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Executive Summary

The present document covers the ReGreeneration Collaborative Working Environment (CWE)
and its maintenance for the ReGreeneration project.

The ReGreeneration CWE is located at the following address:
https://gfil.sharepoint.com/sites/RENegeneration

The platform is organized in sections that support activities per each Work Package, cross
Work Package collaboration area and area to communicate and share information between
project consortium and European Commission (EC) representatives.

To use the platform, each user must have their corporate email account and be invited by the
administrator of the platform.
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|. COLLABORATIVE WORKING ENVIRONMENT

.1. Overview

The Collaborative Working Environment (CWE) envelops the project and consortium
information, internal communication, encompassing a wide set of features covering the
following purposes:

* Project documentation repository.

* Project internal communication.

* Project planning, including milestones and tasks scheduling.
*  News.

* Meeting minutes.

* Progress Reports management.

The CWE uses the SharePoint platform which is a Microsoft product in which information can
be stored, organized, and shared safely. The platform is hosted by Microsoft and managed by
Inetum as project coordinator.

|.2. Location

The CWE is located at the following address:
https://gfil.sharepoint.com/sites/RENegeneration

L) REGreeneration # nicio  Blocdenctss  Ustedinventare  Calendrier  Liste desuivi du projet  Liste de suivi des problémes  Conversations  Bloc-notes  Documents  Papelera derecdlaje  Editar i Nose sigue

The upcoming generation of eco-friendly, resilient, and inclusive smart cities, supported by inventive urban planning,
sustainable infrastructure, and cutting-edge technologies

Documents

Figure 1 - ReGreeneration CWE

1.3. Organization

The Collaborative Working Environment is organized in a main site, which contains a structure
of common folders so that all members have access to the entire project.

Folder structure:

“General” folder: this folder will be used to store and share project framework documents such
as templates and general (non- technical) documents. This folder is accessible through the
Teams channel.
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“Proposal and pre-grant” folder: It contains the information associated with the proposal
presented and the documents that were used for its preparation, as well as the Gender Plan
certificate of each partner.

Work Package folders: each WP has its independent folder to store and share documents
related to the Work Package itself. In each WP folder, there will be a sub-folder per task and
a common one to be shared by all the tasks to have direct access to project Deliverables and
meeting minutes.

The information related to the Grant Agreement and monitoring of payments to partners is also
found in the WP1 folder.

The structure of the Work Package folder will be in line with the work breakdown structure of
the project as presented in Part A.

+  WP1 - Project Management.

*+  WP2 - Provision of ICT cross-model services and tools.

+  WHP3 - Provision of transversal services supporting cities decision making processes.
*  WP4 - Regreening project in the City of Bucharest.

+  WPS5 — Regreening project in the City of Alverca.

*  WP6 — Regreening project in the City of Paris.

WP7 - Regreening project in the City of Barcelona.

* WP8 — Regreening simulation projects in the replicator cities.

*  WHP9 - European level long term impact and public outreach.

¥ REGreeneration .. Inicia  Blocdenctas  Liste dinwentaive  Calendrier  Liste dé suivi du projet te de suivi des probléme awersations  Bloc-notes  Dacuments Editar Grupo privas Nosesigue & 143 miembros

Documents Ver s e

General

The structure within each Work Package folder looks like this:
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Documents > WP2 - Provision of ICT cross-model services and tools

- Nuevo T Cargar 2 Editar en vista de cuadricula [® Compartir © Copiarvinculo Zg Sincronizar ) Descargar
[N] Nombre Modificado Modificado por
Task 2.1 Data collection, standardization and automatic mapping to KPls 5 de marza o-Prada Alberto
Task 2.2 City models for urban climate change mitigation and social impact 5 de marzo berto
Task 2.3 Cross-model digital twins and forecasting services development 5 de marza erto
Task 2.4 Digital tools for social engagement and co-creation 5 de marzo erto
Task 2.5 Planning. monitoring and impact assessment tools 5 de marza berto
B "WP2 - Deliverables hace & minutos El-Jaouhari-Balan Laura-b
B WP2 - Meetings minutes 8  Hace unos seg El-Jaouhari-Balan Laura-lx

24/04/2024

Ver todo

— Todos los documentos

Users can download easily one or several documents from the online server. It also allows to
upload one or several documents, and to send an email to document recipients to inform them

that a new document is available on the server.

|.4. Collaborative tools

The following tools area available for this project:
e Main page.
e Calendar.
e News.
o Wiki.
e Project’s Ghant.
e Documents.
e |[ssues.
e Risks.

Within the context of the CWE, these tools aim to serve multiple purposes, as described in he
table below. These tools can be configured depending on the specific project needs.

Tool Purpose

related tools.

Main page * Project information aggregator, retrieving information from all project

Calendar * Project tasks calendar view

* [ssues calendar view.

* Deliverables and milestones calendar view;

News + Publish relevant news to disseminate project relevant information.

Wiki » Knowledge database.

* Collaborative creation of content.

Project Tasks * Task scheduling.
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» Task management.

* Assignment of tasks.

Issues » Every WP has a separated Issues management system.

Management * |t is composed of a Kanban board with 4 initial columns: TODO,
DOING, BLOCKED and DONE.
» This allows the WP members to easily visualize the status of the
issues that appear during the project.

Risks list * A detailed list of the identified risks during the preparation of the
proposal.
* It is a live document, so more risks could be added to it.

Notepad * Meetings minutes.
» Other meeting notes.

Documents » Documentation repository.

2eneration 7
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|I. COLLABORATIVE WORKING ENVIRONMENT
ADMINISTRATION

[I.1. User Management

Although Microsoft offers different ways to access a sharepoint site, Inetum’s organization only
allows to access through an invitation sent by the site’s administrators. The benefit of this
approach is to keep the sign-up process as simple as possible for the Consortium Members.

[1.1.1. Invitation

Right before the KoM took place, the leaders of each WP were asked to supply the name and
email address of their team members. This information was then used to send the invitations
in order to grant them access to the CWE.

I1.1.2. User Roles

There are two roles in the CWE: Owner and members. The owner profile resides on the Project
Manager. The rest of the team members can access the site and create/edit content but cannot
delete any content created by others. They can only delete what they have created.

In other words, CWE members can do the following actions:

e Create.
«  Edit.
« Read.

+ Delete (only content created by them).

I.2. Backups

Full back up of the server where the Regreeneration CWE runs, is done daily following the
Microsoft directives.

I1.3. Security

The security policies of the https://gfil.sharepoint.com/sites/RENegeneration are those
defined by Microsoft.

I.4. Improvements

The CWE is a customizable and flexible platform. It can be customized through the installation
and configuration of SharePoint Apps e.g., Discussion Board, Custom List, etc.

Project coordinator will be responsible for detecting such need in close collaboration with other
WP leaders and the rest of the project team and ensuring anticipation of requirements through
the installation of appropriate Apps with the technical help of Microsoft.

>Greeneration 8
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I.5. User role authorisation procedure

Registration within Regreeneration CWE can be done in two ways:
1. The platform administrator adds a new member through his email with guest role.

ReGreeneration

Figure 2 - Applications marketplcea that can be added upon request
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Compartir "REGreeneration”

Compartido con muchas personas

Invitar a personas

Compartido con

Escribir nombres o direcciones de correo electrénico...

Incluya un mensaje personal en esta invitacion (opcional).

OCULTAR OPCIOMES

Enviar una invitacién por correo electrénico

m

nermiso

[REGreeneration - Visiteurs [Leer] V]

and the guest receives an email with the link to the CWE:

Hello,

] Office 365

Go To REGreeneration

This message was sent from an unmonitored e-mail address. Pleaze do not reply to this message.

Privacy

Microsoft Office
One Microsoft Way
Redmond, WA
93052-6399 USA

B Microsoft

2. The new user accesses the Regreeneration site and “Request Access”:

Une autorisation est requise pour accéder a ce site.

Merci de m'octroyer laccés.

Demander I'acces

e

24/04/2024

After the access request is done, the administrator needs to verify if the user requesting access
is already registered in the participants list:

ReGreeneration
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https://gfi1.sharepoint.com/:x:/r/sites/RENegeneration/Documents%20partages/WP1%20-
%20Project%20management/List%200f%20Regreeneration%20Project%20participants.xlsx
?2d=w8c09c3c906ad4a58b435089c73449043&csf=1&web=1&e=wKpZKE

“List of Regreeneration Projects participants_v.1” is the document which defines general
information, groups and roles about all project members. The consortium partner lead person
is accountable for defining access rights for members of her/his organization. If the information
on a person for a specific access request is not found in the “List of Regreeneration Projects
participants_v.1”, the administrator will not approve use of application until the information is
added in the List of “Regreeneration Projects participants_v.1” document.
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[Il. DISTRIBUTION LISTS

The project has also defined a series of distribution lists with each of the participants of each
Work Package, one for general issues and one additional for legal related ones.

. regreen.finance-legal.es@inetum.com

. regreen-WP1.coordination.es@inetum.com

. regreen-WP2.tools.es@inetum.com

. regreen-WP3.transversal-services.es@inetum.com
. regreen-WP4.bucharest.es@inetum.com

. regreen-WP5.alverca.es@inetum.com

. regreen-WP6.paris.es@inetum.com

. regreen-WP7.barcelona.es@inetum.com

. regreen-WP8.replicator-cities.es@inetum.com

. regreen-WP9.ID.es@inetum.com

D _

W

BI'® |
ReGreeneration

Neighborhoods for people and nature
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