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Modifying an Existing Project
Workspace

& Only team members who are members of the Project
Workspace Super Administration or the Administration group
can perform the actions described in this guide.

After a project workspace has been created, administrators may need
to
» Add, invite or remove team {z} Home | =

members, % workspaces | -
» Create, modify groups to add

Organization Administration

or remove team members or (3 workspace Administration | -
groups, and =5} Praduction

» Modify project workspace B workspares
information.

From the left-hand navigation
bar, select the Project 5 Groups

Team Members

. -- Business Processes
Workspaces in the Workspace 0 Renarte
Administration tab

Click the + sign to expand a new project workspace.

Add, Invite Or Remove Team Members

Before adding new team members it is recommended that these
users already hae Ciatdon CW accounts. New Citadon CW accounts
are addressed in the Quick Refernece Guide — Organization
Administration. Refer t that guide for additional information.

To add, invite, or remove team members, Select Team members and
right click.

Selecting either Add,
Invite or Modify opens the
Modify dialog window.

—_—
Elg Workspace Administration | -
E-{2% Production

E% ‘workspaces
+ 2456-60 W, Chicago fve
AmerenEnergy Generating Project 1

Selecting Search opens up
the Search window so you
can search for specific

users. » pald
Business Proces Create

&l Reports @s
Interdivisional Rese

In addition to right clicking

you can access the same Ornberg Training Maxiify
dialog windows by Invite
selecting the drop down Security
from the Summary page Search
Histary

[Select]

Quick Reference Guide

Modify Workspace x|
~Modify Workspace Users
[ First Mame [ Last Name: [ Organization

Bl Stephen COrnberg Citadon Sales

@l David Burbridge Citadon Sales Demo Users
Chris Marlowe Citadon Sales

14 0]
Invite Single User... | Inwite FromList.., | add... | Remove.. | Reassion |

s
Close Help

This option will allow you to add members
from your Organization to the project.

add.. |

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

Inwite Single User. ., |

Invite From 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

Adding Additional Team Members from Your
Organization

When adding | =
e X

additional members e teme &

from your Show Mames From: [t don Sales Al Bromse. .

organization, you Type ame or Seict from st

may click Browse to Selected
Chris 11 h winkel ol I

select th_e ChcAnder; (Citadon Sales) Kt Winkeinan (Caden 3les)

appropriate OU, and Dale Baker (Citadon Sales)
Jennifer Smth (Citadon Sales)

then select members John Saguto {Citadon Soles)

. P . Jonathan Bowman (Citadon Sale

individually or in

groups by using the

CTRL or SHIFT

Keith Winkelman (Citadon Sales)
keys.

Add -
Remave

Kevin Peiffer (Citadon Sales)
Lori Pachell (Citadon Sales)
Nicole Johnson (Citadon Sales)

Patricia Olwell (Citadon Sales) =
4 » 4 |

Once you have made
your selections, click

oK | canesl | meln |

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

. Remawe...
click

» Click Ll to add the members to the Team

Inviting Users from Other Organizations



citadon

Projects - Processes - Documents - Teams

Citadon has provided 1
an Excel template to Vs Urers

First Mo Lirst Bawrer™ Eomal®
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 sl 3

Template Press [ALT 4+ 1] o croate & new row for user date

This template is used itk mentiss
to invite members e | cwws | e |
from other

organizations to your project. The template provides fields for First
name, Last name and Email Address.

After you have filled in the Invite User Template spreadsheet,
remember to save the file with an identifying name 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. The names will be
imported into the above list

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.

Invite Single User

Note: Pressing ALT-N on the above screen will allow you to enter
member’'s names and email addresses a row at a time. This is the
same as clicking on Invite Single User Button.

nvite Users to AmerenEnergy Generating Project 1 1[

Invite Users

Firsk Name™ | Last Mame* | E-mail*

51 | |

When finished, click on Invite to close the dialog box and send an
email with instructions on joining the project workspace.

Removing Team Members

To remove a team member, select the team member in the team list

. Remnove. ..
and click—=

Next, a confirmation message will be displayed. Refer to the
Reassigning Users Quick Reference Guide for details on how to
reassign workspace items to a new user.

Quick Reference Guide

Confirm User Reassign ll

Before a user can be removed from a workspace, items they are responsible for

& must be reassigned. Do vou want o conkinue?

Mo |

Modifying Groups

[@ YWorkspace Administration
To create or modify additional project E_@ Production
workspace groups, right click on E"' s Chisas Ave
Groups and select Modify or Create. merenEnergy Generating Pre
The Modify Workspace Group window
will appear listing the current groups.

Create

Create a New Group :

To create a new group from the Modify Mz:;
Workspace Groups window, click -
ml and follow the 2::;?
same process as when the groups History
were first created.

Modify a Group O i

Select a group from the group =]

listing and click the Modify R —

button. Rt opave  © berdeg i

» Modify the Group name, if
necessary.

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

» Modify Group Administrator
— By default the person
who created the group is
the administrator with full Er——r—
control permission for the [ e | ] ot | we |
group. To change the name
of the owner of this group click on Administration of Group button.
The Security Settings screen is displayed. Next Add, Remove or
change the access rights for groups or individuals. Refer to
Implementing Security Quick reference Guide for additional details
on setting security.

» Modify a description of the group in the Description field.

» Add additional information in the Note field.

s ook %% |

Add/Remove Group Members
From the Manage Groups dialog box, double click on the name of
the group you would like to add/remove members or select the group

Maodify. .. |

General Group nformation.

g At [ien Cerbeng ——

wssrption

and click on
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Modify Initi x|
General
[ Initiator Members
Fitst Mame Last Mame
Chris French
Chris Marlowe
Chuck. Anders
GEK. winkelman
Jobn Albanese
Iohn Saguto
Jonathan Bowmian
Keith inkelman
Kiwin Peiffer
Lori Pachell
Nicole Johnsan
Patricia Clwell
Rich Miesemer
Stephen Ornberg
Stephan Dainis
Tam Glenwright
Add/Remaove
Administration of Group... QoK Cancel | Help I

» From the Modify dialog, select the Members tab and click
add/Remove

» Citadon CW will present a dialog box to select individuals or
groups to Add or Remove.

Select Members x|
Show Mames Frum:l Browse.

Type Mame or Select from Lisk:

Selected

£ # Customer (AmerenEnerg: # Customer (AmerenEnergy G
burbrdge, Davi (Ctadon Sales 1 ©rnberg, Stephen (Citadon Sdles)
Marlows, Chris {Citadon Sales)
Ornberg, Stephen (Citadan Sal

Remove

Bl R Bl
oK | Cancel | Help |

» To complete the changes, click Ok

Add Organization Group to the Project
Workspace

This option will allow the Workspace Administrator to add

Organization groups to the project workspace. Refer to the Quick
Reference Guide for Addition of EP Groups to PWS.

Modify Project Workspace General
Information

To modify the project general 05 workspace administration

information right click on General =& ;gumnksn
R =~ Waorkspaces
and select MOdlfy' 2456-60 W, Chicaga five
B erenEnergy Generating Projes

General

A
Creste
Clone

Inkerdivision ;

Ornberg Tra

Security
Search
History

Quick Reference Guide

Modify the necessary General Project Information:

» Workspace Name: Changes to the workspace name will not be
updated in the previously created Team, Super Admin or Admin
groups. These will have to be manually changed. See section
below on modifying Groups.

» Status: Change the status from Active to Pending or Inactive.
Note: this is required prior to cloning.

» Administrator: A different Administrator can be assigned for the
workspace. Note: Only members from your Organization or OUs
can be selected. This person will automatically be added to the
Super Administration group for the workspace.

» Workspace Code: This code can be a project identification
number. This is an

optional field. *
» Mod |fy a Web Workspace Name:* [amerenéneray Generating Project 1

Site: This can be Sttus @ Adive O Pendng ( Tnactive

used to provide a Admivisrator:* [ftephen Orberg | _Browse.,

link to an external G s

web site, such Werkegoce Coder om0

your company st |

web site or web

site of a web- Desciption: [This s a dema project for AmerenEnergy Generating

based site s

camera.
» Description: You

can provide a

description for

others to

understand the

purpose of the

project when they

see itin the o Cancel o

Workspace
Summary page.
» Click OK when finished with changes.

Modify Project Workspace Contact
Information

I H Work: Administrati

To modify the project contact (g ST EGL IR

. . . . =5 @ Production

information right click on Contact D 4fa Workspaces

and select Modify 245650 W, Chicago Ave

AmerenEnergy Generating Project
=

. . =T
The Contact Information provides 2] Contarl el
address, phone and email contact < TeamM - Create

i i i B Groups Clone
information for the primary A ousned | oy
-] Reports
Interdivision
Ornberg Tre Security

Search

Histary

Irvvits
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contact, typically the lead workspace administrator.

» Modify the Contact Type from the dropdown box.
» Modify the Project Address information in all of the appropriate
Jutocity Wakopac

fields —

Contact Information

« Citadon CW
requires a Primary Cortoct Typa:t [ ey addrss] 5] ¥ Priany Contt
Address awesstee [5o0 s oo o
designation, so Adboss: [
remember to Addessy: [
check this box (2 e
before you click conypagen [15a =]
OK. sttafprovece:  [fios 2
» Enter at least one PostalCoder® fpzam
Phone Number 2 o555 e s
(mandatory) [fzeecty = Cartit.
» Enter a valid email [isec) )|
address for the [iseect =
primary contact ook con.con
(mandatory) =

o Cancel I Helo




