USER INSTRUCTION SHEET

Manage Projects
This manual provides instructions on how to create a new project, extend a project or delete a project using
the UMRA Form Manage Projects. The function is only available for WPS employees.

Start the UMRA Forms application by double clicking the shortcut on your desktop.

LIMARA,

In the left pane you'll find all the Forms that are available to you.

Click on Manage Project to load the form.

‘ UMRA Forms- connected to sryl171

File Edit Wiew Tools Help

Activate Guest Account
Change Group Membership
Copy Group Membership

= | Create Mew Guest Account

= | Delegate Mailbox Permissions
= | Extend Guest Account
Manage Folders . ;
Manags Groiips Welcome to the Manage Projects Wizard
= | Manage Projects

| Print Balance Depaosit
Reset My Passwoard
Reset Password

Set E-mall Target Address & Create anew project including a projectfolder. groups and quota,
=] Unlock User Account " Extend a project

- | Uparade Homefolder Quata " Change a project owner

£l Ungrade Mailbox Quota " Delete a praject including its groups and falders.
= | wiew Print Balance History

= | Wiew User Details

Manage Projects

This wizard helps you to do one of three things:

Flease select the action you wish to perform and click Nextto
continue.

Mext » Cancel

Select the action you would like to do: create a project, extend the lifetime of a project, change the owner of a
project or delete a project. To be able to change the owner or delete a project you'll have to be a member of
the Project-GroupAdmins group. Click on the Next button to continue.
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Manage Projects

Create a new project

Manage Projects

Enter project information

Enterthe required information about the new project.

Mame:

Description: this i just atest. .

Expire month: 5 :JJ
Expire vear: 2009 :JJ

Click Mext to continue.

< Back I Mext » ] Cancel |

Enter the desired project name and description, both are mandatory fields.
Note: The name of the project can be no longer than 43 characters and must be unique.

By default the expire date for the project is set to one year ahead. You can adjust the expire month and year
by clicking on the + or — buttons. The expire year can be set as far as 10 years in the future.

The project expire date can be used by administrators to check whether a project folder can possibly

be removed. Of course this will only be done upon agreement with the project owner.

Click on the Next button to continue.
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Manage Projects

Every project needs to have an owner who can be contacted about the project.

Manage Projects

Select the Project owner

Enter a MNetld, first name or last name and click an the Search

buttan.
|StD|S | Search
WetlD  ~ ] Digplay Mame ] User Common Hame ]|

tichael Stolz Stolg, M.5. [mstals)

Select a user from the list abowe and click Mext.

< Back J Mext > ]

Type the owner’s first name, last name or Netld and click the Search button.
Select the required user account from the results list and click the Next button.
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Manage Projects

Enter project owner information

Enter information about the user that owns the
project.

N etld: mstols

Display name:  Michael Stols

e-mail: [M.5 Stals@tudeltnl |

Phonenumber: [12345] |

Click Nextto continue.

< Back ] Mext » 1

Enter the owner’s phone number and click Next to continue.

Note: The owner’s e-mail address can be changed if needed. This information, as well as the owner’s phone
number, can be used by administrators to refer to in case a project has expired.
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Manage Projects

Select the preferred storage location

Flease select standard or high awvailable storage.

Standard storage has the following characteristics:

- Size can be in the arder of multiple terabytes per project.

- Ewery night the data will be backed up and this back-up will be stared
for two weeks. This means that a maximum of one day's data can be
lost,

- Single location, no replication. The data is no langer available after
loss of a single site/ datacenter and may need to be recovered from
backup.

- The data can be accessed through CIFS and MFS (with kerberos
authentication).

High awailable storage has the following characteristics:

- Size of project storage is limited to one terabyte per project.

- Every night the data will be hacked up and this back-up will be stored
for two weeks. After two weeks the data is backupped everyweek fora
period of ayear. This means that a maximum of one day's data can be
lost and a restore can be requested ayear from the date the data was
deleted.

-Replicated over multiple sites / datacenters. The data is still
available after loss of a single sitef datacenter.

- The data can be accessed through CIFS and NFS (with kerberos
authentication).

f+ Standard storage
" High awailable storage

Click Mext to continue.

< Back | Hext > |

Select the preferred storage location and click Next.
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Manage Projects

Project summary

Project information

MName: Testproject]

Description: this is justatest..

End Date: 1-5-2009

Global group: Froject-Testproject]

Falder path: Wudelft.netstaffurnbrella\Projecth Testproject]
Cuota group: 01 GB - GroupFolder Quota

Project owner information

MName: tdichael Stols

MNetld: mstals

E-mail address: k.3 Stols@tudelftnl
Phone number, 12345

Click Mextto create the project.

[€Back|  New> | Cancel |

The Project summary gives an overview of all chosen settings. You can click Back to return and adjust the
project settings.

Click on the Next button to create the new project.
Note: The creation of a project comprehends:

Creation of a project group named Project-<ProjectName>.

Creation of project subgroups ..-Contributors, ..-Readers, ..-Owner and ..-GroupAdmins.

Creation of a project folder named <ProjectName> on the project share, for Windows users a
driveletter U: will be connected to the project share if they are member of the Project group.

The project owner will become a member of the Owner and GroupAdmins group, thus enabling the
owner to add or remove members to the project subgroups and being registered as the owner of
the project. The project owner will be able to read and write data to the project folder by default.

All project subgroups are added to the group Project-<ProjectName>, this group is member of the
group named Project which covers all other project groups.

By default the group Project-<ProjectName> is added to the quota group 01 GB - GroupFolder
Quota, meaning that the default quota for a project folder will be set to 1 Gbyte.
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Manage Projects

Results for project Testprojectl

Create Project Groups:
Successfully created project groups

Create Project Folder:

Successfully created project folder

Set Project Folder Quota:

Successfully added project group to quota group

Click Finish to close the wizard ar click Mext to add members to
this project.

Next > ] Finish ]

Click the Next button the continue to add members to the project subgroups or click the Finish button to exit
the wizard.

Note: By default only the project owner is added to the subgroups ..-Owner and ..-GroupAdmins after the
new project has been created. From this point on the project owner is able to add or remove members
to a project by using the UMRA Form Change Group Membership.

If the Next button is clicked the Change Group Membership wizard will start:
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@ @ﬂ Change Group Membership

Step 2: Select a group

Selectthe group for which wvou want to add ar remove members.

MName * | Descriptian |
&l Project-Testproject]-Contributors tMembers of this group have readfwrite access to the proj..
& Project-Testproject!-GroupAdmins  Members of this group are able to add or remowe project..
&l Project-Testproject]-FReaders hMembers of this group have read-only access to the proj..

Click Mext to continue.

< Back Mext >

The project groups have already been selected. Members can be added or removed from the groups. For
more information the documentation of the Change Group membership can be used.

Extend a project

Every project has an expiry date. The expiry date is used for administrative purposes only. Projects will
remain accessible after the expiry date has expired. The project expire date can be used by administrators to
check whether a project folder can possibly be removed. Of course this will only be done upon agreement
with the project owner. Wherever mentioned, the project end date is the same as the expiry date.

If a project has a longer lifetime than anticipated when the project was created ‘Extend a project’ can be used.
Select it from the main screen and press Next :
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Manage Projects

- g

Welcome to the Manage Projects Wizard

This wizard helps you to do one of three things:

" Create anew projectincluding a projectfolder, groups and quota.

 Dieleta a project including its groups and foldars.

Flease selectthe action you wish to perform and click Nextto
continue.

Mext > Cancel

A project can be searched and selected.
Tip: an empty search field will show all projects

Manage Projects

J
 pad

Enter a project name to extend

| | | Search ]

Enter (part of) & project name and click an the Search button.

Project  ~ 1 Description EndDate |
_; Project-BT_Biotowr_2008  BT-4I0 reis organisatoren 1-12-2008
1}, Froject-BT_Ewventure Project woor het gebruik wan Congres-systeem ... 1-10-2008
:?_:v, Project-COPS 2007 Stofdeslties onderzoek 1-9-2008
5 Froject-DDI Folder woor samenwerking tussen Delft Design ... 1-7-2014
; Froject-HTS HTS vitwisseling protocollen / schoonmaakroo...  1-12-2008
;; Project-Kenia Project Kenia 1-9-2008
fe, Project-LinusB0 Project Linux BackOffice 1-10-2007
; Project-Linustest test folder voor linug implementatie 1-12-2008
_L Project-MieuwProject)ac...  Blabnldsfasdf 1-9-2008
1}, Froject-OMEnergyShare  uitwizseling groepen OM en Energy 1-12-2014
:?_:v, Project-Testproject] this iz just a test.... 1-5-2009
5 Project-TNW_Test voor...  een beschrijving 1-8-2008
; Project-THNW_wWPS Project woor testdoeleinden voor THWWPS 1-7-2008

Select a project from the list abowe and click Next.

< Back Next >

Select a project and click Next
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Manage Projects

Enter project information

Enter the required information about the new project.

MName: Froject-Testproject]
Description: this is just atest. ..
Expire maonth: 5 J
Expire year. 2009 . _J

Click Mext to set the new expiry date of the project.

< Back ] Mext » I Cancel |

The current expiry month and year are given and can be adjusted using the + and — buttons.
Select the new end date and click Next

Manage Projects

Results

Expiry date of this project has been setfrom 1-5-2009 to
1-4-20710

Click Finish to close the window.

A summary is shown with the old and new project expiry date. The expiry date is stored in active directory.
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Change the owner of a project

The owner of a project is the person to contact about the project. He or she is also a member of the

GroupAdmins group of the project and therefore able to add or remove members to the project groups. If a
project gets a different owner, this function can be used.

Manage Projects

Welcome to the Manage Projects Wizard

This wizard helps you to do one of three things:

" Create a new projectincluding a projectolder, groups and quota.
" Extend a project

& Change a project owner
" Delete a projectincluding its groups and folders.

Flease selectthe action you wish to perform and click Next to
cantinue.

Mext > ] Cancel |

Choose ‘Change a project owner’ and click Next

You have to be a member of project-GroupAdmins to be able to use this function. If not, you’ll see this screen:

Manage Projects

Warning

“'ou hawve to be a member of the

FrojectGroupAdmins group to be able to perform
this action.

Click Close to exitthe wizard.

If all is well, this screen will be shown:
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Manage Projects

Enter the project name

| Search 1

Enter (part of) & project name and click on the Search buttan.

Froject - ] Description ! EndDate |
& Project-ET_Biotour_2008  BT-AI0 reiz organisatoren 1-12-2008
=_:g Praject-BT_Ewenture Praject woor het gebruik van Congres-spsteern .. 1-10-2008
.E:; Project-COPS 2007 Stofdeeltjes onderzoek 1-9-2008
=_:g Praject-DDI Falder woar samerwerking tuzsen Delft Design ... 1-7-2014
5 Project-HTS HTS uitwisseling protocallen / schoonmaakroo..,  1-12-2008
=_:; Praject-K.enia Praject Kenia 1-89-2008
.5:3 Project-Linus<E 0 Project Linus BackQffice 1-10-2007
::); Project-Linustest test folder woor linws implementatie 1-12-2008
5 Project-LR_FotoFimérc..  Beeld en geluidsmateniaal tbov. de faculteit LER 1-1-2018
::g Project-MiewwProjectlac...  Blabnldsfasdf 1-3-2008
5 Project-OMEnergyShare  uitwiszeling groepen OM en Enerngy 1-12-2014

Select a project from the list ahowve and click Mext.

< Back Next >

Choose the project and click Next

Version: 28 June 2019 Page 12 of




USER INSTRUCTION SHEET

Manage Projects
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Select the new project owner

Enter a MNetld, first name or last name and click on the Search
button.

| stols | Search ]

Dizplay Mame User Common Mame |
2 Stols, als]

Selecta userfrom the list abowve and click Mext.

< Back Mext >

Type the Netld of name of the new owner end click Search.
Select the new owner and click Next.
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Manage Projects

Enter new project owner information

Enterinformation about the user that owns the
project.

Metld: rstols

Display name:  Michael Stols

e-mail [M.5.Stols @tudslftnl |

Phanenurnber. [a888] |

Click Mextto continue.

< Back J Mext > 1

As with create a new project, the owners phone number has to be entered and the e-mail address can be
modified if necessary. Click Next.
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Manage Projects

Summary

Project information

MName: FrojectTHW _WES
Description: Frojectwvoor testdoeleinden wvoor TRW-WES
End Date: 1-9-2008

Old project owner information

Mame: Koen Mulderij

MNetld: kmulderij

E-mail address: KWW Mulderj@tudelftnl
Fhone number.  06-00000000

New project owner information
MName: tdichael Stols
Metld: rmstals

E-mail address:  M.5.Stols@tudelftnl
Phone number, 83883

Click Nextto change the owner of this project.
The old cwner will also be remowved from the
GroupAdmins group of the project.

Mext » I Cancel J

This is a summary screen to check all information before the owner is changed. The old owner will no longer
be a member of the GroupAdmin group and therefore loses the rights to add or remove members from the
project groups. If the information shown is correct, Click Next.
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Manage Projects

Results for project Project-TNW_WPS

The owner has been succesfully changed from Koen Mulderij to
Michael Stols.

Click Finish to close the wizard,

Finizh
Delete a project

When a project is no longer necessary, it can be deleted. The project folder will be erased including all files,
folders and subfolders. All related active directory groups will also be deleted.

Always check with the project owner before deleting a project !

To delete a project, select the option in the manage projects opening form:

Manage Projects

Welcome to the Manage Projects Wizard

Thiswizard helps you to do one of three things:

" Create a new project including a projectfolder. groups and guata,
" Extend a project
@ Delete aprojectincluding its groups and folders.

Flease selectthe action you wish to perform and click MNext to
continue,

Mext > Cancel
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Select the delete option and click Next.
Enter a part of the project name (or leave the field empty) and click on Search

Manage Projects

Enter a project name to delete

| | Search 1

Enter (part of) & project name and click on the Search button.

Project ] Description EndDate |
& ProjectBT_Biotour_2008  BT-4I0 reis arganizatoren 1-12-2008
& Project-BT_Eventure Project voor het gebruik van Congres-gpsteem ... 1-10-2008
& ProjectCOPS2007 Stofdeslijes onderzoek 1-3-2008
& Project-DDI Folder voor samenwerking tussen Delft Dezign ... 1-7-2014
& ProjectHTS HTS uitwisseling protocollen / schoonmaakioo..  1-12-2008
& ProjectKenia Project Kenia 1-3-2008
& Project-LinuxB0 Project Linux BackOffice 1-10-2007
1:); Project-Linustest test folder voor linus implementatie 1-12-2008
Q Project-MieuwProjectlac... Blabnidsfasdf 1-5-2003
_:9 Project-OMEnergyShare  uibwisseling groepen OM en Energy

& Project-Testproject] this iz

_:: Project-THW_WPS Project voaor testdoeleinden vaar THW-WPS

Selecta project from the list abowve and click Next.

< Back Mext >

Select the project you would like to delete and click Next

Version: 28 June 2019 Page 17 o



USER INSTRUCTION SHEET

Manage Projects

Manage Projects

Project Details

Group Mame: Praject-Testproject]

Project details: thiz iz just a test....

End date: 1-4-2010

Froject folder path: Wtudelit. nethetaff-umbrellabProjecth T estproject
Praject falder size: 0

Project quata: 01 GB - GroupFolder Quota

Owner Namne: Michael Stols

Owrier NetlDr : mztols

Owrer E-mail address : .5 Stols@tudelft.nl

Owner Phore number : 12345

Fress Mextto delete this project.

Caution: All project files will be deleted!

MNext » I Cancel ]

A screen with project details is shown. This includes information about the owner of the project. If the owner
has not been contacted yet, it can be done using this information. There is a possibility that the information
shown is outdated, because it was collected at the time the project was created.

At this stage, nothing has been deleted yet, so there is still a Cancel option. To
really delete the project, press Next.

Manage Projects

Resulis

The project Project-Testproject] was succesfully deleted.

Click Finigh to cloge the window.

Finizh

The results are shown. If the project was successfully deleted the screen above is shown.
If there was a problem deleting the folder or groups, this will be shown as well. In that case, contact the back
office to remove the project manually.
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