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- Create Project Workspace il
Create a new Project Workspace e e T
This information will be used as the project's primary contact
information. Additional contact information can be entered in Step 4
. . . L (optional)
&5 Only users with Account Management administration privileges e
. nter General Contact Type:* [ [Select] -
can create project workspaces. Information
Enter Primary Contact Addressli* I
P— Information I
Workspace Administration | - | firm Informati ftress2:
1 . From the Ieft-hand [:Q p Confirm Information A I
. . . dditional g
navigation bar, select | =% Citadon it Contact Information
. B Ciy:*
Workspaces in the =i Managallioe B |
Workspace H 6% Aadd - CountryjRegion* [[select] -
Administration tab Cita Create ing L StatefProvince:  [[select] -
. . i o CI':IFIE-' Postal Code®
2. Right-mouse click to & cw ; i (it o = At last ane Phone
Create a new project Modify  BLCIE Hhrber s
workspace. EPC TR [Fax = Corkact.
EPC - L) - [sie =
Expi Securiky Pros o =
Expl Search | Proge et |
2| O History
+--f5] OEC Project (Citadon Inc.) -
< Back | { Cancel | Help I
i Create Project Workspace 5[
=D A ali = Eiey (e I 4. Select the Contact Type from the dropdown box.
workspace Name:* [ 5.  Enter the Project Address information in all of the appropriate
Status: ¢ Active ¥ Pending " Inactive fields
'] . . . . .
Y rborrmation” sciministrator* [fich Missemer Browse. . & Citadon CW requires a Primary Address designation, so
1 Enter Prir_nary Contact Organization: Mane . . NEXt :}
| Tformation remember to check this box before you click on
Confirm Information ‘Workspace Code:
Contort Informetion web site: [l 6. Enter at least one Phone Number (mandatory)
Managaiar 7.  Enter a valid email address for the primary contact (mandatory)
M Description:
anage Groups .
| Create Project Workspace il
—Step 3 of 6 - Confirm Information
General Information
Workspace Name: Test Project
Enter General Status:  Active
Information Administrator: Rich Miesemer
] Enter Primary Contact workspace Code:
! Information
Confirm Information Dz tien
3 Enter Additional
. f i
c adon [,"‘\4’," Contact Information
Manage Users
= Barck | Mext > I el Help g Primary Contact Information

201 Mission 5k

San Francisco, California, 34105

Enter the required General Project Information.
Remember to:

»  Enter a Workspace Name (mandatory)

»  Change the status to Active

»  Select an Administrator for the workspace
(mandatory)

»  Enter a Workspace Code

»  Enter Description for others to understand the
purpose of the project.

» Clickon hlext = to continue.

(IR}

Main:  415-555-5555

E-mail:  admin@citadon. com

< Back | H

Cancel

Help

&

Review the contact information and then click on

ﬂl to create the workspace.

CW provides the opportunity to add additional contact

information, or to exit the wizard.
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Once the project workspace is created, Citadon CW will provide you
the opportunity to Add or Invite members to the Project.

i Create Project Workspace EI
[ Step 5 of 6 - Add Team Members
First Mame Lask Marne Organization
Bl Rich Migsemer Citadon Sales
Enter General
Information
Enter Primary Contact
! Information
Confirm Information
Enter Additional
Contact Information
Manage Users
Manage Groups
Kl 2]
Invite Single User, .. | Inwite From List.., | Add... | Remove, ., | Reassign |
< Back I Finish Help
Add This option will allow you to add members
= mLE FE . . .
from your Organization to the project.

This option will allow you to invite
new members to your project who
are not part of your Organization

Invite Single User, ., |

Invite Fram List. .. | This option will allow you to invite a list
of people to your project. You can
either type the list by hand or import an

Excel spreadsheet

Add
x

Browse. .. |

Show Mames Fram: |Citadon Sales i

Type Mame or Select from Lisk:

Selected

Keith Winkelman {Citadon Sales)
Chuck anders {Citadon Sales)

Dale Baker (Citadon Sales)

Jennifer Smith {Citadon Sales)

John Saguto {Citadon Sales) Add - |
Jonathan Bowman {Citadon Sale

Keith winkelman {Citadon Sales) Remove |

Kevin Peiffer {Citadon Sales)
Lori Pachelli {Citadon Sales)
Micole Johnson {Citadon Sales)

Patricia Olwell {Citadon Sales) -
| | » | | |

(0] 4 | Cancel | Help I

»  When adding members from your organization, you may
select members individually or in groups by using the
CTRL or SHIFT keys. Once you have made your
selections, click on the > icon to transfer the names to
the window on the right.

»  Use the >>icon to add all members.

»  To unselect, highlight the name in the window on the

right and click Remove. .

»  Click QK to add the members to the Team
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Invite

Invite Users to Training Clone Source 2 1[

Invite Users

First Name* | Lask Mame | E-mail*

[«] 1>

Press [ALT + M] to create a new row for user data,

* Indicates a required Field, Impart. .. I

Inwite I Zancel | Help |

Citadon has provided an Excel template to be used when creating a
list of users who should be invited to your project workspace. The
template is located in the directory where you installed Citadon CW,
e.g. C:\Program Files\Citadon\Citadon CW\Templates

»  Invite Users Template- This template is used to invite new
members to a Project

After you have filled in the Invite User Template spreadsheet,
remember to save the file to your local hard drive or local network
drive.

1. While the Invite User dialog box is open, click on the
Import icon

2. Locate the file from your local or network drive that has the
import data and then click on Open.

3. Now click on Invite to close the dialog box.

All invited members will receive an email invitation with detailed
instructions on how to accept and join the project workspace. Once
the member has officially joined the project, the Workspace
Administrator can handle additional access to folders and files.

Groups
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i Create Project Workspace 5[
—~Step 6 of 6 - Manage Groups
View Groups By: IHierarchy j
[=-€8% Groups
Enter General i@ Citadon Inc. Account Management (Citadon Inc.)
fatogation €8 Test Prajert Administration
] Enter Primary Contact | Test Project Super Administration
! Information i @E Test Project Team
Confirm Information
Enter Additional
Contact Information
Manage Users
» Manage Groups
Ytadon CW
citaaon »CW. Create Group... | AddiRemove Bxisting Group... | modiy. | el |
< Back I Finish Help I

This option will allow the Workspace
Administrator to create new groups for a
project workspace.

Creakte Group... |

add/Remove Existing G@roup. ..

This option will allow the
Workspace Administrator to add
Organization groups to the project

Create Group
=l

-~ Enter Group Information

Group Mame:* |

Status: 5 Active £ Pending £ Inactive
Growp Adrinistratar® | Browse. .,
Description:

Motes:

*Indicates a required field,

ok Cancel Help

»  Enter the Group Name.

»  Select the Status of the group — Active, Pending
or Inactive.

»  Group Administrator- Select the name of the
owner of this group. (Mandatory)

Add MERERISTE S WEF pELifs Description
»  Enter additional information in the Note field.

»  Click Ok
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=€ Graups

%% Citadon Inc. Account Management (Citadon Inc,)

From the Manage Groups dialog box, double click on the name
of the group you would like to add members or select the group

. Padify. ..
and click on
Modify Initiator Xl
General
~Initiator Members
First Name Last Name
Chris French
Chris Matlowe
Chuck Anders
G.K. 'winkelman
John Albanese
John Saguto
Jonathan Eowman
Keith 'winkelman
Kevin Peiffer
Lori Pachelli
HMicole Johnson
Patricia Clwell
Rich Migsemer
Stephen Ornberg
Stephen Diaunis
Tarm Glenwright
AddjRemove
Administration of Group... oK Cancel | Help |

»  From the Modify dialog, select the Members tab and click

on the 28t e button.

»  Citadon CW will present a dialog box to select members.

> Use the Administration of Group...

security on the group.

button to set

»  To complete the changes, click QK
Add Organization Group to the Project
Workspace

6. From the Modify Workspace Group dialog, click

AddfRemove Existing Group... to add groups o this

workspace.
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Select Name |
Browse. .. I

Type Marme or Seleck Fram List: %

Show Names From: ICitaan Inc.

I Selected

€ Support Testing (Citadon In
€4 SYSTEM_AdminAccessGrou|

add -= |

I — i

(o] 4 | Cancel | Help |

1. Use wlto find the Organization group that you

wish to add to the project workspace.

2.  Select the groups to be added and then click _Edd = |

to add them to the workspace.

]9

3. When finished, click to confirm the

selection.

Setting Group Administration Rights

This section explains how to setup administration rights on the groups
that were created for this project workspace, e.g. who can add
members, remove members, etc. This section does not explain how
to setup access control rights for the groups, e.g. what folders,
documents, binders, business plans, etc. can the group access and
what type of access control the group has on the object.

From the Create Project dialog box, double-click on the group and
Administration of Group. ..

then click
=8 Groups
% Cikadon Inc. Account Management (Citadon Inc.)
-84 Klondike Power Project Administration
- Klandike Power Project Super Administration
L% Klandike Power Project Team
St Acoess Contral on e N

To set access control, sebect ool by ane of the folorng methods: Cick, SHit + Cidk, Ctrl + Clck, or select column headings. If
securty i #4800 Fyoud  vou will FOE b bl 10 80,

f o Vi P Brujoet Taarn
v = |»[=
-1 st | pemeve | J
| |_ow | weet | | _cocs | ww |

»  In the Security Setting dialog box, click

Add... to add groups or individual members.
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select Members x|
Browse, .. |

Show Mames From:l

Type Mame or Select from List:

I Selected

€ # Klondike Power Project Ti
Keith Winkelman

Add -= |
Remove |

o] 4 | Cancel I Help |

»  When selecting members or groups, you may select
members/groups individually or in groups by using the CTRL
or SHIFT keys. Once you have made your selections, click
on the > icon to transfer the names to the window on the
right.

Use the >> icon to add all members.

To unselect, highlight the name in the window on the right

and click —Iﬁemuve. -
. Ik | .
»  Click to complete your selection

A Security Settings — 18l x|
~Set Access Control on Items

To set access control, select cells by one of the following methods: Click, Shft + Click, Cirl + Click, or select column headings. IF
security is sst on an ikem by inheritance or if you do not have the appropriate security, you will not be able ko edit,

Object Nams | wbentance | Kondke Power Project Team | € Keith Winkelman
[ ¥ Klondke Fower Project Team [l view

Y VY

L4 I+]

add.. | Remove | viewoeiai |

mgfjf" Children | Print | Export | Close | Cancel | Help |

7

»  The security dialog box will now appear and allow you to modify
the rights for each member or group by selecting the field under
the name.

»  After making the selection use the pull down dialog box in the
left corner to set the associated security:

L] Modify- Ability to view, update and change

. View — Ability to read

. Full Control-Ability to view, update, delete and change.
»  To complete the setting of Group Administration rights, click on

Apply
»  Repeat these steps for each member or group that you have
added.



