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wbc-inco.net

Co-ordination of Research Policies
with the Western Balkan Countries

Project number: PL 212029

User Manual

For the contributors to the WBC-
INCO.NET website

Summary

This manual is presented as a tool, whose main objective will be to guide and show
the different features offered by WBC-INCO.NET for each of the profiles involved
(Registered user, Team member, NCP member, Steering Platform member, Editor).

For further help, please contact: office@wbc-inco.net
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1 Introduction

1.1 Development of the WBC-INCO.NET project website

Building on the website of the Information Office of the Steering Platform, the WBC-
INCO.NET project was taking over all the content developed and the platform.
Therefore, WBC-INCO.NET could start with a good user-base and a well-developed
knowledge-base. In July 2008, the WBC-INCO.NET project went online with a new
and improved version of the website (http://www.wbc-inco.net). In 2009, the website
has been further updated and expanded from the technical and content side. Several
new features were included, such as implementation of a new section dedicated to
calls. In 2010, a new area dedicated to Research Infrastructures has been integrated
into the website and minor adjustments were made on different parts of the website.
In 2011/2012 a complete redesign of the WBC-INCO.NET website incorporating
several new features was developed and implemented. The new website was
launched on April 2, 2012.

1.2 About this manual

Since the new portal offers increased interactivity and more user generated content,
the main purpose of this document is to guide WBC-INCO.NET users and show the
features offered by this portal for each of the profiles involved (Registered user,
Team member, NCP member, Steering Platform member, Editor).

This manual focuses however on the “individualization” possibilities of this website, in
other words on presenting activities which can be done by all registered users.

This manual is based on screenshots of the WBC-INCO.NET portal to explain the
different sections, the tasks to perform and the available options.
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2 Working with the new WBC-INCO.NET webpage

The WBC-INCO.NET home page (http://www.wbc-inco.net) looks as follows:
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Figure 1: New WBC-INCO.NET website — start page

In the upper right-hand area (marked red in the Figure 1) you have the possibility to
Sign up for an account if you do not have an account yet or to Sign in with your log
in data.

At a glance, the WBC-INCO.NET portal offers the following sections:

About us (read more about our activities in the new section: Project results)

News and Databases (News, Events, Calls; Documents;Links;
Organisations;Projects;Research Infrastructures.)
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Useful tools (You will find here at a glance further information related to Horizon
2020, FP7, other European programmes, bilateral cooperation with and in the WB
region; on finding open calls and project partners. Furthermore, if you are financial
project manager, (potential) evaluator, mobile student or researcher, or if you work
for or manage a SME which is involved in research — there are also sections within
this area providing specific information focusing just on your needs. Finally, we also
prepared some relevant documents; links etc. regarding dissemination activities in
general or even documents also published in WBC languages which are related to
research and innovation or to different funding opportunities.)

Glossary (Relevant and practical definitions of important terms used in project
management, related to research and innovation etc.)

Zones (All WBC-INCO.NET databases (news, events, calls, documents, links,
organisations, projects and research infrastructures) are technically available in five
different zones: Public zone, My zone, Team zone, NCP zone and Steering Platform
zone.)

Notice board (The general purpose of the notice board is to encourage the
communication between WBC-INCO.NET users and to encourage the exchange of
innovative ideas or practical information.)

Featured Documents (Relevant documents which deserve your special attention.)
Featured Calls (Interesting Calls which deserve your special attention.)

Project of the Month (Here we will present and further promote projects of interest
and relevance in particular for the Western Balkan region, but not exclusively — thus
projects focusing the SEE or Danube region might be promoted as well.)

By browsing the WBC-INCO.NET portal, the most relevant practical information on
"how to" is shown right after you click on the button of your interest. However, soon
we will publish a comprehensive user guide on this page which will further support
your contribution on this portal.

2.1 Registration and Log in

2.1.1 Regular user

After Registration you will be asked to go your email and complete the registration
process. As soon as you have activated the link you have been sent by email from
WBC-INCO.NET you will be able to log in to your account.

2.1.2 New Team members, NCP members, Steering Platform
members

If you are a new Team member, NCP member or Steering Platform member:

Dissemination level: PU
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After you have successfully registered and logged in — please contact us by email at
office@wbc-inco.net in order to update your account to one of the following roles:
Team member and/or NCP member and/or Steering Platform member.

After we have updated your account — you will also be able to access Team member
zone and/or NCP zone and/or Steering Platform zone.

If you are already Team member, NCP member or Steering Platform member but still
can not access the corresponding zones — please contact us as well.

Please note that the different above mentioned roles can just be updated by an
administrator.

2.2 Your Profile
2.2.1 Edit your Profile

After you log in to the WBC-INCO.NET you will be asked to update your personal
information. Your email address, your First name and your Last name are already
known from the registration process.

Additionally, you can enter your Current position, Academic title, Personal website,
Instant manager address or some additional information you would like to share with
other WBC-INCO.NET users (please refer to Figure 2). These fields are optional.

Position

Academic title

Personal website

Instant messenger / ViolP

eg. ICQ, MSN, SIP, Skype

Additional information

E] Quelicode o By G @ 0o & sk A

Mormal =) B I U = X, X2 iz i= Ew W ||| E = =

& P ESEAE D B
body p A

Figure 2: Edit your profile: Additional information about you
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2.2.2 Share your contact details or keep them private

While editing your profile, you are also welcome to enter or update your contact
details (Phone, Fax, Mobile phone, Address, City). Please note that it is up to you to
share your contact details with other WBC-INCO.NET users (select — to registered
users only) OR with all our readers (also with not registered users) (select public)
OR to keep your contact details absolutely private (select private). Please refer to
Figure 3.

Please note — if you do not change the permission level of your contact details after
registration and log in, they will be shared with all registered users.

Contact details

Country:Austria
» Edit Contact Details |

Show your contact details | - to registered users only - :l

- to registered users onky -

public {If you wish to make your ¢ users a3 well, please select this box.)

private {If you wish to keep your ¢~ pUblIC : VBC-INCC. MET administrators, please select this box.)
- private -
Save profile |

Figure 3: Share your contact details or keep them private

In the upper right-hand you can view or edit your profile or change your password
any time. You can also detect the section “Edit your interests” here: more information
on this issue is provided in chapter 3.1.1. “My interests”.

My zone | Profile @ Logout

RD WEeLcome & TUTORIALS

Figure 4: View and Edit your profile any time
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3 Zones

All WBC-INCO.NET databases (news, events, calls, documents, links, organisations,
projects and research infrastructures) are technically available in five different zones:
Public zone, My zone, Team zone, NCP zone and Steering Platform zone.

Depending on your user role (Registered user, Team member, NCP member, SP
member, Editor or Administrator) you are able to access and submit content to
different zones: Team member zone, NCP zone, SP zone or Public zone.

Please note: My zone is not available for non-registered users.

3.1 My Zone

As a registered user, you have in this area an overview on your own activities at
WBC-INCO.NET portal.

3.1.1 Edit “My interests”

By indicating scientific field, geographical focus and countries you are interested in
(Edit my interests — refer to Figure 5), all related information will automatically be
brought to your personal zone (My zone: “Overview”, and “My interests”- refer to
Figure 6).

Submit My zone Profile Logout

- Edit your 3
s

Edit your interests

WeLcome & TutoRIALS

Figure 5: Edit your interests

Dissemination level: PU
Page 9/19

WBC-INCO.NET Portal: User Manual



WBC-INCO.NET Portal: User Manual WBC-INCO.NET

Submit § My zone Profile Logout

Overview est_user'

interests
[ Jhadiesis

Search L

WeLcome & TUTORIALS

Figure 6: My zone

Figures 7 to 10 show the different fields you have to indicate:

My INTERESTS

Geographical focus | am interested in*
Generalino specificfocus  +

SEE
WBC
Albania

Bosnia and Herzegovina

m

Croatia

FYR of Macedonia
Montenegro
Serbia b

Kosovo*
European Union (EU 27)
Danube Region -

Figure 7: Geographical focus | am interested in

Thematic area / Scientific field | am interested in*

Revised field of science and technology (FOS) classification in the Frascati Manual(FIM)

Matural Sciences
Engineering and Tecl « Mathematics
Medical and Health S « Computer and information sciences

Agricultural Sciences ® Physical sciences
= Chemical sciences
Earth and related environmental sciences

Social Sciences

Humanities : : ;

= Biological sciences
General = Other natural sciences
Cross-

thematic/interdisciplinary

Figure 8: Thematic area / Scientific field | am interested in
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Countries | am interested in*

Figure 9: Countries | am interested in

3.1.2 “Overview”

By selecting the section “Overview” within your personal zone (My zone) you will
have a quick overview on all your activities on the WBC-INCO.NET portal. In the
upper part of this page you will find some useful information (Figure 10), the bottom
part of the page will give you an overview on your personal activities and interests
(Figure 11).

OVERVIEW

Welcome to your personal zone at WBC-INCO.NET portal!

On this page you have an overview on your own activities at WBC-INCO NET portal
a Adicles you could be Interested in

Hare you have a quick ovarview on all last entered articles matching some of your interests regarding the Sclentific field OR
Geographical focus OR Countries you have selected here Edit your Intereats. If you want to see only the anicles matching
your interests by combining the Sclentific field AND Geographical focus AND Countries you have selected - please go to My

b My input
Here you have a quick overview on all your last edited articles As areglatered user you see at a glance the frollowing

« My latest notices (your lates! ltems posted on a notice board)

« My drafts (your articles you are still warking on)

« My itoems walting to be approved (your articles submitted for approval)
« My items that are online (thank you!)

As @ leam member editor or administrator = in the section My Input on this page you will be able (o see just your latest
notices, while all your items are listed in My #tems where you have the possiblility to filter them according to their status, the
date of antry etc

Articles you could be Interested in

Figure 10: My zone: Overview —the upper part of the page
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Articles you could be Interested In
Sclentific field Geographical focus Countries
oy, nothing founa Oy, nothing founa Oy, nothing founa
My input O
My latest notices ( latest 4 items ) (1)
arry, nothing found
My drafts (0 items) 0
sarry, nothing frauna
My Items walting to be approved (0 Items) (4]
Horry, nothing found
My Items that are online (0 items) (1)
Sory, nothing found

Figure 11: My zone: Overview — the bottom part of the page

As the Figure 11 shows, in the bottom part of the page My zone: Overview you will
have a quick overview on all your last edited articles. As a registered user you see at a
glance the following:

e My latest notices (your latest items posted on a notice board)

o My drafts (your articles you are still working on)

e My items waiting to be approved (your articles submitted for approval)
e My items that are online (thank you!)

Please note: As a team member, editor or administrator — in the section My input on
this page you will be able to see just your latest notices, while all your created and
edited items are listed in My _items where you have the possibility to filter them
according to their status, the date of entry etc.
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3.1.3 Articles on WBC-INCO.NET matching your interests
(geographical focus, scientific focus, countries)

In general, there are two different ways to take a look on articles entered on WBC-
INCO.NET which are matching some OR all your interests:

a. Articles matching some of your interests regarding the Scientific field OR
Geographical focus OR Countries you have selected here:_Edit your interests.

These articles will be automatically brought to your zone here: My zone: Overview
(bottom part of the page)

Articles you could be Iinterested in

Scientific field Geographical focus Countries

Figure 12: Articles you could be interested in (Scientific field OR Geographical focus
OR Countries)

b. Articles matching your interests by combining the Scientific field AND
Geographical focus AND Countries you have selected here:_Edit your
interests.

These articles will be automatically brought to your zone here: My zone: My
interests

Submit | My zone | Profile | Logout
:’;?est_user‘

-

I My ereits -

oLs Grossary Zones Nomce Boaro WeLcome & TutoRIALS

My INTERESTS

Figure 13: Articles matching your interests (Scientific field AND Geographical focus
AND Countries)

Please note: You first have to edit your interests in order to see the “Articles you
could be interested in” (My zone: Overview) or to see the articles provided in My
zone: My interests.
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3.1.4 “My notices”

Here you have an overview only on notices created by you. In this section you can
also add further notices. If you have finished your article — just update the status to
“Online” in the “Content Management Box” on the left of this page and your article will
be published.

Please note the submissions which do not conform with the mission of the WBC-
INCO.NET project (such as commercial information and advertisement, information
related to regions not covered by the project etc.) or which are considered as
inappropriate for any other reason will not be approved / will be deleted by the
administrator. WBC-INCO.NET preserves the right to modify submissions and to
delete information which has become obsolete without further notice.

3.1.5 “My items”

In this section you will be able to filter your entries, to edit and submit them for
approval, to delete them if become obsolete etc. (Figure 14).

v lomgs Nonce Boasd Weicowe & Turomas
RL T
' B
” ! L ! z]
) 5]
e 1
- Il
e try =]
: =]
Filten
Tine Satun Acnans
et (pdnne toarm diw Mu) [Ofine ;] Ly diey L Qs
10%! (tmam. edtne. din Do) { Offine 3 Laen giow | EQl ' Delete
‘esl OfMine j.] Lae gew | £ DOsiee
TR

Figure 14: My items
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3.2 “Team Zone”

In this restricted area only team members will be able to read, upload or download
information. You will find all further relevant instructions by entering the Team zone.

3.3 “NCP Zone”

In this restricted area only NCP members will be able to read, upload or download
information. You will find all further relevant instructions by entering the NCP zone.

3.4 “Steering Platform Zone”

In this restricted area only Steering Platform members will be able to read, upload or
download information. You will find all further relevant instructions by entering the
Steering Platform zone.

4 Submitting content to the webpage

4.1.1 General information

In general, only registered users can submit content to the WBC-INCO.NET website
and to use different features and benefits:

e Personalised information — by indicating your scientific and regional focus
all related information will be automatically brought to your personal zone.

o Networking possibilities — you have the access to contact data of other
WBC-INCO.NET users looking for cooperation and networking possibilities.

¢ Own news and event announcements — you have the possibility to
disseminate your own news and event announcements — by yourself.

e Furthermore, you can enter your organisation or project in our databases,
post an item on the notice-board and a lot more.

Positioned in the middle of the website you will find a menu that contains the submit
functions of the website, where you can post your own news and event
announcements, enter your project(s) in the project database, enter your
organisation in the organisations database, post a notice on a notice board etc.
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eruL TooLs GrLossArRy Zones Nomice Boaro WerLcome & TUTORIALS

ER News

Event

CALL
DocumenT
NorTice

Link
ORGANISATION
ProJect

RESEARCH INFRASTRUCTURE

Figure 15: Submit your content (news, events, calls, documents, notices, links,
organisations, projects, research infrastructures)

Depending on your user role (Registered user, Team member, NCP member, SP
member, Editor or Administrator) you will be able to access and submit content to
different zones: Team member zone, NCP zone, SP zone or Public zone.

With a click on Submit News for example, a pop up window will appear informing you
on the next steps. The text which appears in the pop up window is focusing the
specific profiles: not registered users, registered users, members of the different
zones.
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Submit News

Thin s-Serace 15 only Senitadie 17 OgIBIRISd USeTn In Drger O SUbmWE content, pRease oo
WB S AN ACERNDE As 3 regiztersc uner you wil be able 10 efyny he hallzwing featens and
Densfity

=> Porvooalsad IGOMaton — Dy KNG rour SCIENIItC sna regionad Tocys all rmated
iormahon will Do UtDMEcalty Hrought 10 Four PTEONal Tone

<> Hetworking possttes - you Navw the scoens (o coma G of oty WEC (1HC0 NET
users \ooung ir coopet abom and nedwotiung possibilies

=» Own sews 8nd evend ANNCUNCOMents — 10U Nave T 0o S0l 10 Bs Semuniles rour
OWN N 350 ST BNNOUNCETTBNTE — D Yo ssl

wo FUIMBTIIONs pox) Can SR JOUT CORATISAREN OF PRYect i ouf CAEDASES POST an hem
on the aotice-board and & lat more

W S35 JOu Nave QUASHOND IWEIED 10 DR S-Senace OF CONORMENG ANy INTOrManon
PIOCESSeE I e comtunt Of s 2ervce, Or If yOu sncouNtar tRCPNICE SMCUES 10 ORI
modsy e dulme pour sczourt feel hee I contact us & gRCRSwhe mca au

waary commes u ﬂvE
Steanng PLEurn Tunogh & Soule

T GECD Inwestmant Comean for Soum Ea51 Erope and Pe sogmal  anEtesEl sudes  and

CEFTA 2000 Socstanal wen tha Mnancial nuppon of P Furspean TWOOME AN WEDONST

Figure 16: Submit news: information for not registered users

covered by the project etc.) or which are considered as inappropriate for any other ,
reason will not be approvediwill be deleted by the administrator WBC-INCO.NET
preserves the right to modify submissions and to delete information which has become
obsolete without further notice. In case you have questions reiated to this e-Service or
concerning any information processed in the context of this service, or if you encounter
technical difficulties to create, modify or delete your account feel free to contact us at

office@wbc-inco.net.

Add News to one of these zones:

NCP zone

Steering platform zone

Team zone

Suggest News:

Submit your News

Steering Platform through a regular
estment Compact for South East Europe and the elournal, analytical studies and
dociat suith tho 6 ial Sofihe o rennre and direcioriac

Figure 17: Submit news: Add or Suggest News to different zones
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4.1.2 Create different content

Within different databases where you can submit your content — (News, Events,
Calls, Documents, Links, Organisations, Research Infrastructures and Notices) there
are different content forms and different information is required in order to save and
publish your article (Figure 18). All relevant instructions are provided directly within
the content form (Figure 19).

Anour Us  News & Damaases  Userin Toors Guossasy  Jonss Nomcs Bowso Weicows & Tutcseads

weme .« Wy Cuments
Crenre: Docussenr s MYZONE Zoue

Tie Mame

Absiract
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Aibonal nfos mastes
K ’ b ~
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Figure 18: Content form example: Document
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Geographical focus*

(Please select geographical areas andfor countries which are of particular importance for your entry.)

- || Generalino specific focus
:SEE

[ lwec

[ |Albania

| |Bosnia and Herzegovina

| |Croatia

[ |FYR of Macedonia

[ |Montenegro

[ |5erbia

[ |Kosovo*

| |European Union (EU 27)
- | |Danube Region

EIFPT

[ |International; Other

| |Europe

[ |WBC-INCO.NET

Scientific focus*

(Please select the scientific focus that closest fits the content of your entry. The
sub-categories of the scientific field can be viewed by simply mousing over
each scientific field.)

Matural Sciences
Engineering and Technology
Medical and Health Sciences
Agricultural Sciences

Social Sciences

Humanities

General

Figure 19: Direct instructions within the content forms

WBC-INCO.NET
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