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Executive Summary
This deliverable’s intention is explaining how the PMnIDEA public and private (document repository) portal of the project is configured. This website shall be used as point of reference for people interested in the project and as repository for the beneficiaries’ documents produced in the scope of the project itself, in order to make them available to all the participants. 

The main functionalities that shall be used by project participants are the following:

· upload and download documents (deliverables);

· upload agenda, presentations and minutes of meeting;

· check meeting dates;

· add meetings.
The main functionalities for the public portal are the following:

· information about the project and the beneficiaries;

· information about public deliverables;

· download area;

· information about the User Interest Groups (UIG).
More detailed information about how to use all the functionalities of the document repository are included in the “Cooperation Tool Tutorial” and in the “Document Repository User Manual”; both documents are available on the project document website itself.
TABLE OF CONTENTS
2Executive Summary


41. Introduction


42. Structure of the document repository


42.1 Vertical Menu


52.2 Horizontal Menu


63. structure of the public portal


63.1 Menu




1. Introduction

The PMnIDEA website (http://www.pmnidea.eu) is divided in two parts: the public portal and the private portal or document repository.

The public portal aims at showing the main information about the project on the Internet, informing about the project, the actors and the results to be achieved. 

The document repository aims at storing and sharing project documents, keeping them well organised and available for the beneficiaries. It is a tool which allows following up meetings, work progress and actions at different levels.

Beneficiaries have access to the document repository and are responsible for the upload of documents they are in charge of. Work Packages leaders have to update the repository with the related documents to a meeting, such as minutes, agendas, presentations, action lists, deliverables, etc. Each document and meeting should be linked to the related Work Package or team/group in order to ensure a correct store and facilitate the search of documents and meetings.

Automatic notifications will be sent to the interested beneficiaries whenever events (uploads of new or updated documents, arrangement of meetings, etc.) occur within the document repository.

2. Structure of the document repository
2.1 Vertical Menu

PROJECT: useful information about the project
· Participants: list of the beneficiaries (Companies/Institutions) working in the project;

· Members: list of people involved in the project;

· Meetings: list of meetings directly linked to the project (working meetings, TMT meetings,

· Steering Board meetings, etc…);

· Events: list of external events relevant for the project (seminar, conferences, workshops…);

· Calendar: calendar of meetings and events;

· Actions: list of next actions to be taken; actions are listed in ascending order of their deadlines;

· Structure: presentation of all Work Packages of the project (including relevant deliverables);

· Deliverables: list of deliverables.

TOOLS: specific tools linked to the specific access domain of each user

All users have access to:



· Latest uploads: list of latest uploaded documents;

· My profile: information about the user;

· Contact lists: list of contacts of the user;

· Add event: the user can add an event (external event relevant for the project).

Beneficiaries can use the following functions only for the Work Packages they are involved in:

· Add meeting: the user can add a meeting and then, send a notification to inform Work Package beneficiaries about the meeting;

· Add action: the user can add an action.

ASSISTANCE BUTTON:
The Assistance Button permits to send via web an assistance request directly to the web site

administrator. 

2.2 Horizontal Menu

· Catalogue: catalogue of all documents uploaded the beneficiaries;

· Search: this function shall be used to search a document;
· My documents: list of all documents uploaded by the user;

· New Upload: the user can upload new documents on the document repository;
· Help.

The main functions available for the user are:
· document upload;

· document download;

· document update.
3. structure of the public portal

3.1  Menu
The main menu is situated on the right side of the public portal: 

· About the project: key drivers, scope and result of the project

· Partners involved: list of beneficiaries, specifying the nationalities and linking their websites

· Organisation: project organisation and management structure and work flow

· Public deliverables

· Downloadable publications

· User Interest Groups (UIG): information for Railway Infrastructure Managers and other Urban Operators not directly involved in the project.
· Contact details
Relevant news and events are published on the home page and useful link will be provided on the related section. Website: http://www.pmnidea.eu
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Screenshot of public portal (website)
Instrument: Small or medium-scale focused research project
Thematic priority: Sustainable Surface Transport
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