
Workspaces	  Guide	  

	   1	  

Table	  of	  contents	  

CREATE	  A	  WORKSPACE	  ......................................................................................................	  1	  

CREATE	  AN	  ARBORESCENCE	  ...............................................................................................	  2	  

ADMINISTER	  DIRECTORIES	  OF	  YOUR	  GROUP	  ......................................................................	  3	  

ADD	  DOCUMENTS	  ..............................................................................................................	  4	  

MANAGE	  MEMBERS	  OF	  YOUR	  GROUP/ADD	  USERS	  ............................................................	  5	  

ADD	  EVENTS	  TO	  YOUR	  GROUP	  ...........................................................................................	  5	  

JOIN	  A	  GROUP	  ...................................................................................................................	  6	  
	  
	  
NB:	   FOR	   ALL	   ACTIVITIES	   IN	   THE	   WORKSPACES,	   YOU	   NEED	   TO	   BE	   LOGGED	   INTO	   YOUR	  
ACCOUNT	  

CREATE	  A	  WORKSPACE	  
	  
To	  create	  a	  workspace,	  from	  the	  workspaces	  homepage,	  click	  on	  CREATE	  A	  
GROUP	  from	  the	  list	  of	  blue	  tabs	  on	  the	  right.	  
	  
	  
	  
	  
	  
	  
	  
	  

	  
	  
	  
	  
	  
Insert	  the	  name	  of	  your	  workspace	  in	  
the	  field	  TITLE.	  	  
	  
You	  can	  also	  add	  a	  description	  
(Description)	  of	  your	  group	  and	  an	  
image	  (Illustration).	  	  
	  
Then	  click	  on	  SAVE	  at	  the	  bottom	  
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CREATE	  AN	  ARBORESCENCE	  
Having	  an	  arborescence	  will	  allow	  you	  to	  create	  different	  folders	  to	  better	  classify	  your	  files.	  
	  
	  
	  
Click	  on	  ADD	  DIRECTORY	  	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
Give	  a	  name	  (Title*)	  to	  
your	  folder.	  For	  
example	  xxxxxx	  
	  
Select	  a	  parent	  term.	  A	  
parent	  term	  is	  the	  
source	  of	  your	  folder.	  	  
All	  folders	  start	  being	  
classified	  under	  ‘root’.	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
Your	  xxxxxx	  folder	  is	  now	  created.	  	  
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If	  you	  want	  to	  create	  a	  subfolder	  of	  the	  folder	  xxxxxx,	  select	  folder	  xxxxxx	  as	  the	  root.	  If	  you	  
are	  creating	  many	  subfolders	  you	  can	  order	  them	  by	  selecting	  the	  Weight*.	  	  Folders	  will	  be	  
displayed	  in	  ascending	  order	  by	  weight.	  

	  
	  

ADMINISTER	  DIRECTORIES	  OF	  YOUR	  GROUP	  	  
If	  you	  want	  to	  change	  your	  arborescence	  or	  delete	  a	  subfolder,	  click	  on	  ADMINISTER	  
DIRECTORIES.	  	  
	  
Click	  on	  EDIT	  to	  DELETE	  a	  folder/subfolder.	  
Click	  on	  the	  arrow	  to	  re-‐arrange	  the	  order	  of	  folders.	  
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ADD	  DOCUMENTS	  
To	  add	  documents	  to	  your	  group,	  you	  should	  create	  -‐	  if	  relevant	  -‐	  an	  arborescence	  (see	  
CREAT	  AN	  ARBORESCENCE).	  
	  	  
To	  add	  a	  document	  to	  one	  folder,	  select	  the	  folder	  (for	  example	  here	  it’s	  subfolder	  yyyyyy)	  
	  

	  
	  
Then	  click	  on	  ADD	  DOCUMENT.	  You	  can	  only	  upload	  one	  document	  at	  the	  time.	  
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MANAGE	  MEMBERS	  OF	  YOUR	  GROUP/ADD	  USERS	  
	  
To	  manage	  roles	  of	  your	  group	  members,	  from	  your	  group,	  click	  on	  MEMBERS,	  then	  
MANAGE	  MEMBERS	  
	  
To	  add	  users	  to	  your	  group,	  click	  on	  MEMBERS,	  then	  ADD	  USERS	  
	  

	  
	  

ADD	  EVENTS	  TO	  YOUR	  GROUP	  
From	  your	  group,	  click	  on	  CALENDAR,	  then	  ADD	  EVENT.	  
	  
	  
	  
	  
	  
	  
Insert	  the	  name	  of	  your	  event	  and	  indicate	  
the	  date	  and	  time	  in	  the	  respective	  fields.	  If	  
the	  event	  lasts	  for	  more	  than	  one	  day	  click	  
on	  SHOW	  END	  DATE	  to	  select	  the	  last	  day.	  
	  
	  
	  
	  
	  
	  
You	  can	  add	  the	  exact	  address	  of	  the	  event	  
by	  selecting	  COUNTRY.	  The	  address	  field	  
will	  automatically	  appear	  after	  the	  country	  
selection.	  
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JOIN	  A	  GROUP	  
From	  the	  extranet	  homepage,	  click	  on	  LIST	  of	  GROUPS	  from	  the	  list	  of	  blue	  tabs	  on	  the	  right.	  
	  

	  
	  
Then	  click	  on	  subscribe	  next	  to	  the	  group	  you	  want	  to	  join.	  


