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User guide

Introduction

As you arrive on this platform we invite you to:

Watch the help videos in our welcome space

Chose the spaces you want to join

If you need help then ask the Space host of the space you're in

If you would like a new space ask here

https://helpdesk.transition-space.org/help/3545223608



https://hub.transition-space.org/content/perma?id=8135
https://hub.transition-space.org/spaces
https://hub.transition-space.org/s/welcome-space/survey/show/single?id=8
https://helpdesk.transition-space.org/help/3545223608
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Spaces

In Humhub posts are organised into 'spaces' these are communities that organise around a

particular group or theme.

@ @& = [} = =] = i [ Q
MY SPACES ~ DASHBOARD PEOPLE MEMBERS MAP MESSAGES CALENDAR CHAT HELP HELP! SEARCH
Spaces
Find Spaces by their description or by their tags Sorting Status
Q Oldest first ~ Any

- Reset filters

Welcome Space Platferm Fundraising

A space where we welcome people to the platform The group evaluating, trialling and recommending
and make announcements to all users software

A space to discuss raising funds for the movement

FUNDRAISING

owner

Transition Hub Portugal

Inner Transition Community Transition Hubs group

Inner Transition Community of Being and Practice A space where people connected with Transition This is space for the Portuguese Transitioners to
hubs can share learning and support each other gather!

INNER  INNER-TRANSITION COMMUNITY

Income Generation Group

We dream and create possibilities for income gen-
eration on an international level

W

Trainers Community of Practice

s

For internationally recognised Transition Trainers.

Everyone who joins is added to the Welcome space and the Community garden space.

The other spaces can be found here https://hub.transition-space.org/spaces?sort=older



https://knowledge.transition-space.org/uploads/images/gallery/2023-10/spaces.png
https://hub.transition-space.org/spaces?sort=older
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Request a space

If you would like a new space then just ask here


https://hub.transition-space.org/s/welcome-space/survey/show/single?id=8
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Space hosts

Permissions:

Space hosts can configure many of the permissions for their spaces.

They can access these by accessing https://hub.transition-space.org/s/**YOUR-SPACE-

NAME/space/manage/security/permissions

You access this by clicking on the grey settings wheel in your space and clicking on 'security'

o [

£ Settings
& Security
& Members
« Modules

wdch M Receive Notifications for new content
X Cancel Membership
&> Hide posts on dashboard
[2 Custom Pages

You will then see the settings that can be changed


https://hub.transition-space.org/s/**YOUR-SPACE-NAME/space/manage/security/permissions
https://hub.transition-space.org/s/**YOUR-SPACE-NAME/space/manage/security/permissions
https://knowledge.transition-space.org/uploads/images/gallery/2023-04/ZHFv2vifjfs6sp9D-security.png

Security settings

General Permissions

Permissions are assigned to different user-roles. To edit a permission, select the user-role you want to edit and change the drop-down value of the given permission.

All -
Owner Administrators Moderators Members Users Guests
View analytics Default - Den
Allow user to view the statistics of this platform v N
Manage external Calendar
. e Default - Deny -
Allows the user to edit/delete existing external calendar
Manage external entries
. o . Default - Deny -
Allows the user to edit/delete existing external calendar entries
Answer to surveys
Default - Allow v
Allow user to answer to surveys
Create surveys
Default - Allow v
Allow user to create surveys
Moderate surveys' answers
Default - Deny v

Allow user to edit and delete surveys's answers (but not surveys)

You can change any of these settings to your preference. If you would like advice about the

implications of these settings then please ask in the space-hosts Mattermost channel

Notifications

By default, users will have any posts in spaces they are members of added to their daily digest

email.


https://knowledge.transition-space.org/uploads/images/gallery/2023-04/EJlnE5Z4ft6c32w2-settings.png
https://mattermost.transition-space.org/space-hosts/channels/town-square




If you want to do a specific notification (a separate email from the daily digest) then you could
'notify all' in the post. This will create a separate email just for that post. It will also create a push

notification/popup to users that have enabled that in their browser or mobile device.

Archive

Space hosts are able to 'Archive' spaces

Name *
B catpics

Description
Max. 100 characters.

About

Aa~ B I 5 < ZiE ok B oo T BT

Shown on About Page.

Tags

Blocked users

Save Unarchive

Terms and conditions & Community agreement - Privacy Policy - videa - Funders - Zoom - Powered by HumHub

When spaces are archived:

o All content is hidden to non-admins. It is no longer searchable (even by members of that space)
e Admins can 'un-archive' it at a later date and make it visible/ searchable by members.

e The content remains accessible to admins even when in an archived state.


https://knowledge.transition-space.org/uploads/images/gallery/2024-02/unarchive.png
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Vive Apps for mobile

Apps for Android and iOS are available.

The Android app can be installed from the Play store

The iPhone app can be installed from the App store

If you use an Android or iOS phone you can now get
Vive in your pocket, via the HumHub app!

Here’s how to do it (text and pictures):
1. Go to the Google Play or app store and search for HumHub, or click one of the links above
PU8BGBIhcBO8NNpbSrM1dCnwHSgMxAigDXoHOCPZCqsVogLpQ2Rtho3COQEhr8Cr52L5exnRvXSONuo

2. Install and Open HumHub

MDZRKSYLQd9c4xLRC4s6cBagqz5HT_HtOo8sM-Fe4AGDWyYIEHdMfaN9C51heamIUyF3i3k-fixAOoAOFg:

3. Enter the url - vive.transitiontogether.org.uk and click Connect

bANt4Q9cSgLW3Mjnal OKM3jtNTNS7ivQpEQhV-1kb6CQNek-p-T_uJHNYT ichW2cve2FpSRgTwxmCxccx

4. Now to log-in to Vive - click on Sign In/ Up

V10yOmF_6UPhulBIZH8dVp39jwnyGDVPghI8subhfkxcjuGYDZ01LgGbXFWFVKFifY60q344DxZ0i4A0z

5. Click on Transition Platform ID

h-A7meczXFn6-XLAMalldPDyxTX3SqOe_nZa9lpzNIlwcxlaiOvgQp9plIX5AIP96cfmubf369IKS2aijcW2tzYI

6. Enter your Email and Password and Sign In - (if you have any problems click on the red

button to request our support)

XWKFGU_3qiKEHFGAINmMQg-KNY_rGIYFK2kXiwV1laCrPv1f632U4fpPJkTNcfrK tDqVI7Z7wpuQgETyffoc9n


https://play.google.com/store/apps/details?id=com.humhub.app
https://apps.apple.com/en/app/humhub/id6446092274
http://vive.transitiontogether.org.uk

You’'re in! The HumHub app will remember the Vive
url and your login details, so just click on the App
and click Connect whenever you want to pop by []]
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Calendars

Most Spaces in the platform will have a calendar which you can add events to. To add an event

click on the day you'd like to add the event.

Create Fvent

General

[ | |T tle
Start Date * Start Time

03/10/2023 12:00 ©
End Date * End Time

03/10/2023 13:00 (c]

Europe/London
D All Day I:l Recurring
Location

D Hide stream entry |:| Public (Also visible to non-members of this space)

Aa” B I 5 ¢ ¢ == o B oW o0 ®m

Description

Topics

The public events from all of these calendars are aggregated together in the main calendar view



https://knowledge.transition-space.org/uploads/images/gallery/2023-10/add-event.png
https://hub.transition-space.org/calendar/global/index

L %

Select calendars
My profile
My spaces

Monday

all-day L]
all-day [ )
15:00-17:00 @
16:30-20:00 @

18:00-19:30 @

Tuesday

all-day [ )
all-day [ )
Wednesday
all-day [ )
all-day [ )
Thursday

all-day [ ]

This view can be filtered using the checkboxes at the top left.

5} & = ] (0]

MYSPACES™  DASHBOARD ~ PEOPLE  MEMBERSMAP  SPACES

Filter events Filter by types
Followed spaces I'm attending
Followed users My events

Deadline: Review task management
Transition Facilitators Training

HHC sorting meeting

Heart@Work Regenerative Co-Working Sprints

Reuniao Semanal

Deadline: Review task management

Transition Facilitators Training

Deadline: Review task management

Transition Facilitators Training

Deadline: Review task management

=
MESSAGES

23 -29 Oct 2023

Q

SEARCH

Month Week Day

23 October 2023

24 October 2023

25 October 2023

26 October 2023


https://knowledge.transition-space.org/uploads/images/gallery/2023-10/main-calendar.png
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Calendar export to Google
calendar

® ® 0] n ® iz = i < (-]
' Q A=
MY SPACES ™ DASHBOARD PEOPLE MEMBERS MAP SPACES CALENDAR MESSAGES HELP CHAT

Select calendars Filter events Filter by types " 2
My profile Followed spaces I'm attending
My spaces Followed users My events
September 2022
Mon Tue Wed Thu Fri Sat Sun
1 2 3 4
5 6 7 8 9 10 11
12 13 14 15 16 17 18

16 Update test

On the main calendar page in the top right click on the download/export icon.

In the Export popup give it a name & tick ‘all my spaces’



Calendar export

New export My exports

Calendar export name *

My-Calendar
Include events from: Additional filters:
Profile Only include events I'am participating
Space Selection Only include events I've created
No spaces

Only include public events
® All my spaces

Only following spaces:

Generate export Url

Then click on the Generate export Url button. (URL is another name for a link)

My-Calendar https://hub.transition-space.org/ical/humhub-event-7797a492-61e7-44fd- &~

8096-98813efe/base.ics

Iy Copy to clipboard

Copy to clipboard.

If you wish to sync with a Google calendar, then visit https://calendar.google.com/

In the left is + icon next to ‘other calendars’


https://calendar.google.com/

[
() Yaz Brien

Other calendars + A
https://hub.transition-spa...
() Holidays in United Kingdom
[ http://www.alternativebris..
() Phases of the Moon

Salads Sow date

19 20 @ 22 23

@ 4pm INTER-BEINGNESS Mon RSV EVALEIEIEEIERS #® 7pm Honouring the pain and
© 4pm INTER-BEINGNESS Mon RIS B LTEISERER

Select ‘from URL" menu option, into which you paste the URL (link)

|_|] TN team calendar

_] Yaz Brien

Other calendars

https://hub.transi
] Holidays in Unitec
] http://www.altern
] Phases of the Mo

Salads Sow date

] saul gold

18

Subscribe to calendar

Create new calendar

Browse calendars of interest

From URL

Import

10ct

.O & == https://calendar.google.com/calendar/u/0/r/settings/addbyurl

From URL

~ URL of calendar

httpsrffhub.transitionfspace.org.-ficaI.v’humhubeventf??

ndar

D Make the calendar publicly accessible?

dar You can add a calendar using the iCal format by its address

; of interest Add calendar

ndars




Paste the URL you copied earlier and then click the ‘Add calendar’ button

Anyone can
Settings for other calendars See nothing

You can

https://hub.transition-space....
See all event details

https://hub.transition-... ~

Calendar settings

Event notifications
Permission settings
Receive notifications for events on this calendar.

e Opting into these notifications may alert and be visible to the calendar owner(s)
Event notifications

All-day event notifications + Add notification

Other notifications

Integrate calendar
All-day event notifications

In the left pane you should now see your calendar & be able to adjust notifications if you wish

to

|_J TN team calendar

() YazBrien
18 19 20 @ 22 23 24

Other calendars + A © 4pm INTER-BEINGNESS Mon ([l © 7pm Honouring the pain and
® hitps/hub transit © 4pm INTER-BEINGNESS Mon [RESL i o
v/ ps://hub.transition-spa...

[ Holidays in United Kingdom
() http://www.alternativebris...
25 26 27 28 29 30 10ct
https://hub transition-spa..

) Phases of the Moon

Salads Sow date

So long as the calendar is ‘ticked’ you should now see your hub.transition-space.org events in

your Google Calendar
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Group video calls

Please see here



https://knowledge.transition-space.org/books/video-calls-bbb/page/big-blue-button-intro
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Linklist

If you have linklist enabled in your space you can

e Add links and comment on links others have posted

e Organize links in categories

459 262 4 - ~
Posts  Members Followers 4 Invite o
Space menu < About Us [+ Addlink |
= st
ream % About Us

9 Map A short promational film about SCCAN (Scottish Communities Climate Action Network) and the work that we do to support community-led action in Scotland to address the climate and nature emergency and to encour-
age a thriving and resilient Scotland that benefits everyone. The footage from this film was filmed by Cameren MacKay at our SCCAN annual gathering in March 2023,

D)

% Vive Community Guidelines

Please take a look and follow the Vive community guidelines within the SCCAN - Scotland space to help co-create an anti-oppressive space.
© About

Add Category

% Linklist

8 calendar

Below the new link interface

459 262 4 ;
Invite -
Posts ~ Members  Followers = =
Space menu < Create new link
= stream Title *
9 Map
8 calendar
@ About
URL *
Sort Order

Save

Terms and conditions & Communi

licy - video - Funders - Zoom - Powered by

Below the new category interface


https://knowledge.transition-space.org/uploads/images/gallery/2023-11/link-home.png
https://knowledge.transition-space.org/uploads/images/gallery/2023-11/new-link.png

459 262 4

Posts  Members  Followers

Space menu <
= stream

9 Map

B4 calendar

© About

Create new category

Title *

Description

Sort Order

-


https://knowledge.transition-space.org/uploads/images/gallery/2023-11/new-cat.png
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Polls

Stop discussing, let the votes speak for themselves. The Polls module allows you to resolve

disputes quickly. Let the majority decide, or just get an opinion on your urgent questions.

In spaces where polls are enabled you will see the option in the top right tab of the post window.

® Post 9 Q&A Lt Poll hd
Should we complete the documentation?
Aa~ B I &5 ¢ & = = uw B e EdO o .
How important is completing the documentation?
Answers
Yes pretty soon i}
Sometime (1]
No one reads it anyway %+
Multiple answers per user Anonymous Votes?
Display answers in random order? Hide results until poll is closed?
=%

Ea - -

Overviews

e Offer single or multiple choice

e Hide the results until the poll is closed


https://knowledge.transition-space.org/uploads/images/gallery/2024-04/docs.png

e Vote anonymously

e Discuss the results in the comments
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Files

Files

Enhance your network's efficiency with the Files Module, a complete solution for easy file
management. This module enables you to manage and share important files throughout your

network and team.

Key Features

File Overview: Get instant access to all files from your stream and profile.

Interact: Comment on and like files for better collaboration and feedback.

Folder Structure: Organize your files into unlimited folders and subfolders.

Migration: Effortlessly move files and folders within your network.

File Info: Always visible information about the creator, editor, and creation date.

Import Files: Import files and folder structures directly from a .zip file.

Export Files: Download folders and files in bulk as a .zip file.

In the files tab you will see a list of all files that are available within your space. If you click on them

you will be asked if you want to view, download or edit the document



Open file
How-to-order-PCB.txt

Size: 79B
Created by: Sam Rossiter (11/04/2024, 12:33)

View document Download (79 8) Edit document  ~

Editor

If you select edit document you will see an editor interface open

(=]

| Times New Ri~ | 10 vE = =Y | & B . ) 3
DR MDD M Do e p— |Nnmnl | Nospacing Headin Heading Heading: Heading4 Heading5 Headng6  Heading7
Mz\mlw\g\mj\.\\2\jua\l\‘ﬂl\\?\\IE\‘M‘III\EMI‘S\I\J‘U\\\111\\]2\\‘\13\\\‘“\\\1?\\115: T = Line spacing

\Mutiple  ~ |

Paragraph spacing
Before After

[ oem J | | ocm

|| Don't add interval between

lThe editor interface consists of the following main elements: paragrapns of the same style

1. The Editor header displays the ONLYOFFICE logo, tabs for all opened documents with their names and —

‘memn tabs. Left
On the left side of the Editor header, the Save, Print file, Undo and Redo buttons are located. ‘

On the right side of the Editor header, along with the username the following icons are displayed: ool
Open file location - in the desktop version, it allows opening the folder, where the file is stored, in the File | pone)

explorer window. In the online version, it allows opening the folder of the Documents module, where the
file is stored, in a new brovser tab. 77| Background coior

Share (available in the online versi It allows adjusti ights for the documents stored in the =
doud
Mark as favorite - click the star to add a file to favorites as to make it easy to find. The added file is just a
shorteut, so the file itself remains stored in s original location. Deleting a file from favorites does not
remove the file from its original location.

Search - allows searching the document for a particular word or symbol, etc.

‘The Top toolbar displays  set of editing commands depending on the selected menu tab. Currently, the
following tabs are available: File, Home, Inseit, Layout, References, Forms (available with DOCXE files
only), Collaboration, Protection, Plugins.

‘The Copy, Paste, Cutand Select ALl options are always available on the left side of the Toptoalbar
Tegardless of the selected tab.

The Status bar located at the bottorm of the editor window indicates the page number and word cout, as
well as displays some notifications (for example, "All changes saved", ‘Connection is lost’ when there is no
connection and the editor is trying to reconnect, etc.). It also allows sefting the text language, enabling spell
checking, turning on the track changes mode and adjusting zoom.

The Left sidebar contains the following icons:

- allows using the Search and Replace tool,

- allows opening the Comments panel,

- allows going to the Headings panel and managing headings,

All changes saved English (United States) ~ @ Z- B el — zoom1oon +

Show advanced settings

IR TR AR KRR DRI SRR AT R R SRS DR AR R

For further help using the editor check the Only Office documentation



https://knowledge.transition-space.org/uploads/images/gallery/2024-04/editor.png
https://helpcenter.onlyoffice.com/ONLYOFFICE-Editors/ONLYOFFICE-Document-Editor/ProgramInterface/ProgramInterface.aspx
https://knowledge.transition-space.org/uploads/images/gallery/2024-04/files.png
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Task Manager

The tasks module allows you to create and manage projects and their tasks. You can collaborate
on projects, users can create tasks and assign them to other users. Organise your team, optimize
internal workflows and processes and keep track of your objectives. The intuitive to use module

offers all main functions of a basic project management tool.

New Task

General

Title *

Complete the documentation
Task List

Cohort
Description

A B I 50 9 EE B L 00 @

Additional options

0O Scheduling

[ Hide stream entry

Overview of functions and features:

e Creating projects and task lists

e Add subitems and checkpoints to these tasks

e Creating project descriptions with the built-in Richtext editor
e Add files and other attachments to your projects

e Enable scheduling and set deadlines for projects

e Appoint responsible users to review tasks

e Like and comment functions


https://knowledge.transition-space.org/uploads/images/gallery/2024-04/tasks.png

The Tasks module also has an intuitive filtering system, is integrated with the search function and

is connected to the notification system.
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Chat (Mattermost)

Please see here



https://knowledge.transition-space.org/books/chat-mattermost
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Timezone

When you signed up you set a local timezone. That can be changed here

Calendar entries are displayed in your local timezone.


https://hub.transition-space.org/user/account/edit-settings
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Translation

Your local language can be set here

When viewing posts created by users who use a language other than your local language, you will

see a 'Translate' button on their posts



https://hub.transition-space.org/user/account/edit-settings

This service is provided by DeepL
Other services to be explored
Amara

Weglot

Transifex


https://www.deepl.com/en/privacy
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Privacy & data protection

Please see the policy here https://vive.transitiontogether.org.uk/legal/page/view?pageKey=terms



https://hub.transition-space.org/legal/page/view?pageKey=privacy
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Deleting account

You can delete your account here https://hub.transition-space.org/user/account/delete



https://hub.transition-space.org/user/account/delete

User guide

Further help

https://helpdesk.transition-space.org/help/3545223608



https://helpdesk.transition-space.org/help/3545223608

Group spaces



Group spaces

Private organising spaces

On Vive we offer groups private organising spaces. By default these are set as

e Visible as a space to logged in users in the space menu

e request to join

e Default to only members of a space can see the content of a space

e Admins and moderators can choose to make public posts that are visible to people outside
of the space.

e Please update the 'about' section to describe the intended use of of the space

e Members can only create private posts in these spaces, this means all the posts they
make are only visible to other members of the space.

e Admins and moderators can choose to make 'public' posts, these are visible to people

outside of the space who are logged into the platform.



