cavéau Getting Started Guide

SECURE SHARING. SMARTER COLLABORATION.

With Caveau you can communicate and collaborate over the Internet with your colleagues,
partners and clients in a secure and confidential way. You can share documents, plan meetings,
chat and even morayith the certainty that only persons designated yiyu can access the
information.

If you want to know more about Caveau please vigips://www.digitalcaveau.com

Introduction

This short guide will help you to access your community, understand the steuat the platform
and perform the princiopal tasks.. all this i
Login

In order to access your community, go to the addretgs://app.digitalcaveau.conand enter in

the login form your userame, password and the name of your community.

If your account requires a twfactor authentication you will be then asked to enter either a mobile
TAN, sent to you by SMS, or a dimae password displayed on your mobile authentication App.


https://www.digitalcaveau.com/
https://app.digitalcaveau.com/

cavé&au Getting Started Guide

SECURE SHARING. SMARTER COLLABORATION.

Dashboard

Once authenticated, you will get a dashboard showing an overview of what happened inside your
community (time line of the recent activities on the left side) and, in case, what you have to do, like
pending approval requests, upcoming events, file requéststhe right side).

o

Home

Recent activities T Approval requests @

EEA sample Project Status Report.pdf
Ceo uploaded file

AGORA-Secure_Collaboration.pdf Upcoming events T
pdf| 1.3 MB
Group Room Board members created request =g Board meeting
14
2/8/2018 15:14 View Download . -
File requests 1
Budget forecasts 2018
Assigned to me
Room Board 2
uploaded a new file version D Budget forecasts 2018
#
¥ 1/30/2018 08:04 View
4 - Penguins.jpg
f ,' Jpg | 759.6 kB | Version #2
/ R
oom created event
1/16/2018 14:11 Comments € View Download
Board meeting for Q1
1/19/2018 - All day
Group Room Board members
Powered by AG RA il Trash bin

Page structure

// Demo Community
ACME

On the top of the page you have:

- the navigation barwhere you can move between the different main sections of the
application (the displayed options depend upon the configuration of yoammunity and
your permissions)

Shared withme  Cadlendar Chat




cavé&al Getting Started Guide

SECURE SHARING. SMARTER COLLABORATION.

(D]

your profile menu, where you can access your profile page, change your password, change
the user interface language and also log out.

My Profile

Change password
English

Logout

Utilities functions

Searchwhich allows you to look for any type cbntent inside your community

3/29/2017 13:00, Riyadh
3/26/2017 08:00
6/2017 13:00
00- 8/31/2017 12:00

10/5/2017 12:00

4/2017 21:17

Unread chat messagegou will find here the indication of unread chat messages and
direct link to open them.

Alerts: this new menu allow you to access from each pigdlist of relevant information
for you (that you previously had only on the home page): like files to approve, reques
documents, events invitations, new files uploaded after your login.

Favorites now you can access your favorites list direfiiiyn each page. | remind you
that you can add each resource to your favorites list selecting "Add to favorites" from
"Actions" menu or simply clicking on the relative star inside the list view.

Administration: you will find here grouped all the adnistrative functions like users and
groups management, community settings and reporting
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Shared with me

Il nside this page you can browse all the infor
shared with you. You can drill down therarchy either clicking on the single elements of the list or
using the tree structure displayed on the left side.

Home Shared with me Calendar Chat Favorites Users Groups

// Demo Community
ACME

S—— 3

Shared with me Type “Name Last Update Created by Selectall [
_ =i Board 2 .
B Board 2 —¢| oar Community Ma
e :
[ Board meeting Board b
fAg) Board members )
3 Board members ke Community Ma
=7 Board meeting =
e E‘ Documents Community Ma
fii Board meeting
B Esempio
Dnln'.e meeting
a— L
[ Online meeting 2
B Projects
| j
B% Documents
B Analysis
&% Coniracts

Once you select an element of the list on the right side you will be able to see its properties and
most important also the users allowdo access it. The owner of that resource is also allowed to
view immediately the permissions that the single users owned on it.
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Upload a file

Touploadaflego to a room, where you own at | east a
are not allowed to do it) and either drag and drop from your system the desired file(s) into the
room or click on the *“ Upl oad -landloenéroftthe scteenn, vy o

Upload file b

" Files

Path Rooms / Documents / Analysis /

Brows
ace: 1004.6 MB
M load file size: 1.0 GB
File name | Caveau_starting guide_EN.docx
Description
v
Approvals  Disabled | 4
Send notifications  Disabled Va
Shared with | ‘ o Vs
* Required field
e | Uoload NIRGUS

On the upload file form, in the most cases, you can simply confirm your action with "Upload". This
form, however, enables to set more properties like:

A description of the file

If someone has to approve the file prior its publiocati

If someone has to be notified upon the publication of the file

The users/groups who can access this file and their permissions on it (Shared with)

The lifetime of the file (when this file should be made visible and when it should be deleted)

= =4 =4 A -

You can a&lo click on the "Upload file" button present on the home page. In this case the system will
present you a "finder" that you can use to browse till the room where you want to upload the new
file(s).
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File

Getting Started Guide

When you open a file inside a Caveaw get a powerful document readethat offers many
collaboration possibilities
1. Share comments on the document
2. Add private annotations (text highlight, underline, strikethrough, free hand, free text and

comments)

Search inside the document

View access statistic (only for the owners of the document)

3.
4. View documens version history
5
6

View the history of the file (only for the owners of the document)

§ Grant guest 1> Download /’ Edit ... Actions

< Iy Q 9% Q B [+ 0AW/TITY X Sample Project Status Report...
Shared with View by Settings

® @

() Souttie Childrons | P Mrsgaieed s

e —
e —
pPr—r—

2
—
=

3

q

Paga 3ol d
Goals or Milestones: Describe each goal sndfor milestone with te progress made o this paint l
Milestones Deseription Target Date E:::""”“‘
4. Determing inilal AUMBEF o Books nd book Wies s 0%
5. Procure sheling st 5%
6. Procufe bosks SHET @
7. Catsleg all books in e brsry lamm [ 25%
8. Estabish check-oul and returm system and pelicy e | 0%
9. Creale procedure far adding more beoks in e fulure 60 0% <

Results: List e detailed resulls associated wilh Mis preject during this repo period
1. Conlacted Nurniture vendor and received quole of aclusl cost of lumilure and delivery

2. Completed final activity of Sapariment 55

3. Developed Sinallict of book tilles for sreulation and

Project Statuz Repert
Pharmacy = Phamacy Degariment Lirary @ The Proiect Management ffice

Please
increment the complete % for
Procure books to 50%
© a minute ago -

1The preview of a document is available for the following file formats: Microsoft Office documents (Word, Excel,
PowerPoint), PDF, images, text documents



cavé&au Getting Started Guide

SECURE SHARING. SMARTER COLLABORATION.

Create a room

A room is the basic collaboration element of Caveau: it is the place thatatawp to start
collaborating with someone. It acts like a classical file folder but offers much more capabilities: in
fact, you can store there not only files, but also sobms (to better organize your data), events,
discussions and much more. On amggyou define the general rules for the collaboration: who can
participate and with which permissions, the default notification settings, whether the files have to
be first approved, whether there is a maximal ifieme for the document stored there, etc.

To create a new room, go to a room, where you
on the "New" button on the top righhand corner a select "Room" from the drolown menu. You

can either enter simply the new room's name and confirm with "Gisimilar to the file, define
additional information. The settings you define on the room will then be the default ones applied

on the resources (files, subo o0 ms , ...) saved inside this room.

Create room x

Path Rooms / Documents /
*Room name | R

Description

Approvals  Disabled | #

Send nofifications  Disabled Va

Shared with | | o Vs

* Required field

Previous Cancel
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Grant guest access to a resource
If allowed by your commmity, you can grant guest access to a resource (on which you own Owner
permission). To do it, simply click on the "Grant guest access" button and, inside the form, enter:
1 The email address of the guest
1 The permission you want to grant him/her
9 The durationof his/her access
1 If you want that the guest will be able to access that resource only once or multiple times

Q2 Balance.xlsx - Grant guest access L

*Email | Emai
Authentication = Password only v
Mobile Mobile
Permission (el
Access period

Only one time

* Required field

@ Guest can View in browser file "Q2 Balance.xlsx" from 9/18/2017 08:19 until 9/19/2017 08:19

Cancel

If you grant a guest access on a room you can also decide if you want to grant this access only on
that room (and, per default, on the, from now on, new created elements inside it) or also on the
existing sukelements.
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Permissions

On each resource you calefine who and with which permission can have access to it. It is possible
to define a general permission valid for all community's members (not guests!) and assign

permissions to single groups and users.

Board meeting - Permissions Settings

Custom permissions Common permissions
Personalize the permissions Choose between commeon permissions pattens

Here you can define the permissions on this resource, who can see and change it

Board members @® | Viewer v & Apply ~ x
[TT] community Managers @ Owner v & Lockv X
n Secretary @ | Contributor v & Apply ~ x

Add users/groups | Show al

Type the name of the user/group Viewer

Caption
ﬁ Cancel

When a user tries to access a resoutbe, system will first check if for that user a permission on

this resource was assigned and in case this one will be applied. Otherwise the system will check if a
permission was assign to one of the groups in which that user is member of. If any igHeund

greater permission will be applied. If nothing was found, in case the user is a community's member,
the system will check if a general permission for all community's members exists: if found this last

will be applied otherwise the user has no accesthis resource.

Permissions levels
The available permissions levels are:

See all resources on the screen + display the content of files on the s
(with a watermark)

PDF viewer Same as above + download a PDF coplgeobriginal files (with a
watermark)

Viewer  Same as above + download the original files

Same as above + add content to the current resource (in case of a ro

upload files, createsub o oms, event s, ep N

ver sions; or)

Same as above + modify the settings and the permissions and delete
resource

You can also assign to a user the special p
t

permission, this level is only to be used for defing “ excepti on” t o

er
anot he
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(for example the file should be visible by all the group Marketing members BUT NOT by one of
them).

Permissions' inheritance
On the "Permissions settings" form for "container" resources (resources where y@iararother
sub-elements, like rooms and events) you can also optionally define the inheritance behavior of the
defined permissions. In other words, you can define how this permission should be propagated to
the new elements saved inside the current resm The available options are:
1 Apply (default option): this permission will be proposed by the creation of new elements,
but the author will be able to change or remove it
1 Lock this permission will be applied also on the new elements and the authonatibbe
able to change or remove it
1 Don't apply. this permission won't be proposed by the creation of new elements. The
author can however add it manually
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