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EXIOPOL INTRANET

What is the EXIOPOL INTRANET

It is a set of tools that allows generic working teams to share documents, deadlines and useful
contacts to achieve their objectives.

The EXIOPOL INTRANET contains three main tools:

Calendar
Documents

ContactS

Requirements

The technical requirements to access the intranet are as follows:

Browser Firefox 2 or Internet Explorer 7 with Javascript enabled
Monitor with minimum resolution of 1024 x 768 px

Internet connection (an ADSL connection allows better use)

An active account (please see the instructions below)

A valid email address
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How to create an account

ey EXIOPOL : Register
b i @ /l‘ @ hrep:/ 'www.feem-project.net/exiopol/register.phpTids=38 i . .
S T Please follow the instructions below in order to
e 0005 create an account:
1. Access the web site at the url address:
http://www.feem-project.net/exiopol /
Account Data
Username () | | 2. Click on INTRANET and then click on
User data I‘egl Ster
Name (%) | | . .
d b P | | 3. The connection to the sewer 1S
N et Instituction (") I I protected by an SSL certificate. data can
. Objectives Instituction Acronym (*)
— 3 | | therefore be sent safely (HTTPS).
U Bt Address (*) . . . .
L 4. A registration window will appear
. Cluster IV
ol BNy | | 5. Please fill in all the fields and select at
® According to article 10 of law no 875 .
e cated 31 Degember 1996 and ﬂ least one WorkStream of interest. You
¥ Downloads subsequentDngs 196/2003, { . e e
e e eemn ot o will have the possibility to add/remove
! e R R | your registration to a given WorkStream
® Newsletter inform you that the personal data 4 :
® Site Map provided bv vou will be used in 1 later by enterll’lg the PI‘Oﬁle arca. A user
@ Intranet Privacy (*) ; = | .
Must Agree agree b can subscribe to more than one

workstream.
6. Please select a password with at least 8 alphanumeric characters

7. Fill in all the fields and click on “REGISTER ACCOUNT”. You will receive a confirmation
email.

Your account will be activated by the EXIOPOL INTRANET Administrator. Please wait until you
receive an email informing you that your account is active.

How to LOGIN

000 o To access the INTRANET you need an active
- @ /I‘ @ https: //feem-proje & ¥ | = * Google account.
;’"“imia’“ dltime notizie 1. Click on INTRANET in the left menu
EXIOPOL : Intranet X

2. Fill in your username and password

o VV_\,,/ o 3. Click on “LOG IN”
Username: I;our_username
Password: =+ Forgot your password ?
Log in

If you have forgotten your password you can ask for
a new one. In order to ask for a new password,
please click INTRANET in the left menu, and then
click “Send Password”. You can ask for a new
password if you know your user name or registration E-mail.

& Hnama

2007/10/28 © 2007 Exiopol —v 0.1a 4/13


http://www.feem-project.net/exiopol
http://www.feem-project.net/exiopol
http://www.feem-project.net/exiopol

The EXIOPOL INTRANET

Structure

List of WorkStreamS (W.S.)
Tool bar —

Fry

. - - rakrdarnm v i (hL Ly @t

Loww Faiie K paaae

e - E Lk s 104 - [ bmin o B v+ GB birader -0 Seir wees < el e ) e = 0 leas & Neaanie < 00
;

INTRANET \

Options for the
active tool

Tool bar

The tool bar includes all the tools to interact with the intranet

List of W.S. (Work Stream)

It contains a menu with a list of all the W.S. to which you can subscribe. It is possible to move from
one W.S. to another by selecting the W.S. of destination in the menu and clicking on the icon
“Change Work Stream”

Title of the active W.S.
Title of the active Work Stream.

Active tool
It is the running tool. In the tool bar the active tool is highlighted in red.

Actions of the active tool

It shows the list of possible interactions with the active tool.

2007/10/28 © 2007 Exiopol — v 0.1a 5/13



Calendar

s s s e s e e aie s e s s seeesee— The calendar allows you to
check monthly deadlines.
Click the Prev and Next
icons to move backward or
forward, respectively. Click
Today to go back to the
current month.

OCTOBER 2007 NOVEMBER 2007

The current day is marked
in blue. Days with deadlines
or meetings are marked in
red.

There are 3 boxes on the
right:

1. Form to create new
Meetings &
Deadlines

2. Project Meetings & Deadlines
3. Work Stream Meetings & Deadlines

Create new Meetings & Deadlines

The right bar allows you to
add/remove a new appointment in . October, 2007

your Work Stream. R
1 2 B3] 4
Description: Click on “Date” to see the calendar || [F—G—_ue. 7 8 9 10 11

14 15 16 17 18

and select the date and time of the 2 2 23 2 25
new appointment.

You will then be able to insert the
title and the description of the new
appointment, and specify the
category. Click on “Save” to save
your changes.

28| 2%

Category: Deadline
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OCTOBER 2007 NOVEMBER 2007

Description:

Category: Deadline

2007-10-25 20:12:00: Test g

e/

Appolntments

A
s
v
Completato feem-projectnet.serversicuro.it ﬁ 4

When the new appointment has been saved, the corresponding day is marked in red and it also
appears in the right bar.

Project Meetings & Deadline
The next 5 project appointments are SHOWN.

Work Stream Meetings & Deadlines

The next 5 Work Stream appointments are shown. Click on the “trash” icon to remove one
appointment.

ATTENTION: TECHNICAL SPECIFICATION: All users who have subscribed to a given Work
Stream can remove all the W.S. appointments, but they cannot remove those in the Project

appointments box. Project appointments are managed by the Administrator.

Appointment details

‘WORK STREAM I.1: STRATEGY, POLICY DEMANDS AND INSTITUTIONAL EMBEDMENT OF RESULTS

Clicking on a day in the Calendar
with one or more appointments will
Prevolus Day enable you to see all the details of the

appointments.

2007-10-29 20:12:00 W.5. Deadline Test this is a test
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Documents

INTRANET

Welcome n. d.
]
@ I rr.}ﬁ — WORK STREAM 1.1 [ ~]
2 Change Work Stream
No Category

Calendar Documents Contacts Profile W.S. User Logout

WORK STREAM I.1: STRATEGY, POLICY DEMANDS AND INSTITUTIONAL EMBEDMENT OF RESULTS

As for the Calendar tool, the Documents tool is divided in Work Stream documents and Project
documents.

Create New Category

WORK STREAM I.1: STRATEGY, POLICY DEMANDS AND INSTITUTIONAL EMBEDMENT OF RESULTS

test file test description - 6593 E‘

Uncategorized Documents

To download a file, click on the “floppy disk” icon.

To remove a Work Stream file, click on the “Trash” icon. The file will be deleted and impossible
to retrieve.

ATTENTION: TECHNICAL SPECIFICATION: All SUBSCRIBERS to a given Work Stream can
remove all the W.S. documents, but they cannot remove those in the Project documents box. Project

documents are managed by the Administrator.
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How to create a new document category

P o — To upload a document, you first need to create a document
category.

—— — 1 To create a new category, insert a Title in the Title box and click
on “Create New Category”

ATTENTION: TECHNICAL SPECIFICATION: All
SUBSCRIBERS to a given Work Stream can remove all the W.S.

R0 categories.

When a category is removed, the related files are not deleted but
moved to the category “Uncategorized Documents”.

How to upload a file

To upload a file in the W.S. document area select a document
category, and specify the Title and the Description of the file. Click
Category: | thisIs a category test on Browse to select the file in your PC.

Title: test title

test description|

Description:

ATTENTION: TECHNICAL SPECIFICATION: It is not possible
Flle: E@m

T — to upload files bigger than 30 MB. If you need to upload files
bigger than 30 MB, please contact chiara.travisi@feem.it, Cc:

sebastiano.vascon@feem.it
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Shared contacts

INTRANET

— Welcome n. d.
[
F(}E — WORK STREAM 1.1 |~ |
2 i Change Work Stream

e ——
Calendar Documents Contacts Profile W.S. User Logout

WORK STREAM I.1: STRATEGY, POLICY DEMANDS AND INSTITUTIONAL EMBEDMENT OF RESULTS

Search:

ABCDEFGHIJKLMNOPQRSTUVWXY?Z
_——— s Instituction

Acronym:
[+]4] #]4] [#]4] [#]4]

Sebastiano sebastiano.vascon@feem. it

Click on Contacts to page to the database of the Intranet users.

Contacts are listed by default according to the Surname field. Select a letter to display all the
contacts with Surname starting with the selected letter.

Contacts can also be displayed BY fields: Name, Affiliation (Acronym), and email.

Click on the symbol +” “Details” to display all the contact details of the selected user.

User details

"o0 ) https://feem-projectnet.serversicuro.it - Co... (=} BOX Wlth user ContaCt detalls.

Account Data

User data

‘Work Stream Subscription

How to search for a contact

You can search by all the user fields, or you can search
specifically for users belonging to a given Institution
Semech: (Acronym).

Instituction
Acronym:

2007/10/28 © 2007 Exiopol — v 0.1a 10/13



Profile

You can modify and update your registration data with the “Profile” tool. All the data can be
modified with the exception of the username.

This tool includes three blocks:
e (Change Password
e Change user data

o Subscribe to Work Streams

How to change Password

Change Password

You can change your password by
typing your old one and your new
one.

Click on “Change Password” to save

Change Passworg the change in your account.

The new password must meet the following criteria:
e Minimum length 8 characters

e Use alphanumeric characters only

How to change user data

In this area you can modify your user
registration data.

User data

Click on “Save Profile” to save your

Fondaziene Enl Enrice Mattel changes.

sebastiano.vascon@feem. |t

Sawve Profile
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How to subscribe to Work Streams

Work Stream Subscription

2007/10/28

Save Subscription

Users can access all the Work Streams
in the Intranet, if and only if they
subscribe to them. subscribing to the
work streams is simple.

Select the work streams you are
interested or directly involved in by
clicking on the white box on the right
side.

Click on “save subscription” to save
the registration or removal of the
selected W.S.s.

© 2007 Exiopol — v 0.1a 12/13



Users of the active Work Stream

INTRANET

ooy m e Welcome n. d.
I Ff}a g‘;’% D" WORK STREAM 1.1 [~
. e Change Work Stream

Calend D 1ents Contact Profile W.5. User Logout

WORK STREAM I.1: STRATEGY, POLICY DEMANDS AND INSTITUTIONAL EMBEDMENT OF RESULTS

Search:
ABCDEFGHIJIJKLMNOPQRSTUVWXY?Z

Instituction
Acronym:

Sebastiano Vascon Fondazione Eni Enrico Mattel sebastiano.vascon@feem.it

In the “W.S. User” tool area, you can search for And display the contact details of users who have
subscribed to the active W.S.

How to Logout
The last ICON in the toOl bar is “Logout”.

Click “Logout” when you want to close your work session in the Intranet. It is very important to
Logout in order to PREVENT THE ACCESS OF non-authorised USERS TO THE PROJECT

INTRANET.
The only way to Logout is to click tHe “Logout” ICON.

Technical HELP

For any technical problems or queries, please contact the EXIOPOL webmaster

Sebastiano Vascon: sebastiano.vascon@feem.it
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