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This documentation covers the use of the online collaborative environment
Basecamp made available to the partners of the Interreg Euro-MED
Programme.
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Preface

The Joint Secretariat provides all its partners with a single online collaborative tool, in order to
avoid the dispersion of project data across multiple platforms. The Joint Secretariat chose
Basecamp for the functionalities it offers and its ease of use.

Registration procedure

Project partners can use and customise their Basecamp space according to the modules they
want to use and the way they work.

However, the creation and attachment of users to projects is the responsibility of the Joint
Secretariat.

Accounts will be created or attached by the JS, as appropriate, when projects are created. After
this initial phase, when partners move, the LP will have to make a request to the JS for any
creation or deletion of an account. This request will be made using a form available on the
Programme website at: https://interreg-euro-med.eu/en/basecamp-account-creation/

The form page is only available to members registered on the Programme website. To log in or

create your account, you can use the following link: https://interreg-euro-med.eu/en/account/

Homepage

To access Basecamp once you have received the invitation, you can go to the general website
https://www.basecamp.com and click on the "customer login" link at the top right of the page.

You can also go directly with the link https://launchpad.37signals.com/signin which will take you
to the login screen.

Once you have logged in, you will be taken to your personalised home screen which shows you
the main menu, the list of projects you are associated with and a summary of events or tasks


https://interreg-euro-med.eu/en/basecamp-account-creation/
https://interreg-euro-med.eu/en/account/
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that concern you. In this menu, you will find the following items: Home, Lineup, Pings, Hey !,
Activity, My stuff and Find

A Home = Lineup "YPings aHey!l @ Activity O Mystuff Q Find
nterreg [ covecn,,

Make a new project Invite people

Pinned & recent projects below - ¥iew all in a list - Press | Ctrl+] | anytime to jump

Euro-Med sandbox o NCP ; Project sample o

National Contact Points Basecamp example

Q Qe @

A few upcoming events — see all

RELUETST

THU

2 3 4 5 6 7 g
9 n 11 12 13 14 15
16 17 18 19 20 21 22 ; i
You don't have any assignments right now. When
23 24 25 26 27 28 29 you have to-dos assigned to you in Basecamp,
they'll show up here.
30 31
TUE. JAN 10 Nothing's on the schedule

Figure 1 : Basecamp homepage

The Lineup icon provides a timeline display of all the projects you are associated with.
The Pings icon allows you to send a private message or a file to another person in the project.
The Hey! icon displays a list of the latest notifications.

The Activity icon shows all the latest activities that have taken place on all the projects you are
following.
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The My Stuff icon allows you to search through the various elements that concern you
personally.

ngs e Hey!l @ Activity © MyStuff Q Find

) g o My Assignments
o My Bookmarks
P

at y
My Recent Activity

e My Boosts

Ft

Recently visited

Project sample

|

Home

Figure 2 : menu "my stuff"
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Project page

When you select a project, the different modules of this project are displayed, as well as a
summary of the latest activities of the project.

ApHome o Lineup Wyfings (QHey! (@ Amiviy @ MySwf O Find

Euro-Med sandbox

satip pocps | (el + 22t tlowing

Message Board Docs & Files Campfire

Schedule Card Table

wie

Project Activity
Wednesday, December 14 2022

2 people were chatting around the Compfire

@e

. On Schedule, Isabelle M. added
W NCPMeuting - Massalle

Isabelle M. added a new announcement called €3
Hella!

. Isabelle M. commented on test message board
o

@ Pascale F. commented on test message board
On Schedule, Fascale F. added
Chetstmas’ lunch
@ On Basecamp mysteries, Pascale £, added
gt

@ On Etsindra ['ordi ot partic sn week-snd, Pascale F.
off

cheshed

On Eteindre I'ordi et partir en week-end, Pascale F.
added

Thursday, December B 2022

g 0 On Card Table Lydwine L added

‘L Flarian 1. changed wha can access this project

Figure 3 : current project page
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You can access the menu for this project by clicking on the button with the 3 small dots at the
top right.

vity @ MyStuff Q Find @

Pin to Home

Switch to working on
Change tools
Archive or delete

For developers

@ Set up webhooks

@ Florian JACQUET &455m
Bonne journée 3 tous

Figure 4 : project menu

This menu allows you to pin this project to your general home screen with the Pin to Home
link, which can be handy if you follow many projects.

You can also change the way you follow the project by clicking on the Switch to working on
link. By default, you are in the "Just following" status which allows you to be notified only when
you are directly mentioned for a task or in a message. If you switch to "On the project” status,
you will be notified even when someone posts in the Campfire module.

The Change tools icon allows you to select which modules to display and what name to give
them. Be careful, this change impacts the whole project!

Likewise, archiving or deleting the project is available to all partners with the
Archive or delete link. This link must not be used by partners, as it may cause

: permanent damage to the whole project.
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Modules

By default, projects will be delivered with the following modules:

Project sample

Basecamp example

Add some people @

Message Board Docs & Files Campfire

o ©

Post announcements, pitch ideas, Share docs, files, images, and Chat casually with the group, ask random
progress updates, etc. and keep feedback spreadsheets. Organize in folders so questions, and share stuff without
on-tapic. they're easy to find. ceremony.

Schedule Card Table

@

Set important dates on a shared schedule. A visual, Kanban-like tool for process-
Subscribe to events in Google Cal, iCal, or oriented work. Establish a workflow and
Outlook. maove cards across columns.

Figure 5 : modules par défaut

Module Message Board

This module is an information space where you will find all the official announcements,
questions and any other remarks concerning the life of the project.

Pick a category (optional) =
v None
&3 Announcement
& FYl
@ Heartbeat
Q Pitch

£ Question

Figure 6 : Message Board categories
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You can select a category for the publication, add documents or images. All publications can
then be commented on by other participants.

Some announcements can be pinned, so that they are always visible

Module Docs & Files

test of new
text document

sample text
modified once

Figure 7 : module Docs & Files

Docs & Files

folder2

Unsorted = e

Test folder
‘test doc

Ieare Eurc.
MED. .

_project_
n_en 20220

Loga nterseg
-
MED_RGR)py

This module is used to store working documents related to the project. You can organise the

files by creating several folders.

Uploaded documents can be commented on by all participants. However, they cannot be edited
online and cannot be modified simultaneously by several partners.

Module Campfire

The Campfire module is an informal alternative to the Message board module. It allows
partners to exchange in a simple way, on subjects not directly related to the project.

10
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Module Schedule

The Schedule module is a shared calendar that allows you to display project-related events in
a simple calendar and list format.

When you click on the "New event" button, you can customise the event with the parameters
of dates, recurrence, people involved, etc.

All day?
Starts Tue, Jan 10, 2023 11:30am

Ends Tue, Jan 10, 2023 12:00pm

ik

Repeat Don't repeat

with @ Florian JACQUET

MNotes Add extra details or attach a file...

When | post this, notify...
{;] Just the 1 person working on this project
(_j All 22 people who can see this project

"

(_) Only the people | select...

o No one

./.- -.\.
Post this event NN
" Y,

Figure 8 : details of an event

The link "Add this Schedule to your Google Calendar, Outlook, or iCal" allows you to import
events into an external calendar

Module Card Table

This module is a task manager in Kanban format. It allows you to create tasks, assign them to a
person or a group of people and drag them from one status to another as they progress

11
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Card Table

Triage (0) Nobody's watching | ===

~ o
(0)
z
Q
=
z
Q
v £

Figuring it out (0) In progress (1) Validate (1) 0
(1)
test2 @ test A o
By Florian J. 3 minutes ago By lydwine L. on Dec 3, 2022 (o]
e 7 =
Fri, Feb 17 m

Figure 9 : module Card Table

Tasks will keep the history of changes and can be commented on, like all Basecamp objects.
You can fully customise the categories (cards) used, in terms of number, name and colour.

You can also use a more traditional task management module (To-dos) which can be activated
in the "Change tools" menu of the project screen:

Message Board Docs & Files Schedule

+ Add angther. + Add anther. + Add anather.

Card Table

Tools you aren’t using

You'll still receive to-do reminders and notifications about upcoming events, even if the tools are hidden.
To-dos Automatic Check-ins
off off

Figure 10 : menu Change Tools

12
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Reference Documents

You can find more detailed documentation about the different modules and the general use of
Basecamp by clicking on the question mark at the bottom right of all Basecamp pages:

Q, Guides Q contact Support

Basecamp Guides

Getting Started with Basecamp

Welcome to Basecamp 4 This guide shows
how to set your Basecamp account up. You'll
learn how projects work along with how to
organize things on your Home screen. After
you read through it, check out

The Home Screen

The Home screen is a dedicated place for
everything that's happening in your company.

don't have any assignments right now. When Click to dive into: Adding a Logo Creating a
1 have to-dos assigned to you in Basecamp, Project Deleting, Archiving, or Renaming a
they'll show up here. Project Pinning
Projects

Learn more about: Projects Changing tools
Adding multiple tools Remaoving multiple tools
Inviting people Switching a team member to a
client (and vice versal] Settings Closing
comments Turning a team

Figure 11 : help menu
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