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On the left side of the internal EUWI-CIS you will find a number of menus. On top you find your personal area entitled with your username, below you find “community space”. Community space is THE ONLY common EUWI-CIS area for all EUWI members. 

Apart from that, every EUWI member will see different menus (corresponding to the working groups where one participates). For each working group where you take part you will find a separate menu tab.

2 Your personal area entitled with your username

This area can only be accessed by you and should be used correspondingly. 
2.1 “Whats new”

After login you will will see a “Whats New” window. The report given there informs you about changes in EUWI-CIS since your last login. 

You can browse this report by clicking on the underlined entries. During one EUWI-CIS session you can access your “Whats new” report repeatedly. It is located in your personal menu (left on top of all other menus) by selecting the “whats new” tab. The report will be overwritten after logout in order to create a new report for your next login.

Under “Whats new” you find a personalised report. The content depends upon your last login and on the working groups where you participate (e.g. you will be informed about a new document / forum posting etc. of the Steering group if you are a member of the steering group). This will help to taylor the reports exactly to your needs.
2.2 “My messages”

Depending upon your role within EUWI and CIS (administrator, user, WG-lead) you will find here certain messages. E.g. If you are WG-lead and somebody applies for membership in your group you will find the request under “My Messages”. Or, if you are adminstrator and a WG-lead wants to publish a document in the community space or on the public portal, you will find the request under “My Messages”. In parallel to these messages you will also receive a notification via mail to your normal e-mail inbox.
2.3 “My Mail”

“My Mail” serves for your personal mails, distributions lists etc. and it contains an archive of the mails you have sent from CIS. You can use all addresses registered in CIS to compose your personal distribution lists. Please keep in mind that distribution lists which are relevant for more than one person should be composed and administered by the WG-lead in the respective working group areas.
2.4 “My Profile”

As first step in CIS please fill the form which can be accessed under “My Profile”. For security reasons it is important that you change your password after your first login (Only restriction: it has to have in minimum 6 characters!!)
Your entries under “My Profile” are only visible for other EUWI members and will help to  improve networking between EUWI members. Therefore please don’t forget to describe your “fields of expertise”, your role within EUWI under CV/profile and to upload a photography.

You can also upload personal documents which are not accessible by other EUWI members. This option is useful if you want to access certain files from abroad (filesize limited at 5.5MB).

3 Community space

All registered CIS users have access to the so called community space (cs). It integrates all persons that are in some way linked with the EUWI even if they are not (or not yet) active members of WGs or other organisational units (e.g. local stakeholders that co-operate with regional WGs). The cs shall be used for announcements, discussions and documents that address a wider audience than the MSF (MSF is restricted to persons who actively contribute in a regular manner).
CIS provides the possibility for the general public to get a guest user account with limited user rights and limited access to CIS in order to get an idea of the information system. Guest users can see the contents of cs only.
The cs provides 6 menus: 1) events, 2) documents, 3) forum, 4) members, 5) WGs, 6) feedback.

The most important functions are 

3) forum as there exists the possibility for every registered user to create and administer a “thematic forum” in order to exchange ideas or discuss certain crosscutting issues

5) WGs because it provides a predefined and efficient workflow to register for working groups. This menu tab is a showcase for working groups. They can define a short WG-profile and corresponding WG-projects which can be accessed under this menu.
3.1 events

Events which are not open for the public but which are of general interest for EUWI can be announced here. Users have the possibility to initiate the announcement of an event by submitting a request to the adminstration (click on notify the administration). CISadmin (EUWI secretariat and support) act as administrator of cs.
Past events are automatically removed from the list, but they are stored and can be browsed in the [event archive].
3.2 documents

This library is meant for documents that 
· Have been produced by WGs and shall be discussed in a larger group

· Are of general interest for all CIS users

· are important for everyone in the sector
Some of these cannot or should not be put on the public portal (e.g. because it would be confusing for the general public or due to copyright limitations). 

Everyone can suggest uploading a certain document (via the feedback menu, see 3.6) the administrator controls this document repository.
3.3 Forum

The main advantage of a forum is the reproducibility of a discussion and the possibiliy to be structured into several topics. The chronological order and the hierarchy of postings is intuitively understood.

Documents can be attached to a forum entry. This feature helps to discuss documents or exchange them between EUWI members.
3.3.1 General community space forum
This forum is meant to enable discussion of general interest for the EU Water Initiative participants. It allows for participation of the "entire EUWI community". The forum can be structured into several topics and every topic shows a chronological hierarchy of answers.

3.3.2 Thematic forums in the community space

Thematic for a are to be used for certain topics that need participation of all EUWI members and that do not fit in the thematic focus of working groups. They can also be used to assess the general opinion concerning specific issues e.g. in preparation or postprocessing meetings.
Every user can start a thematic forum but it should be kept in mind that this person should also lead the discussion and take care that the forum is not a dead end for useful contributions.
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figure 1: hierarchically structured discussion in a forum.

3.4 Members

All registered EUWI-CIS users are listed in this menue. The list can be displayed in alphabetical order of member names and of institutions. Clicking on an entry in the list will show the profile of the respective member. 

The member list can also be searched in order to find contact details as fast as possible.
3.5 WGs

As an information for other EUWI participants WG leads (WG administrators) should describe the profile of their working group. This description is accessible from the community space and should help to make EUWI more transparent.
EUWI members can apply to be a member of a working group by klicking on [register to working group].
3.6 Feedback

Feedback is a (fast short) notice that will be delivered to the responsible WG-lead, WG admin(s) or CIS admin. Such a notice can be sent from every internet browser even without having a local mail client software. 

CIS mirrors the organigram of EUWI and delivers the feedback to the responsible persons. These persons will be notified via email and find the feedback in their personal CIS area under the “messages” tab.
4 WG areas (multiple)
See chapter 2
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