
 

 

Platform Tutorial
 
 
This tutorial is dedicated to all HydroAsia participants – students, professors, lecturers. It 
aims to provide the basic procedures to use the platform as a registered user, to edit 
contents, upload a new file and publish pages. 
 
Every registered user belongs to a defined user group which is given specific 
properties/rights with regard to identified pages. 
 
Thus, the whole website may be updated steadily with relevant information and 
documentation (manuals, lecture notes, team coordination, results, reports…) 
throughout the duration of the program. 
 
HydroAsia intensive program relies on the online dissemination of working materials! 
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How to start as a registered user? 
 
1 – Enter the HydroAsia address on your web browser: www.hydroasia.org 
 

 
 
2 – Click on Login (at the top on the right side). 
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3 – The Login window opens. Type your personal Username and Password (provided 
by the HydroAsia webmaster in a previous mail). Click Login. 
 

 
 
4 – You are now identified as a registered user. In My Settings, you can change your 
password (minimum 6 characters). Type your new Password, Confirm password and 
click Submit. 
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5 – Each registered user belongs to a user group which is given specific rights for 
each page of the platform. In order to check the permissions you and all HydroAsia 
participants are allowed, please consult the Excel file HA_Rights.xls on the platform at 
http://www.hydroasia.org/jahia/Jahia/op/edit/lang/en/pid/6287 (login is compulsory 
because of restricted access to the file) by clicking on the link ‘Which permissions for a 
registered user?’ (in the container on the right side). A tree view of the website is 
displayed on the five user groups sheets (note that a guest is an anonymous visitor, is 
not a user): 
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• The ‘Read’ permission gives access to read the page and download documents 
(green cells); 

• The ‘Write’ permission allows to edit contents, upload documents…, and to notify 
completed pages to the administrator (blue cells); 

• The ‘Administration’ permission allows to approve pending pages and to publish 
them (red cells). 

 
6 – According to your rights and the status of the page (unchanged, updated, added), 
four new tabs may be available at the top of the page: 
 

• The Live window is the published status of the page as seen by guests/users; 
• The Edit window allows updating contents, uploading files…; 
• The Compare window shows the differences between the previous version of the 

page (its published status) and the updated version of the Edit window; 
• The Preview window provides a ‘true’ overview of the updated page before 

publishing (layout of the page as if it were published). 
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How to edit a content? 
 
7 – Click on the Edit tab for a page you are permitted to edit or administrate: e.g. 
HydroAsia > WorkSpace > Team BLUE. 
 
The Operations icon  is now available on the right side of each component related 
to the page - which pid number or unique identifier is 6632: 

• its containers (Text, Portlet); 
• its subpages (Communication, ………, Progress Reports); 
• its parent page (WorkSpace). 

 
Note that the other teams’ pages are labelled as Page N/A because you have not got 
the permission for editing these pages. 
 

 
 
8 – For editing contents, click on  Add Text in the first main container below Team 
BLUE or click on the Operation icon associated to the component and select Add Text. 
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9 – The Add container window opens. It enables to give a Title to the Text container, 
to update the Content and to insert an Image. By default, all components are empty. 
 

 
 
10 – When the Add container window opens, the Title section is displayed by default 
(font of its link in red color). Type the title of the container, for instance ‘Team BLUE 
Presentation’. 
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11 – Then, click on the Content link in order to access the Html Editor. When the Editor 
is loaded, you can enter your text without specifying any format in order to apply the 
predefined template of the page. Indeed, you can use the different available tools to 
create bullets, use italic or bold characters, modify the font color… You also can copy 
and paste some text from MS Word. However, if you do so, you have to clean your text 
(when pasted) with the Word clean tools (the two latter on the right side of the first 
toolbar) to be sure the format is compliant with the template. To validate the input, click 
OK. 
 

 
 
The container is now updated and the text is presented according to the existing 
template of the HydroAsia website. 
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12 – The new version of the page can be checked by clicking the Preview tab. 
 

 
 
13 – The Compare window indicates the differences between the updated version and 
the published one: Diff Status : Added in the present case. 
 

 
 
14 – To validate and publish the updated page, click on the Workflow link. 
 

 
 
15 – As a registered user, if your permission is to administrate the page, the Workflow 
window opens including the Approve Pending Pages tab. Approve the page by ticking 
the concerned box(es) in the ‘Pages ready for publishing’ list and click OK. 
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The page is now online. 
 
If your permission is only to edit the page, consequently only the Notify Completed 
Pages tab is available. In that case, the page is not published but notified for approval to 
the administrator. For further details, see Tip 7. 
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How to upload a document (file)? 
 
The HydroAsia platform enables to upload documents, as your progress or daily reports, 
into specific containers on the page. The procedure may be composed of the 3 following 
actions according to the existing build of the page: 

• creating a ‘portlet’ container (if not already created); 
• uploading a new file on the Server; 
• editing the new file on the page. 

 
16 – Select the page where you want to upload a file and select the Edit tab: e.g. 
HydroAsia > WorkSpace > Team BLUE > Progress Reports > Weekly Reports. 
 

 
 

 
17 – Click on  Add a portlet in the second main container. 
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18 – A new Add container window opens (different from the one in step 9). The Title 
must be defined (mandatory). Type ‘Weekly Reports’. Choose the Content as Files to 
create the upload function. Concerning the layout format, choose Colored background 
(Title) and Transparent (Content) in order to keep the HydroAsia template. To validate 
the input, click OK. 
 

 
 
19 – The new container is now created and is associated to a new function: Upload 
new file. Click on it, select +Add. A new window will appear. 
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20 – You are now in your personal space on the Server. You can upload there your 
documents (any file type) and organize them in different directories. The files included 
inside the different directories can be published – as links – on different pages or just be 
stored in this personal space. For any user, 3 directories are available by default: 

• mygroups 
• private 
• public 
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21 – Browse the 3 directories. 
 

• Your personal private and public directories are empty. 
• In the present case, mygroups directory comprises 1 directory named 

‘teamBlue’ (a user could belong to several user groups in order to cumulate 
permissions on different pages), which comprises its own private and public 
directories. 

 
The 2 private directories ensure security of storage on the Server. Note that: 
- The teamBlue private directory is accessible only by teamBlue members on the 

Server; 
- Only yourself can access your personal private directory on the Server. 
 
Warning: The access to the Server is distinct from the read access to the page. The 
latter will be granted in a further step. 
 

 
 
22 – To add a new file – e.g. a weekly report – click on teamBlue directory and private 
in order to access teamBlue secure directory. 
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23 – The path to the active directory is indicated beside ‘Current directory’ and is always 
structured as: ROOT/groups/yourgroupname/private or 
ROOT/users/yourusername/private according to the secure location you choose. 
 

 
 
24 – To upload a new file, click on [Operations] and select Upload New File. A new 
window appears. 
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25 – Enter the path to the file to be uploaded or click Browse… to navigate in your local 
disk or in any connected devices. 
 

 
 
26 – Select the file to be uploaded and click OK. Avoid special characters in your file 
name. They can prevent the file from being accessible when published. 
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27 – The new file appears – its icon, title and extension – in the file list if some others 
were already uploaded, and is defined as a Selected file, i.e. in bold characters in the 
list and its path indicated below ‘Current directory’. 
 

 
 
28 – Tick ALL Groupname boxes for granting all groups read access on the file. The 
groups that are displayed are those allowed to read the current page. Thus, since the 
page is defined without restricted access, the list comprises ‘Groupname guest’ and 
‘Username guest’ which are related to anonymous. ‘Groupname all’ is a special group 
including the HydroAsia advisors. Lastly note that the ‘Groupname teamBlue’ does not 
appear because you are uploading into teamBlue directory. Press the Apply button. 
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29 – If you cancel the process just now (by pressing the Cancel button at the top of the 
window), the file is uploaded on the Server and given read access to all groups, but it is 
not added on the page. To upload the file on the page, be sure it is still selected (in bold 
characters) and click OK. 
 

 
 
30 – The document is now visible in the container, on the page. 
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31 – You can check the display of the page in the Preview window and the document 
can be validated and published according to the procedure defined from Steps 14 to 15. 
When a document is published, the platform set up a link related to the file that can be 
viewed and used to create hyperlinks. 
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How to publish an image (jpg or gif format)? 
 
32 – Click the Edit tab and select the page you want to publish images or graphical 
documents, as JPG or GIF files. Click on  Add Text. The Add container window 
opens and the Title section appears by default. 
 

 
 

 
 
33 – Click on Image and you are in your personal space on the Server. 
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34 – Upload New file into your personal private directory by following the procedure 
described from Steps 24 to 28. 
 

 
 

HydroAsia 2007 - Ph. Gourbesville, W. Berolo  21 



35 – The image is now stored in your private directory and is selected. From now, two 
options are available on the platform to insert an image on a page. The FIRST OPTION 
is to keep your file selected. 
 

 
 
36 – Click on Image align. You can choose the left side. 
 

 
 
37 – You could press the OK button now. If you choose to insert a text giving a 
description of the image, click on Content to access the Html Editor, as described in 
Step 11. To validate the input, it is not necessary to click again on Image since the JPG 
file was kept selected in Step 35. Click OK. 
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38 – The image and the text are edited on the page. Note that the text depends on the 
image align/dimensions and does not match the format entered in the HtmlArea Editor. 
 

 
 
39 – The SECOND OPTION is to unselect your file after uploading on the Server, so 
that no file is selected. 
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40 – Select Content and wait for the Html Editor. You can introduce your image as a 
component into your editing window. Select the Image icon in the toolbar. 
 

 
 
41 – A new window appears to insert the image in the editing area. 
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42 – The path to the Server, where your image is located, must be entered in the Image 
URL section. For example, the path to the image2.jpg file stored in your private 
directory is the following: 
 

http://www.hydroasia.org/jahia/webdav/site/hydroasia/users/yourusername/private/image2.jpg 
 
The same path structure is used for any picture stored in your private directory. By 
clicking on Preview, the image can be checked in the visualization part of the window. 
 

 
 
43 – Click OK and the image is displayed in the editing area of the Html Editor. 
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44 – The image can be modified and organized with text in the area. Enter the text of the 
container and organize the different elements. To validate the input, click OK. 
 

 
 
45 – The image and the text are edited on the page. Note that they match the layout 
entered in the HtmlArea Editor. 
 

 
 
46 – The page can be published according to the procedure from Steps 14 to 15. 

HydroAsia 2007 - Ph. Gourbesville, W. Berolo  26 



Helpful Tips 
 
 
 

Tip 1 – OPERATIONS ICONS....................................................................................... 28 

Tip 2 – INSERT LINKS .................................................................................................. 30 

Tip 3 – INSERT A TABLE.............................................................................................. 32 

Tip 4 – THE COMPARE WINDOW................................................................................ 34 

Tip 5 – OPERATIONS ON THE SERVER..................................................................... 35 

Tip 6 – LOCK ON EDITING........................................................................................... 37 

Tip 7 – EDIT PERMISSION ONLY AVAILAIBLE........................................................... 39 

Tip 8 – WORKFLOW AFTER NOTIFICATION .............................................................. 42 

Tip 9 – LOCK ON WORKFLOW.................................................................................... 45 

Tip 10 – MAIL NOTIFICATIONS.................................................................................... 47 

 

 
 
 

HydroAsia 2007 - Ph. Gourbesville, W. Berolo  27 



Tip 1 – OPERATIONS ICONS 
 

The Operations icons   available on the editing page enable to manage 
items, containers and pages, i.e. to update, sort, delete. For example: 
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The Add icon  opens an Add container window straight. 
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Tip 2 – INSERT LINKS 
 
To insert a link into the content, select the text and click the Web Link icon. In the URL 
section, enter the page address you want to reach – with its pid number. Note that the 
Target is set as ‘None’ for links to HydroAsia website pages, and as ‘New window’ for 
links to external website. 
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To create a link for an image loaded in the content, while selecting the picture, the Web 
Link icon is not available. Type a space after the image and select all. The Insert Link 
window will open. 
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Tip 3 – INSERT A TABLE 
 
In the HtmlArea Editor, you can insert a table by clicking the Insert Table icon. Choose 
its properties – rows, columns, border thickness (could be 0)…. When the table appears 
in the HtmlArea, click into one cell and its toolbar becomes available. Complete/modify 
the table. You can also modify its properties by pressing the Toogle HTML Source 
button that enables to be in TEXT MODE. For example you could change the width of 
the columns, or the width of the table with regard to the page. Note that TEXT MODE 
can be used for any content entered in the editing area. 
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Tip 4 – THE COMPARE WINDOW 
 
In the Compare window, note that the different status of the page components – 
container frames, elements of the text – are symbolized by different colors: 

• Turquoise color: Added 
• Green color: Updated 
• Red color: To be removed 
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Tip 5 – OPERATIONS ON THE SERVER 
 
Different operations can be performed on files and directories stored on the Server. The 
Operations list for a file gives access to the following. For your purpose, the more 
useful operations are Copy, Move, Rename, Delete File. For example, you can move a 
file from your personal private directory to your team private directory. 
 
Warning: Files have to be deleted from a published page before being moved, renamed 
or deleted. Moreover, check the possible links and the read access. 
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On the same way you can use the Operations list for a directory – private or team one 
– and Create New Directory in order to organize your files according to the scheme of 
your pages. 
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Tip 6 – LOCK ON EDITING 
 
There are 2 possible reasons for lock on editing: 
 

• Two users can not edit at the same time on the same page. The page and its 
containers are locked and no modification can be carried out; 

• When a page is in an approval state (i.e. notification of the completed pages 
performed via the workflow), it is locked for any further modifications until 
approved or refused by the administrator. 

 
The difference is that when a completed page is notified, the user has no access to 
unlock the page. Only the administrator when approving or refusing modifications will 
automatically unlock the page! 
 
If lock on editing is due to simultaneous editing, click on Add Text or on List properties 
and a new window appears that enables to unlock by ticking the appropriate box and 
press the Apply button. Red frames and locks disappear and the Add container window 
becomes available. 
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Tip 7 – EDIT PERMISSION ONLY AVAILAIBLE 
 
If your permission is only to edit the page, the Notify Completed Pages tab is available 
by clicking on Workflow. Tick the concerned box(es) in the ‘Pages ready for approval’ list 
and click OK. The page is not published but notified for approval to the administrator. 
 
Note that the marks located on the right side of Workflow are no more in a red color, but 
are changed into a yellow color – Approval state of the page. All containers are now 
locked on the page. If you click again on Workflow you can check that the ticked boxes 
and the Comments line are not available. 
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Tip 8 – WORKFLOW AFTER NOTIFICATION 
 
If you are allowed the administration permission, you can approve the pages notified by 
another user. Containers are displayed as locked on the page and the Notified 
Completed Pages tab (in the workflow window) gives no access to the box(es) marked 
in approval state. Click back to the Approve Pending Pages, some boxes are available 
for accepting or refusing the pages on the left and right sides of the yellow marks. Tick 
the appropriate box(es) and make Comments if needed. If pages are accepted, they are 
published and the workflow marks become green (the marks could remain red for a 
page which is a parent page of modified pages). 
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Warning: If you choose to postpone the control of the workflow and close the 
workflow window instead of cancelling the procedure – even without ticking the boxes, 
this creates locks on the workflow (see Tip 9). The workflow must be cancelled. 
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Tip 9 – LOCK ON WORKFLOW 
 
Approval or publishing can be locked by another administrator. In that case ALL boxes 
are locked (check the 2 tabs). On the Approve Pending Pages tab, the current 
administrator can only disable the lock, for the WorkSpace page in the present case. 
Note that the Accept boxes are not available! 
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Tip 10 – MAIL NOTIFICATIONS 
 
The e-mail address entered in your Settings is used for notification mails. 
 
The Workflow Mail notification gives: 

• Modifications performed by user xx 
• State of the page: for approval or published 
• Link to the page 
• Comment (if any) 

 
The User properties are: 

• User with ‘Read’ Right => receives no workflow mail notification 
• User with ‘Write’ Right => receives ‘Approved and published’ mail notification 
• User with ‘Administration’ Right => receives ‘Waiting for approval’ mail 

notification and ‘Approved and published’ mail notification 
 
Note that you can control the workflow for several pages at once. For this purpose, 
select the parent page of all the pages you want to publish. The ‘Pages ready for 
publishing’ list displays the considered page and all its subpages. You can validate all 
ready pages. This avoids receiving several notification mails, but only one listing all the 
pages modified. A light process for your mailing box! 
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