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0 Introduction

This manual provides the necessary information to the users of TEXSTRA e-platform in order to be able
to set up new projects in a virtual space and also to proceed with all appropriate collaboration tasks. It

covers the following topics:
- How to access e-Platform
- How to setup teams
- How to manage team - project

- How to run a project

For an overview of the platform a video is available at this link:

https://www.youtube.com/watch?v=xp5ag4y-dzns&feature=youtu.be
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1 How to access e-Platform

1.1 How to access the e-Platform

Access the TEXSTRA e-platform at URL: https://teams.microsoft.com/

B® Microsoft

Pick an account

ntsotsol@puas.gr

—I— Use another account

You select your email and if it is not in the list you select: _I_ Use another account

If you select to use another account a Sign-In screen will pop up where you shall enter your TEXSTRA e-

platform email that you will have received in your personal email. The TEXSTRA e-platform emails have
the following form: mba-xxxx@students.puas.gr

Be Microsoft
Sign in

Mo account? Create one!

Can't access your account?
Back Next
After entering your TEXSTRA e-platform email, a new Sign-In screen will pop-up where you shall enter

your username (mba-xxxx), which is the first part of your TEXSTRA e-platform email, along with your
password that you will have received by email.
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Username

Mba-x0o

Password

-------

- e —

Join or create a team Search Q
. I HH
Create a team Join a team with a code

YT e

From this point the user may create a new team or join a team with a code. All users may create their
own teams (or projects) and as owners of their teams they may invite other users to join. Tutors may

create their own projects and students may create their own study or collaboration teams.

If you have already a code from a team (project) owner you may directly enter the specific team

-
[ 13
-e

Join a team with a code

Hruoucwy

Join team
N

1 4
C— S E—
a F .
= Project of mba-1000 > General - s
Project of mba-1000
- | p— Conversations  Files

Let's get the conversation started

K3l Try @mentioning a student or teacher to begin sharing ideas.
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After logged in, the user may edit his/her profile by clicking on the initials at the right-up corner.

Textra Textra
Change picture

© Available « Available >

® Busy [] Saved
@ Do not disturb £5% Settings
Away
Help

Keyboard shortcuts
About >
Check for updates

Download the mobile app

Sign out

Among others the user may select the theme he/she prefers and the language.

Settings X
5% General Theme
[l Notifications N '

Default Dark High contrast

Language
The language will determine the date and time format.
English (United States) n%

Restart application to apply language settings

The platform is available in all 7 languages (RO, GR, IT, ES, PT, LT, BG) plus English.
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2 Setup teams

2.1.1 Create Teams - Projects

Each user may create his/her own team/project by selecting “Create team” button in

menu found at the left.

Favauites Join or create a team
@ TEXTRA - GENERAL

B Froject 1
B proiect2 -
B eroiects Create a team

188

4" Join or create a team

At the pop-up screen the tutors shall choose a team for “Classes”.

Choose a team for

~N
e\ ©

Classes PLCs Staff Members

| |
- Teachers and students ®  Educators collaborating within a Staff leaders and staff members

collaborating on group projects, professional learning collaborating on school

as:\gm‘wﬁs. and more community administration and

N

This pop is shown only if the user is a tutor.

£

Anyone
Students and school employees
collaborating in interest groups
and

clubs
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Then the user shall type a name for the team (project) and he/she may also add some short description.

Create your team

Collaborate closely with a group of people inside your organisation based on project, initiative or
common interest. Watch a quick overview

Team name

Description

Privacy

Private — Only team owners can add members v

Cancel

2.1.2 Edit Teams > Projects

After creating a team its owner may edit the details of that team by right-clicking on the name of the

team at the left menu and by selecting “Edit team”.

Microsoft Teams 4 Search or type a comi

Favorites

Project 1 *

. P1
] TexsTRA Project Project 1
- Project 1 % Remove favorite
els  Apps
Project 2 58  Manage team
_ \ers Q. 2 members
' Project 3 = Add channel
........ £ Add members
Theodoros
@ %2 Leave the team
. textra & Edit team I\ fra
o & Getlink to team
. lorary Mikeolaos
@ Smart Textiles @ Delete the team
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The may then edit the team.

Edit "Project1” team

Teachers are owners of class teams and students participate as members. Each class team includes a
Class MNotebook.

Mame

TEXSRTA Project

Description (optional)

Demo for TEXSTRA Praject]

s

Cancel Done
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3 Manage team - project

3.1.1 Overview

At the left menu the user may have a look at the list of all projects (teams) in which he/she is either
owner or member. The user may add files, either for private or public access, add channels at the level of

a team and add new members.

Add
List of projects Members

Take Mizrosoft Teams with you on the go. Take a look at our mobile app

Projegt'S > General -

Add ﬁles ' k :. Gunen! % Remove favounte .-: =

(Private or Public)

Manage team .'
3 Addchannel )

Y Add members’
General
T Leave the team

7 Edt team ' ‘ ]/.‘A.nl
W e 2
N\ I /7

+  Gat Inic 20 team

2 Delete the team @

Add channels
per team

3.1.2 Manage Members in a Project

By right clicking on a project the user shall select "Manage team”.
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Microsoft Teams A Search or type a comi

Favorites

‘ TEXSRTA Project *

Demo for TEXSTRA Project

TEXSRTA Project

General _
# Remove favorite

Main Task 1 o i
iels  Settings  Apps
A
Project 1 £20 Manage team
= 1ers T, 4 members
= Add channel
. Project 2 .
"""" = Add members )
Title
Project 3 %% Leave the team
& Edit team s George
@ Theodoros
_/;0 Get link to team
textra Mikolaos
General il Delete the team

At the list of the members that are connected with the project on mouse-over the user may see the de-

tails of each member and perform actions such as start a chat, send email or make a web call.

‘ TEXSRTA Project # - Private

Demo for TEXSTRA Project

Members  Pending Requests Channels Settings Apps

Search for members Q, 4 members & Add member

Priniotakis George

Mame 0/26 cation C] Mute students Role
faculty

@ gprin@puas.gr OQwner ~v

HE =2 & %%

OQwner ~v

Message Priniotakis George B
Owner v

At this page the user may also change the role of each member from Owner to Member or vice-versa.

The user may also remove (disconnect) from a project specific students.

3.1.3 Add members to a project

The owner of a team (project) may add members to his/her project by right clicking on the name of the

specific project.
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Favourites - PI'OjECt1 :

@ TEXTRA - GENERAL
Conversations  Files

Project 1
n Project 2 # Remove favourite
- Project 3 53  Manage team

= Add channel

% Leave the team
£ Edit team

& Getlink to team

il Delete the team

The owner may select from a list of enroled users, which are gopuped in Students and Teachers. It is

suggested that the owner shall type part of the name of the member that he/she would like to add in

order to reduce the selection list.

Add members to TEXSRTA Project

Students  Teachers

erasm

Erasmus+ ICM
ERASMUS.GLOBAL

#% ERASMUS-1 ERASMUS-1
MBA-1000 L

ERASMUS-10 ERASMUS-10
MBA-1009

ERASMUS5-100 ERASMUS-100
MBA-1099

ERASMUS-11 ERASMUS-11
MBA-1010
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The owner selects the member and presses the Add button. Following the same steps the owner may

select from the group of teachers to add a new teacher to the project.

Search or type a command

_

F it H .
e @ TEXSRTA Project > Main Task 1 % -
@ TEXSRTA Project
Cuel Add members to "TEXSRTA Project”
Main Task 1
Students  Teachers
. Project 1
Search for teachers
Project 3
- roe @ Priniotakis George Owner
- Project 2 .
. Theodoros
Close
Start a new conversation. Type @ to mention someone.
&' Join or create a team A 2 @ [ B St o

3.1.4 Add channel to a project

Private

rt a conversation.

The owner of a team (project) may see the channels to his/her project by clicking on the “Channels” at

the top menu. The channels and subareas of bigger project and allow a better organisation of tasks with-

in the project.

‘ TEXSRTA Project *

Demo for TEXSTRA Project

Members Channels Settings Apps
Search for channels Q,
Active (2)
Name Descripticn
General

# MainTask1

Deleted (0}

Private

= Add channel

Auto-favorite Last activity

5/10

The suer may add new channels, beside the default one which is named “General”, by selecting the

i5) Add channel J8 pop-up window is shown where the user enters the name of the channel and

optioanaly a short desctiption.

Page 13 of 27



TEXSTRA Project e-Platform Manual

Create a channel for "TEXSRTA Project” team

Channel name

Main Task 2

Description (optional)

Help others find the right channel by providing a description

D Automatically favorite this channel for the whaole team

By pressing the button “Add” the new channel is included in the project.

proser Teams . —— @
:

Favorites .
. TEXSRTA Project # - Private
B TEXSRTA Project Demo for TEXSTRA Project
Project 1
Members  Pending Requests Channels  Settings Apps
. Project 2
Search for channels Q, & Add channel
- Project 3
Active (3)
@ Theodoros
Name Description Auto-favorite Last activity
- e General 5/10
%  Main Task 1 O 5/10

7  Main Task 2
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4 Run a project

4.1.1 Overview

At the first page the user may have a look at the list of all projects (teams) on the left part and at the

main part of the page the user may see the conversation stream and recent activity for each project.

Microsoft Teams

Favorites
TEXSRTA Project
General

Miain Task 1

e 388
;

&' Join or create a team

4.1.2 Communication

Search or type a command

@ TEXSRTA Project > General - Private
Conversations  Files  Class Notebook ~ Assignments  Citify Api  2more~ =+

@ reswra

& Rep
& Tsotsolas Nikola

Tsotsolas Nikola

0 (o

Tsotsolas Nikola

Assignments. n

Test assignment

Tsotsolas Nikolaos ha:

ERASMUS-10 ERASMUS-10 t

g (g

Tsotsolas Nikola ERASMUS-1 ERASMUS-1

Tsotsolas Nikola RASMUS-1 ERASMUS-1

% (o

Tsotsolas Nikela RASMUS-10 ERASMUS- 1

i

Tsotsolas Nikola

hannel Main Task 2. Click b

Tsotsolas Nikolaos 7
Hi Xanthopoulos Thy

The user may continue the converstion by wrting a message or start/plan a web call.

Microsoft Teams

Favorites

@ TEXSRTA Project
General
Main Task 1

1 more channel

Search or type a command

@

" Join or create a team

@ TEXSRTA Project > General - Private
Conversations ~ Files  Class Notebook ~ Assignments  Moodle  Trello  +
) Uue Apr 24

View assignment

< Rey

& Tsotsolas Nikol ERASMUS-10 ERASMUS-10

& Tsotsolas N ERASMUS-1 ERASMUS- =

& Tsotsolas N ERASMUS-1 ERASMU

= Tsotsolas Nikol RASMUS-10 ERASMUS-10 from the team.

Tsotsolas Nikolaos 7
Hi Xanthopoulos Theodoros

< Rey

Want to add d subject?
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For plannng a web meeting a specific pop-up form is used where the user provides all necessary

information concernign the topic of the meeting and the timeplan.

New meeting

Title

Project1 files

Location

University of West Attica

Start
7 May 2018 23:30

Time Zone
(UTC+02:00) GTB Standard Time
Details

B 7 U w A s

|Type details for this new meeting

~
End Repeat [7]
8 May 2018 00:00
Scheduling assistant
~
= £ Paragraph “~

Select a channel to meet in

MNone (optional) ~

Invite people

Invite someone

Organiser

Textra Textra
textra@puas.gr

Close

Schedule a meeting

... and the meeting is planned.

Test Meeting

Friday, May 11, 2018
3:30 PM - 4:00 PM (30 minutes)
TEXSRTA Project / Main Task 1

You are the organizer.

*  Cancel meeting

Test meeting

Join Microsoft Teams Meeting

Learn more about Teams

This is a Microsaft Teamns online meeting. Everyone can join online.

Crganizer
Tsotsolas Nikolaos
Organizer

Attendees

Xanthopoulos Theodoros
Unknown

TEXSRTA Project

Unknown

Close
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The platform supports also the sending of emails to the team-project itself. For that reason each project
has its own email address which is available by right-clicking on the name of a proejct at the left side and

by selecting “Get email address” fron the select list.

Microsoft Teams

B Project 3> General Prate

Conversations  Files -+

@ TEXSRT,

Get email address

See advanced settings for mare options.

General
1 more channel -
o Ry
. Project 2
W heodoros arted
1Ty @MeNUomNgG 3 SIUGeNT OF Teacner 1o Degen snaring ideas.
&0 Textra Textra has added Tsotsolas Nikolaos to the team.
- -
Start a new conversation. Type @ to mention someone.
38" Join or create a team Ae g 2 @ B St e B

An email sent to this address is for the whole team and it's shown at the central page of the
corresponding project.

BJ Project 3 > General -

Conversations  Files T+

ntsatsol @unipi.gr

:

test project 3

Test

Tsotsolas Nikolaos
s Tab conversation has begun

4.1.3 General Material

The user may create documents online in MS Office 365 or upload already created documents by
selecting “Files” at the top menu. The user may also share a link with other users of the material that is
connected to the each project.
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Microsoft Teams - B —

Fevertes @ TEXSRTA Project > General - P

@ TEXSRTA Project

Conversations  Files Class Notebook  Assignments Moodle TEXSTRA alx 4
General —

Main Task 1 nii General

1 more channel
Project 1
Project 2
Project 3
@ Theodoros
textra
n Library

ﬂ New Q Upload & Getlink -+ Add cloud storage B> Open in SharePoint

~
0 <

Share files in this channel

Everyone can work tegether on files you upload or create,

In TEXSTRA e-platforrm there is a team-project which is available to all TEXSTRA members (Public)

where project docuemnts are uplacaded.

Microsoft Teams - e _

.- Library > Ge-;\e'!al

Conversalien®—Files + P

@i General
[ Open . Getlink [§ Makethisatab L Download [& Delete «er b4

MName Modified Modified by

1st TEXSTRA Newsletter.pdf Tsotsolas Nikolaos
2nd TEXSTRA Mewsletter.pdf im age Tsotsolas Mikolacs
@ Figld Report (Abstract).pdf Just now Tsotsolas Mikolags
f).] Field Report.pdf Just now Tsotsolas Nikolacs

4.1.4 Training Material

The user may create and manage training material through the “Class Notebook” menu. This choice is
only available for teams-projects that have been set up by tutors as “Classes”. The OneNote
Class Notebook is a digital notebook for the whole class to store text, images, handwritten notes,

attachments, links, voice, video, and more. Each OneNote Class Notebook is organized into three parts:

1. Student Notebooks -- a private space shared between the teacher and each individual student.

Teachers can access every student notebook, while students can only see their own.
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2. Content Library -- a read-only space where teachers can share handouts with students.

3. Collaboration Space -- a space where everyone in your class can share, organize, and
collaborate.

icrosoft Teams = e

Fovortes @ TEXSRTA Project > General - B

@ TEXSRTA Project

Conversations  Files  Class Notebook  Assignments Moodle TEXSTRA | P O B
General ———
Main Task 1

Home  Inset  Draw  View  Class Notebook Open In OneNote ~ Saved )2 Other People Are Here -

1 maore channel

>

"D Calibri Light .20 - e’.‘ ?,gl 3: rlij

Project 1 Pacte B I U ak x,- 3 A~ =- More Tag Spelling = Meeting
~ = Styles « - - Details
Project 2 Undo  Ciipboard Basic Text Styles | Tags  Speling | Mestings ”~
2 > b
B rroe: Welcome to Class Notebook
@ Theodoros

Your OneNote Class Notebook is a digital notebook for the whole class to store text, i
g o handwritten notes, attachments, links, voice, video, and more.

Each OneNote Class Notebook is organized into three parts:

1. Student Notebooks -- a private space shared between the teacher and each individual student. Teachers can
student notebook, while students can only see their own.

2. Content Library -- a read-only space where teachers can share handouts with students.

3. Collaboration Space -- a space where everyone in your class can share, organize, and collaborate.

The owner of Class type project may provide specific rights to teachers and students per type of material
within Class Notebook.

Conversations  Files  Class Notebook  Assignments  + L

Here's what you get in a Class Notebook

©

» Teacher can edit the content

[ Collaboration Space

Team notes are stored here for everyone to see. All channels P oot . I
- ) " Student can edit the content
will have sections here.

o

[§ Content Library

Publish course materials to students 2 Student can only view the

v Teacher can edit the content

content

o

[§ Student Notebooks

A private space for each student £ Student can edit his or her

v Teacher can edit the content

own content and can't view
others’ notebooks

The owner may set up private sections.
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Conversations  Files  Class Notebook  Assignments

Set up private sections

' Handouts
' Class Motes

' Homework

X X X X

' Quizzes

@ Add section

The owner may create for examble test handouts and share them with the students.
Conversations  Files  Class Notebook  Assignments

Set up private sections

' Handouts
' Class Motes

' Homework

X X X X

' Quizzes

@ Add section

For having access to the full funcinoanlity of OneNote the user may select to be tranfsered to the online
environment of OneNote.
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HH OneNote Online | project1 » Project1 Notebook Project Notebook Al Tsotsolas Nikolaos

File Home  Inset  Draw  View  ClassNotebook  Print @ Tell me whaty do Open In OneNote  Give Feedback To Microsoft saved 5] 2 Other Pecple Are Here -
e Segoe U 1z == A Mormal Heading 1 Heading 2 Heading 3 ,};1
Paste B I U b x,- 8- A- — 5= =. | assbcc | AaBbCc AaBbCc Tag
Undo asic Text Tag Bl
= Project] Notebook 2
Welcome to Class Notebook
l Welcome Welcome to Class Not...
l ~ _Collaboration Space FAQ: Class Notebook i...
I Using the Collabora... Your OneNote Class Notebook is a digital notebook for the whole class to store text, images,
Main Task 1_Notes handwritten notes, attachments, links, voice, video, and more.
lv _Content Library Each OneMote Class Notebook is organized into three parts:
‘ Using the Content Li... 1. Student Notebooks -- a private space shared between the teacher and each individual student. Teachers can access every
student notebook, while students can only see their own.
. > ERASMUS-1 ERASMUS... 2. Content Library -- a read-only space where teachers can share handouts with students.

3. Collaboration Space -- a space where everyone in your class can share, organize, and collaborate.
' > ERASMUS-10 ERASMU... P P ¥ bl g

B> saimon canis

- @D

4.1.5 Assignments

The user may create assigniments by selecting “Assigniments” at the top menu. This choice is only
available for teams-projects that have been set up by tutors as “Classes”. By clicking that
choice a list of created assignments and the corresponding deadlines for subission are shown to the

users.

Microsoft Teams = e _

Favarites @ TEXSRTA Project > General - Private

@ TEXSRTA Project

_ Conversations  Files  Class Notebook  Assignments Moodle TEXSTRA -+ O
General ——
Main Task 1
1 more channel = = Go to today m Create ‘ ~
Project 1
-+ New assignment L\\,
n Project 2
2 From existing
Project 3 Tue, Apr 24 TEXSRTA Project

Test assignment
Theodoros

textra

Fri. May 11 Draft TEXSRTA Project
Library Assignment 2

Sat, Oct 13

The owner of the class project may create new assignments by clicking on and then by

filling in the neccesary information.
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= — _

My Activity g "
v @ TEXSRTA Project > General - Pz
e Hmez Conversations  Files Class Notebook ~ Assignments ~ Citify Api  Website 1more~ O
Posted in General ——

Tab conversation has begun.

« New assignment Discard | ‘ Save as draft Assign
Assign to Date due Time due
TEXSRTA Project = Tue Apr24 2018 (53] 11:59 PM v
(@ Late turn-in allowed (@] wo
All students o _
+/ Points @) No
Title

Enter title (required)

Instructions

Enter instructions

The owner may add different type of resources at each assignment.

Favarites . P
@ TEXSRTA Project » General - Frivate
TEXSRTA Project
Conversations  Files  Class Motebook ~ Assignments  Citify Api  Website 1more~ S O
General —
Main Task 1 -
Project 1 « New assignment Saved: May 10, 3:07 PM Discard ‘ | Save as draft | Assign
Project 3
(© Late turn-in allowed o Yes
Project 2 All students ey
) .~ Points D Yes
Theodoros Title 4@ OneDrive

¢ _Content Libra
Enter title %

B class Notebook I Using the Content Library
Instructions
& Llink
Enter instr
~+ New File
Resources
-+ Add
8" Join or create a team & Upload from my computer

By clicking on the “Assign” button the new assignement is publihsed and accessible through the central
page of the project.
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- e

Fovertes @ TEXSRTA Project » General - Frais

@ TEXSRTA Project

General Conversations  Files  Class Notebook ~ Assignments  Citify Api  Website 1more~ +

Tab conversation has begun,
Main Task 1 = °
@ rexsra
. Project 1

& Reply
- Project 3
& Tsotsolas Nikelaos has added Priniotakis George to the team.
u Project 2 5 .
&, Tsotsolas Nikolaos has made Priniotakis George a team member.
@ Theodoros ) Tsotsolas Nikolaos has made Priniotakis George a team owner.
B Assignments 220 P - RO

Test assignment
[ Due Apr24
s

View assignment

& Reply

Start a new conversation. Type @ to mention someone.

" Join or create a team A @ @ @ [ Ot e B

4.1.6 Other tools

The Teams Platform offers the capability to its users to embed to the operating environment of the

platform several third-party applications. These applications can be seletced from a list and be shown as

tabs at the top menu in each channel.

Add a tab

Turn your favorite apps and files into tabs at the top of the channel.

Tabs for your team

II@IIm

Document ...  Excel Forms OneNote Planner Power BI
PowerPoint SharePaint Stream Trello Website Word

[Collaborate and get more dane |

BE »

Adobe Cre...  Adobe Sign Asana Bitbucket CalendarB...  Crewhu dolattach

All Tabs

In TEXSTRA project we decided to add two third-party applications:
e Moodle — an e-learning platform

e Trello — an board with lists of lists for agile project managent
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The users of TEXSTRA e-platform may have access to moodle platfrom by following this link:

https://moodle.uniwa.gr/enrol/index.php?id=648

They have to use the same username and password that they have for the e-platform.

Take Microsoft Tearms with you on the go. Take & look 3¢ owr mobile spp.

~ [w] . [ Project 1> General

& e ) Comarsatiom  Fies  TEXTRA Age Board  moodie -

=]

E o thoodle s
[}

SS— S [ -
[ o [EETE
Logistics
u Calendar
TEXSTRA
] vpcoming evess s
.

With in the TEXSTRA e-platform and under tab “Trello” the users may use Trello application for a more

efficient project management.

Microsoft Teams - e ‘

Frvories @ TEXSRTA Project > General - private

@ TEXSRTA Project

G | Conversations  Files  Class Notebook  Assignments Moodle  Trello v aF H O @F e
enera —
Main Task 1
1 more channel Green Projects | Free & Team Visible @ & Menu X
Projec Main Tasks + Add another list
B Fro=ct B change Background
Projec Y Filter Cards
ﬂ roject 2 Main Task 1
J Power-Ups
- Project 3 + Add another card Calendar, Google Drive and more
@ Theodoros @ stickers
+ More
textra
[ Y = Activity
nt Nikos Tsotsolas added Main Task 1 to

Trello is a whiteboard and a pad of digital sticky notes supporting agile approaches. Trello’s boards,
lists, and cards enable you to organize and prioritize your projects in a fun, flexible and rewarding way.
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Featured No Date

Fixed Node Emor Codes & No Reboot on
&3 g = Card Initialization Failure Node Card Module Dust Most Route

(] Possible Ofiine Cause = =2

i SoftOne Web Services Api Key 8

. Nodes Ofline _ Lorawan Sever Vps Ofline =
= 1 12 Map Marker Info
= o1 -.4 1 ':::'
= Add Route Status Collection Points
) £ 9 BI

+ Add another card + Add another card

LoraServer Downlink & New Server Map Auto Zoom

Chart Display Percentage

Change Google Vuejs Library First Page: Last seen each truck

= & /1] BB

Refactoring

& o5

Utc Dates Timezone Eu/Athens

+ Add another card

-’/fjﬁ/(‘,@&:;l‘f TR

Temp Disbale Collection Point\

Marker Shape

+ Add another card + Add another card

The user may create a new board in Trello.

Trello About X

Trello lets your team work more collaboratively and get more done. Trello's
boards, lists, and cards enable you to organize and prioritize your projects in
a fun, flexible and rewarding way.

Learn more

Green Projects

l‘d Ergo Planning

el

Paskedi

TEXSTRA

u Post to the channel about this tab

Back
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He/she may add lists of tasks.

[@ Boards 0o

TEXSTRA < Green Projects  Free & Team Visible

+ Add another list

Main Tasks wee

Main Task 1

+ Add another card

He/she create new tasks in each list.

= Main Task 1

in list Main Tasks

Labels

Description

Add a more detailed description...

B3 -

7 Attachments

Drag and drop or choose your files

— Add Comment

NT Write a comment.__.

Add

£ Members
& Labels

[ Checklist
@ Due Date
@ Attachment

Formatting help  Actions

-+ Move
= Copy

< Watch

= Archive

Share and more.__
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In Trello various agile approaches are suppoted:

Y Eo » W redr

Sample Scrum Board The Magistrate %y @ Private

Resources Sprint Planning Blocked Current Sprint QA Done
Sample Resource Card Sample Planning Card Sample Blocked Card Sample Sprint Card Sample Q4 Card Sample Dene Card
Sample Resource Card 2 Sample Planning Card 2 Sample Bloc! Sample Sprint Card 2 Sample QA Card 2 Sample Done Card 2

@ Boaras Je) +o@®
Agile Board + " inspiring Boards ‘B¢ | @ Public | & B Calendar (0 CopyBoard - Show Menu
Done Current Sprint In Progress On Hold Next-up

[ Government | Partners Data Analytics podcast
Review Tech partner pages Going live with server deployment Android App new landing page CSS Rules
PR Firm outreach
Make sure sponsors are indicated for Google Adwords list of referrers Analytics
Tech Talk Retail order List of vendors for banquets
Q3 Webinar Content Planning Partners
Branding guidelines IMobile Ul reboot Google Adwords best practices

Top 10 Trends list - Forbes

TBC Wenbinar: Ship Now, Not Later

1:1 Nancy

Lead Gen Mandrill stats

Google analytics data - Q1

:®

IT Solutions page

[ Boards jol + © 4 @
Design Sprint <« | [I® inspiring Boards ' B¢ @ Puic | @ @ copyBoard -~ Show Menu
Pre-Sprint Prep -=- fll Phase 1: Understand -=- [l Phase 2: Diverge -« ll Phase 3: Converge -« l Phase 4: Prototype

Review design sprint documentation INSTRUCTICONS INSTRUCTIONS INSTRUCTIONS INSTRUCTIONS

and schedule

-- RECOMMENDED -- -- RECOMMENDED -- -- RECOMMENDED -- Wiite real copy and get real data (6
Review roles for the sprint hours)

Pitch practice (15 mins}) Pitch practice (15 mins) Pitch practice (15 mins)

Create prototype (6 hours)

Set expectations for the sprint
outcome

Start Assumptions Board (30 min) Mind Mapping (10-15 minutes) Identify conflicts (1 hr)
Set up sprint room |
& 056 Review research (2-4 hrs) Crazy Eights (5 min) Create Assumption / Test Table (2
Capture Existing Competition "
Problem Statment (1 hr) Storyboard (20 min)

Whiteboard the final storyboard (2
Schedule 4-6 people for interviews / hrs)
usability tests . .
Critical path (1 hr) Silent critique (5-10 minutes)

Create testing plan (2 hrs)
Run user interviews / survey / or ) )
research sprint — OPTIONAL — Group critique (3 minutes per idea)

- OBTINNAI

For more details on how Trello works please follow this link: https://trello.com/tour
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