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1. Introduction

Good afternoon, Nikolaos Bolanakis
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templates_ingenium_pr... .pptx
ingenium_short_present....pptx
ingenium_full_presentat....pptx

FLAG. pdf
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1.1. Purpose of the INGENIUM Repository

The INGENIUM Repository is a secure digital platform designed to support the storage,
organization, sharing, and collaborative use of digital resources within the INGENIUM
European University Alliance.

The repository supports:
Academic collaboration
Research and project documentation
Administrative workflows

Secure file sharing across institutions
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1.2 Platform Technology

The INGENIUM Repository is implemented using Nextcloud, an open-source, GDPR-
compliant collaboration platformm widely adopted by European research and education
institutions.

2. Accessing the INGENIUM Repository

2.1 Web Access

1. Open a modern web browser (Chrome, Firefox, Edge, Safari).
2. Navigate to the official INGENIUM Repository URL
(https://repo.ingenium-university.eu).

3. Select your University.

4, Enter your institutional username and password.

5. Click Log in.

Access credentials are provided by your home institution or the INGENIUM IT
coordination team.

INGENIUM - [
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3. User Interface Overview

| Filter filenames... x| = B Allfiles + New Nikolaos Bolanakis
View profile
W Al files @ Ssetstatus
2 e Welcome to Nextcloud! [§ © m
- ¥ Appearance and accessibility
£ Recent Here you can add a description or any other info relevant for the folder. It will show as a
"Readme.md"” and in the web interface also embedded nicely up at the top. 3£ Settings
 Favorites
©® About & What's new
+2 Shares v
?  Help & privacy
B3 Group folders
® Tags =7 2025 Calendar posts.xisx D 3.4 -Open Data Open... .docx ~ Deliverable_3.3_Final_v1... docx ter [ logout
= Recently edited Recently edited Recently edited Recentiyeanea
| All folders v
B Type () Modified &\ People
D Name = Size Modified
\:\ . Documents & 1.1 MB December 2024
\:\ INGENIUM Repository Users Lists Shared 199 KB 2 weeks ago
O @@ Frotos - SAMB  December 2024
D . Templates 2 10.2 MB December 2024
\:\ E work-package-03 & 11.6GB  yesterday
O BY worcpackege-10 - 521GB 3 hours ago
O . INuEoElg 2 0KB  October 13
D Nextcloud.png 2 43 KB December 2024
# Deleted files a “ Nextcloud intro.mp4 & 3.8MB  December 2024
(& 373 MBof 1GB used a0o
¥ . D Nextcloud Manual.pdf a 15.8 MB December 2024
* Files settings
— P o o PID2 =

After logging in, the interface consists of:

Area Description

Top Navigation Bar||Access to Files, Photos, Talk, Calendar, and other enabled apps

Main Content Area ||Displays files, folders, or application content

Left Sidebar Filters, shared items, tags, and quick access

User Menu Profile, settings, security, and logout

4. Repository Structure & Folder Organization

4.1 Logical Organization

The INGENIUM Repository follows a structured, hierarchical folder model, typically

organized by:

\/<'INGENIUM
A
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e Project

e Work Package (WP)
e Task

e Institution

o Deliverable type

Users should not modify top-level folders unless explicitly authorized.

4.2 Naming Conventions (Recommended)
To ensure consistency and traceability:
e Use descriptive file names
e Avoid special characters
¢ Include version numbers and dates where applicable

Example:
WP3_Task2_Deliverable_D3.1_v1.2_2025-03-10.pdf

5. File & Folder Management
5.1 Uploading Files

You can upload files by:
e Dragging and dropping files into the browser window

e Clicking + New » Upload file

5.2 Creating Folders
1. Click + New
2. Select New folder
3. Enter a descriptive name

4. Click Create

5.3 Downloading Files

o Click the three dots (:) next to a file

INGENIUM
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e Select Download

6. Sharing & Access Control

Yy @ <

Activity Comments Sharing

Mame, federated cloud 1D or email address ...

o Share link @. e

o Others with access @® Read only
Internal link .
Al load and edit
@ Only works For users with accessto, ovripfoadand editing
@ Add to a project () File drop (upload only)
Connect items to a project to make
[ ] Hide download
[ ] Password protect
[] set expiration date
D Mote to recipient
X Unshare

4+ Add ancther link

6.1 Internal Sharing (INGENIUM Users)
Files and folders can be shared with:

e Individual users

e Groups (e.9. WP teams)
Permissions include:

e Viewonly

o Edit

¢ INGENIUM -co-funueaby
>/\< European University the European Union
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e Create

o Delete

6.2 External Sharing (When Allowed)
Public sharing links may be enabled for:

e External reviewers

e Auditors

o Project officers
Security options:

e Password protection

e Expiration date

e Read-only access

Important: External sharing must comply with INGENIUM data governance policies.

INGENIUM
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7. Versioning & File Recovery

% Readme.md e X

39 B, 2 minutes ago

5 O < o

Activity Comments Sharing Versions

Current version
2 minutes age + 39B

Draft of version #2
3 minutesago = 30B

Version ] !!
4 minutes ago « 9B

Initial version
adayago » 1B

7.1 File Version History

Nextcloud automatically stores previous versions of files:
e Restore earlier versions
e Compare changes

e Prevent accidental data loss

7.2 Deleted Files
e Deleted files are moved to Deleted files
e Files can be restored within the retention period

e Permanent deletion occurs automatically after expiration

¢ INGENIUM -co-fundeaby
>/\< European University the European Union




INGENIUM Repository Guidelines

X

8. Collaboration & Communication Tools

8.1 Comments & Mentions
e Add comments directly on files
e Use @username to notify collaborators

e |deal for peer review and feedback

8.2 Nextcloud Talk
Enables:
e One-to-one and group chats
e Audio and video meetings
e Screen sharing
Suitable for:
e WP coordination
e Online meetings

e Cross-institution collaboration

9. Document Editing & Co-authoring

2= ONLYOFFICE Fila  Home  Inset  Layout Formula  Data  PivotTable  Collaboration  Protection  View  Plugins o927 =
@  OpenSansExtrabold v 16 + A A T 4 " v T | 8l Il cenenal SoEry v
~ Normal Neutral Bad v
® BIUusA-aA-O-O- EBz=sE @ (T T % @22 @ § B
As ~ f& EVENT MARKETING PLAN | e
Q4 A ST T 0 ) 0 0 4 B S S R L -
1 ADDRESS PHONE WEB Project name
= Borders Style 23
2 YOUR COMPANY Building, Street, City i youweb.com Project manager « coo -
=) Country Lo you@mail.com [5s!
3 Date Select borders you want lo change
e applying style chosen above =
éllﬂ EVENT MARKETING PLAN =] 551 253 (=] P2 S
@ =—=1 ol

Total Gross margin Percentage of income spent

$67,988 84.83% e

Total income

4
5
. I
7
8
9

Total expenses

SUMMER Manthly Sale Dynamics of Sales
= Totalincome Text Orientation
$1.000.00 $20,000.00 Angla  0*
L]

$15,000.00 B

0 ) . Text Control T
$500.00 $10,000.00
11 Wrap text
12 ® Total expenses l ' $5,000.00 Shink to fit
as

13 - .
14 123 45 67 89 101112 1 2 gzoaleg;— E® Conditional formatting ~

15
16 Effectif in up no depend seemed. In expression an solicitude principles in do. Indulgence contrasted sufficient to unpleasant in in insensible favourable. We leaf to snug on no need. At none
over will. Do play they miss give so up.

7

10 T T T T T T T TR T T
FCl company profit $ 564000 § 782300 § 458600 5 125800 5 365800 5 145600 § 256900 § 269400 3 246800 § 954300 §
Pl costs of materials $ 78000 § 54000 § 36000 § 24000 § 59000 § 64000 5 11500 5 11200 5 98000 5 76000 §
21 O s 45000 5 65000 § 5000 § 21000 § 32000 S S60.00 § 74000 § 15000 S 23000 S 15000 §

22 TN ¢ 441000

663300 § 337600 $§ B0BOO $ 274800 § 25600 $ 1,73400 § 243200 3 125800 $ 863300 §
P N L L L L L L e e

4 4 > »
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basic-text.docx - OFfice - Mozilla Firefox

¥ basic-text.docx-Of.. x

€ www.nextcloud.comfeollabora, v| & | Q search

re 9 3 @

® 2. @

Py =

File  Edit  View  Insenl  Formal  Tables  Help o
’ 9 £ Detault Style - Karla | u ~[BIf|U §IB L a|E = FEE|E (== BC v
e =
Collabora Online Development Edition 2.0
Welcome
Welcome to the demo of the Collabora Online Development Edition 2.0, You can eheck out the ppu d
Collabora Online is the e‘\tial build ing block for your document serwrrchitscted and e
made in Collabora. It allows collaborative editing of richly formatted docUments directly from Simane
aweb browser, with excellent support for all popular office file formats, including text Today, 05.47
documents (docx, doc, odt,...), spreadsheets (xlsx, xIs, ods,...) and presentations (ppt ppt. Reply 0 Simone (10312016, 05:47)
odp,...). ‘Tied it out and it works great!
- Jshn
How to try out Collaborative Editing Today, 05:49
Testing collaborative editing is simple You just need to share the file first with another user.
Once shared, you can both enter and edit the shared document together, at the same time, Try s out!
John
Teday, 10.0
Search; Page1ofl | 5words, 41 characters | Insert | Standard selection 3users ~ | A~ v | [ — 100 +

The repository supports online document editing (depending on configuration):

e Text documents

e Spreadsheets

e Presentations
Features:

e Real-time collaboration

e Change tracking

¢ Commenting

10. Search, Tags & Metadata

10.1 Search Function
o GClobal search bar

e Searches file names and content (supported formats)

10.2 Tags
Users can apply tags to files to:

e Improve discoverability

INGENIUM
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e Group related resources

e Support cross-project searching

12. User Settings & Security

12.1 Personal Settings
Users can manage:

e Profile information

e Language and timezone

e Accessibility options

12.2 Security Features
e Secure HTTPS connections
e Session management
e Two-Factor Authentication (2FA)

Strongly recommended: Enable 2FA for all INGENIUM accounts.

13. Data Protection & Compliance
The INGENIUM Repository:

e Complies with GDPR

e Supports European data sovereignty

e Applies role-based access control
Users are responsible for:

e Uploading appropriate content

e Respecting confidentiality levels

e Following institutional data policies

14. Best Practices for INGENIUM Users

Vv Follow agreed folder structures

Vv Use clear file naming conventions

V<'|NGEN|UM
A
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Vv Avoid duplicate uploads
v Regularly review shared permissions

Vv Do not store personal or sensitive data without authorization

15. Troubleshooting

Issue Recommended Action

Cannot log in||Check credentials or contact IT support

Upload fails ||Check file size and quota

Missing file ||Check Deleted files or Versions

Sync issues |[Restart client and check connection

K INGENIUM B

European University




