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CHAPTER
ONE

DOWNLOADING AND INSTALLING

1.1 From where can | download the latest Indico Release?

You can download the lastest release of Indico from:

’ http://cdswaredev.cern.ch/indico
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CHAPTER
TWO

GENERAL EVENT

2.1 How do I create the proceedings for my conference?

Step 1: Go to the Contributions option in the left menu in the Management Area.

You can mark a file as a main resource through the Management Area of the contribution it belongs to (which you can

.

access by clicking on the contribution’s name). From there, you need to go to the tab Material and then click on -

to mark as main resource. Only one document can be marked as main resource. In the example below, IndicoFAQ.pdf
is the main resource (yellow star as oppposed to gray star).

Contribution: Contribution 1

Go back to: Contributions list

Material | Sub Contribution " Protection " Tools " Paper Reviewing

Existing material

Add Material

= Paper ¥ [
@ IndicoFAQ.pdf 3 [ (%

@ IndicoGlossary pdf 3§ L-:Q/

The files marked as main resource will be used to build the proceedings.

Step 2: From the Management area within your conference, go to the Contributions area and above the list of contri-
butions there is a button for proceedings. If there are resources along with the contribution the main resource will be
shown in the proceedings
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Conference 1 26 July - 29 July Frent actons
Created by Anamaria Costache | Clone || Lock | [ Switch to event page
General seftings Quick search: contribution ID
Timetable
Material Displaying 4 contributions
Programme Apply filters | Static URL for this result e
Registration [ Add new ][ Move H Author list ][ Material package H‘Proceedingslﬁ
Call for Abstracts Select: All, None T
Contributions Id Date Duration Type Title Presenter Session  Track Status  Material
Paper Reviewing 0 00h20° | Opening proceedingszip - — s | NS
Chat Rooms 1 00h20' NS
You have chosen to open
Video Services 5 01h00* | GETEEET e NS
Evaluation 6 00h20° which is @ Compressed (zipped) Folder NS

from: https://indicodev2.cern.ch

Adh d opi

- [ Mave H Author list ” Matd| ‘What should Firefox do with this file?
Lists

Windows Explorer (default) -
Protection .
() SaveFile
Tools
Layout [] Do this automatically for files like this from now on.
Logs

Gance)

2.2 | log in but | am taken back to the login page again, how can |
avoid this?

Enable cookies within your browser and try to log in again.

2.3 How do | enter the management/modification area of an item in
Indico?

Wherever you see the small red pen @9 or the edition botton - you can click on this and modify the item.

2.4 How do | restrict the access rights of my event to certain users?

In order to do that, go to the Managment Area of your event and select the ‘Protection’ entry in the side menu.
Once that you are in the protection settings, pay attention to the ‘Access Control’ settings. In order to set the access
rights, you have to make your event ‘Restricted’ first by changing its ‘Current status’ to either ‘Restricted by itself’
or ‘Restricted by inheritance’ (if available). Once the event is private, add users to the ‘Users allowed to access’ list
by clicking the ‘Add user to list” button. A form will be displayed in which you can search for users by entering their
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family name, first name, etc... You can also restrict the access to groups of users by filling the ‘Group name’ entry of

the search form and select one of the resulting groups. All the people included in the group will be granted access to
the event.

For example, if somebody wants to grant access to his/her event only to users from the CERN, he/she will first search

for the group containing all the CERN users (namely ‘CERN Users’) and add this group to the list of users allowed to
access. The ‘Access Control” section will then look like this :

Access control

Current status  Your event is currently INHERITING from a PUBLIC category, but be aware that some parts of your event are protected .

Modify status Make it| PUBLIC [(viewable by all the users, regardless ofthe access protection of the parent category "Sub category1').

Make it| PRIVATE |(viewable only by the users you choose, regardless of the access protection of the parent category "Sub category1’).

Access key

Mote: It is more secure to use make the event private instead of using an access key!

Fore more on protection in Indico, see protection_guide.

2.5 How do | export something into Microsoft Excel?

¢ With Windows:

— Excel 2007: Click on the icon @ , then on Open with Microsolf Excel 2007

— Excel 2010: Same as above

List of Abstracts ” Book of Abstracts Setup " Reviewing

Quick search: Abstract ID

Displaying 3 abstracts
Apply filters

-
Opening Abstractlist.csv M

You have chosen to open

[ Add new ” Accept ” Reject ” Merge ” Author list lExport t(@ﬁ{.& ) Abstractlist.csv
Select: All, None -

which is @ Microsoft Excel 97-2003 Worksheet

from: https://indicodev2.cern.ch
ID Title Primary Author(s) Tracks Type 5t4 ) . -
2 Abstract 1 0 None Rhl R
3 i None 21 Microsoft Excel (default) __-—-_-——;_/
4 Abstract 3 1 Mone (@ {l

7] Do this automatically for files like this from now on.

[ Add new ” Accept ” Reject ” Merge ” Author list | Export to: 3] 15 &5

[ ok ][ cancel

* With Mac: Click on @ , an Excel document will automatically be opened

2.5. How do | export something into Microsoft Excel?
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