrG Quaive Folder GERMAN (PDF)
A printable flyer about Quaive, in German

Click it and a text input opens. Enter one or more words that are contained in the document you are looking for.

Sage Heal

QUAIVE INTRANET Dashboard News Library Workspaces Apps

Activity centric view ¥

Activity stream

What are you doing?
s A M AT L

Submit your input by pressing enter. You are taken to the search results page.
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7.2 The search results

Quaive Intranet

Sage Heal

All

Document types
[0 Library Folder
O Library Section
[ Microsoft Word Document

B News ltem

Source: etz meddevic criine. com.

@ Page P Hesttn

People

13 items matched your search.

Did you mean safe Heal ?

e bnttue's sl op et

e ofers s on ssues expestedto impsct the
hesitheare st

PDF document

Date range

Tags

W Africa

¥ CSR

% External material
% Form

clements that il maset
the medicsl device inatry in 2016 mchute:

red. T plan Bits members a3
scted thrugh sgpee

% Health

% HR

% Market analysis
¥ NewEmployees
% Research

™ Cafan

Images Files

Options ¥

8 Healthcare Trends That Will Transform Medtech In 2016

In 2016, millions of American consumers will likely have their first video
consults, be prescribed their first health apps, and begin using their
smartphones as personal diagnostic tools. These new experiences will begin
to make real the dream of anywhere, anytime healthcare, changing consumer
expectations and fueling innovation.
/news/8-healthcare-trends-that-will-transform-medtech-in-2016

(3 Health Insurance

Aibrary/human-resources/health-insurance

[3 Health Insurance Plans
ibrary/human-resources/health-insurance/health-insurance-plans

[@ Health Insurance Application Form (family)
ibrary/human-resources/health-insurance/quaive-marketplace-application-
for-familv.odfview

A list of results is displayed. The results most relevant to the search are shown at the top of the list. Results will have

a preview and/or description where available.

7.2. The search results
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Quaive Intranet

Sage Heal

All People

Document types

[ Library Folder Did you mean safe Heal ?

O Library Section

[ Microsoft Word Document

13 items matched your search.

Images Files

Options ¥

B News ltem
B Page
PDF document

S etz mestdeviceariing com

s Heshth Researeh bnstitu's sl op et

e ofrs g on ssues Expested to imgsct the

hesithcare iy, Spec lements that wl smgact

the medicsl device industry in 2016 mchute:

L Merger maria — High profle mergers nd secpistions
Wil ortinue in 01, withreguistars taking cemer

Date range

need 10 e thee sz ke and resourcesta el

Tags

W Africa

¥ CSR
e e curemployees the securty of il

) s e an i e sk s

% External material
Health Maintenance Organization (HMO)
B P —

% Form s i el
et s S i s

¥ Health g amargemerts.
P ——

% HR e o o ey, e o

irtusly o clam forms, and s with o withaan
ket il encarag member ta ot abih onging

% Market analysis
% NewEmployees
% Research

W Cafohs

8 Healthcare Trends That Will Transform Medtech In 2016

In 2016, millions of American consumers will likely have their first video
consults, be prescribed their first health apps, and begin using their
smartphones as personal diagnostic tools. These new experiences will begin
to make real the dream of anywhere, anytime healthcare, changing consumer
expectations and fueling innovation.
/news/8-healthcare-trends-that-will-transform-medtech-in-2016

3 Health Insurance

ibrary/human-resources/health-insurance

[3 Health Insurance Plans

Aibrary/human-resources/health-insurance/health-insurance-plans

[© Health Insurance Application Form (family)
ibrary/human-resources/health-insurance/quaive-marketplace-application-

for-familv ndfiiew

There is an options menu that allows you to

* hide the previews to save some space on your screen

* change the sorting to have the most recent results at the top of the list.

Quaive Intranet

Sage Heal

All People

Document types 13 items matched your search.

O3 Library Folder Did you mean safe Heal ?
O Library Section

[® Microsoft Word Document
B News Item

2 Page

PDF document

Source: Mt/ meddevic coriine.com..

Pncs Heslth Research bnsttue's sl op Health
e ofers izt on ssues expested to impsct the
5 clemens thatwil mpact
the meticl device indury n 2016 mclute
£ Merger maria — Hightale mergers and scquistion:
Wil cartins 1 2015, with reguistors taking cener
age inthe debae aver how conaidation mpscts
armmers whi considstion wil elp the sezrers
rengthen prosict patiaion s negatisting
prstiars with arger praviders s gy, lesders wil
a0 need 10 e theiescabe and resources 1o redeine

Daterange

Images Files

Options ¥

& Display previews

® Sort by relevancy
O sort by date

8 Healthcare Trends Tt Will Tr|
In 2016, millions of American cdw
consults, be prescribed their first heal

UMcro Wit sty 1ave arci mst viacw
apps, and begin using their
smartphones as personal diagnostic tools. ThesE TreTrexpesierres begin
to make real the dream of anywhere, anytime healthcare, changing consumer
expectations and fueling innovation.
/news/8-healthcare-trends-that-will-transform-medtech-in-2016

Above the results list you can see how many results were found.
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Quaive Intranet

Sage Heal Q

All People Images Files

Document types atched your search. Options ¥

O Library Folder Did you mean safe Heal ?
O Library Section
@ Microsoft Word Document

B News ltem 8 Healthcare Trends That Will Transform Medtech In 2016

Srmere- it mesbleic oo con

7.3 Filters

New in version 1.1.

If the list is long you can narrow down your search by selecting filters on the left. If, for example, you know the type
of document you are looking for then you can select it from the offered document types. The result list is updated to
reflect your selection.

Quaive Intranet

Sage Heal Q

All People Images Files

O Resetfilters @ems matched your search. Options ¥

Did you mean safe Heal ?
Document types

3 Library Folder

O Library Section Non-Profit-Burkina-Faso.doc

—_— Jworkspaces/ouagadougou-hospital-donation/non-profit-burkina-
B News ltem faso.doc/view
B Page

PDF document

Date range

Tags

¥ Africa

% CSR

¥ External material
% Form

¥ Health

% HR

¥ Market analysis

@ New Fmnlaveac

7.4 Spell checking

New in version 1.1.

Even if there is a typo in your search you can still find what you are looking for. The search will suggest search words
with similar spelling to those you entered.
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Quaive Intranet

Sage Heal

All People

Document types 13 items matched your search.

O Library Folder

O Library Section

[ Microsoft Word Document
B News ltem

B Page

PDF document

S etz mestdeviceariing com

Date range

Tags
W Africa
¥ CSR

% External material

e cnyees the securty of s bilnsred
Reaith care plan without b sking your et

Health Maintenance Organization (HMO)

% Form
¥ Health

he K provides corneehersiv ek o vl
® HR e o o ey, e .

et g members ta otabih onging

% Market analysis

% NewEmployees — i
PR ——

W Research o -

& Cafons

7.5 Alternate result views

New in version 1.1.

Did you mean safe Heal ?

Images Files

Options ¥

8 Healthcare Trends That Will Transform Medtech In 2016

In 2016, millions of American consumers will likely have their first video
consults, be prescribed their first health apps, and begin using their
smartphones as personal diagnostic tools. These new experiences will begin
to make real the dream of anywhere, anytime healthcare, changing consumer
expectations and fueling innovation.
/news/8-healthcare-trends-that-will-transform-medtech-in-2016

3 Health Insurance
ibrary/human-resources/health-insurance

[3 Health Insurance Plans
Aibrary/human-resources/health-insurance/health-insurance-plans

[© Health Insurance Application Form (family)
ibrary/human-resources/health-insurance/quaive-marketplace-application-
for-familv.odfview

Several specialized results pages help you search for specific things, for example people. They are accessible as tabs

on the default results page.

Quaive Intranet

Sage Heal

All People

Images Files

Document types

© Library Folder Did you mean safe Heal ?
O Library Section
[ Microsoft Word Document

El News Item

13 items matched your search.

Options ¥

[E] 8 Healthcare Trends That Will Transform Medtech In 2016
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CHAPTER 8

Social Stream

New in version 1.0.

Coming soon. ..
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CHAPTER 9

Changelog

The latest Quaive release is MARS (version 1.2). The latest community release is GAIA (version 1.1).

9.1 What’s new in MARS

9.1.1 Apps

* Administrator tools
* Bookmarks

* Calendar

* Messages

¢ News publisher

* Todo

9.1.2 Layout

* The dashboard can be customized per user

* Welcome splash screens for the users with can be used to train the users after an upgrade

9.1.3 Workspaces

* Improved locking support
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9.2 What’s new in GAIA

9.2.1 Activity stream

* it is now enabled also on workspace documents

* posts and comments can be edited and deleted

* the posts now fully support attachments previews

* posts can be tagged and we have a tag streams views

* you can follow tags and view a stream filtered to your interests

9.2.2 Apps

* A pluggable system has been setup to include a growing ecosystem of apps

* The case Manager app allows the users to have a full control on the ongoing cases

9.2.3 Workspaces
» Extended sidebar functionality. We now have improved bulk actions to cut, copy, paste, delete, share, and
download multiple objects at once
* We support archiving workspaces, cases and documents
* Workspaces and Cases can be grouped in divisions
* Workspaces and Cases can accept guest users

¢ Cases can be frozen

9.2.4 Layout

* The dashboard page is now customizable site wide

* Added the possibility to easily add some javascript in each page (useful, e.g. for adding piwik or google analytics
tracking code)

 The search UI has grown in functionality. We have a complex faceting system and the search results are divided
in categories (All results, Peoples, Files, Images)

* Each search result has a rich preview.
* The search options parameters are automatically stored for each user to provide a personal experience
* User profile improved search for user own documents

» User profile editing improved (avatar and other field controlled through the web)

9.2.5 Quaive codebase

* Is now tested against the last stable Plone version (5.0.7 at the time of writing).
* The user profile API has new and more performant methods

¢ SOLR: maintenance views
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* Membrane groups

e WYSIWYG editor switch to redactor
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