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Collaboration

Workspaces

Workspaces are work areas in ELO for different functional levels. With the help of filters and

different views, you can edit data and analyze it in charts and tables.

Workspaces are based on workspace types. These are created by administrators and define which

views and filters are available to you. They also define which objects can be created in a

workspace.

You can find more information about workspace types in the ELO Workspaces documentation.

Objects

An object (business object) is a special type of folder that helps organize contents into regions. You

can find more information in the following sections:

Important components > Business object

Table

Kanban board

Connections between objects are not established via a hierarchical structure, but by relations.

The Create object section explains how to create an object.

Relations

You can establish a connection between objects, for example between a job application and the

position it was submitted for.

You establish these connections using relation fields. Relation fields can be found in the metadata

form of an object.

In the table view, a relation is indicated by a flyout (button with a chain icon).

If you've entered the corresponding position in the relation field of a job application, for example,

the flyout takes you from the position to the application. This gives you an overview of all

applications for a position.

The link button (chain icon) opens a quick view of the linked entry. Select the Go to button to

switch to the corresponding entry.

• 

• 

• 
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Workspace home screen

Refer to the Spaces section to learn how to access a workspace.

You can access all the elements of the workspace via the home screen of a workspace. The ribbon

features a tab with additional workspace functions.

You have the following options:

1 Show as tile: You can create a tile in My ELO that provides quick access to the workspace.

2 Search space: You can search the entries of the selected space. Refer to the chapter on Filters for

a more detailed description of the search.

3 Create new object: You can create an object. For more information, refer to the Create object and

Objects sections.

4 Switch view: If multiple views have been created for a workspace, you can use the tabs to switch

between views. There are tables, kanban boards, dashboards, and calendar tabs. The tabs are

named and visibility is set by the administrator. These settings are customizable.

5 Show entry

6 Select relation: You can open entries that are related to the selected entry.

7 Edit workspace: You can edit the workspace if you are authorized to do so based on your role.

8 Workspace filter tree: You can switch between the workspace filters. Filters can be single or

multi-tier.
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Edit workspace

You can edit the workspace here. The ELO Workspaces and ELO packages > Solutions

documentation provides more information on the following spaces:

Basic settings

Metadata forms

Views

Filter trees

Parameters

Decision rules

Please note

When you edit the settings in one area, it is no longer linked to the corresponding area of

the workspace type. Changes to the workspace type are therefore no longer automatically

applied to this area in the workspace.

The Roles area can only be edited after the workspace has been created.

The following options are only available in the workspace:

• 

• 

• 

• 

• 

• 
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You can add members to the workspace and set roles for them.

You can delete the workspace.

'Workspace members' area

You have the following options:

You can add members and groups to the workspace. If you add groups, all members of the group

are granted the role set for the group.

Please

New members need to restart ELO to access the space.

When you add workspace members and groups, a feed post is automatically created and is

displayed in My ELO.
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You can change the role of workspace members with the drop-down menu. Workspace members

can have multiple roles. If workspace members belong to a group that has been added to the

workspace, they are also granted the roles that the group has in the workspace.

You can delete workspace members. Administrators can only be deleted by administrators. The last

administrator cannot be deleted.

Search and filter

You can search and filter entries in workspace views.

You can open the search function by clicking on the magnifying glass icon in the toolbar. Enter a

search term and press the ENTER key to start your search. Search hits are highlighted in yellow.

If you switch to another view, the search hits will also be displayed there until you cancel the

search.
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You can set quick filters to filter entries.

Status filters show the number of entries for each status, giving you a quick overview of your data.

You can enable one or multiple status filters.

Status filters are created by the administrator.

The filters also remain active in other filter levels and views after restarting ELO as well as in other

ELO clients.
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Table

In a table, you see all the entries that match the selected filters. The selection of filters is based on

the workspace type.

You have the following options:

You can open the entries. The entry is shown and you can edit it in the Metadata tab. You can

insert documents and folders for an entry and open them on the Content tab. This area works like

the viewer pane in the repository.
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You can edit the entries using the functions on the ribbon. You can also use the context menu for

documents and folders associated with an entry.

You can sort the filtered entries in the table by clicking on the column header.
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You can use flyouts to open entries that are related to the selected entry. The metadata of the

entry has to contain a relation field that establishes the link. If multiple relations exist for an entry,

you can open one of the associated entries using the drop-down menu in the flyout.

You can enter a feed post. The feed works as described in the chapter Feed.

Kanban board

In a kanban board, entries are assigned to columns depending on the value of a specific status

field.

You have the following options:

11 ELO Java Client



You can open the entries. The entry is shown and you can edit it in the Metadata tab. You can

insert documents and folders for an entry and open them on the Content tab. This area works like

the viewer pane in the repository.

You can edit the entries using the functions on the ribbon. You can also use the context menu for

documents and folders associated with an entry.
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You can move entries via drag-and-drop. The corresponding value in the metadata changes.

You can enter a feed post. The feed works as described in the chapter Feed.
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Dashboard

Workspace entries can be visualized in various ways in a dashboard. The types of visualization

available depend on the administrative settings.

You have the following options:

You can filter the dashboards.
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Move the cursor over the charts on the dashboard to view details.

Calendar

In a calendar, entries are shown organized by date. Multiple entry categories can be shown.

You can switch between the different calendar views using the drop-down menu.
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You can open the entries. The entry is shown and you can edit it in the Metadata tab. You can

insert documents and folders for an entry and open them on the Content tab. This area works like

the viewer pane in the repository.

You can display details about a calendar entry by hovering the mouse over it.

Create workspace

You can create new workspaces.

Requirements

The administrator will already have created workspace types.

Method

In My ELO, select the Spaces tile.

Select ribbon > Spaces tab > New workspace.

In the New workspace dialog box, select the type you want to base the workspace on.

1. 

2. 

3. 

4. 
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Enter a meaningful workspace name.

Show as tile in "My ELO": You can create a tile while you are creating the workspace. This

only applies to your own client. You can also create the tile later, as described in the 

Workspace home screen section.

Select OK.

Result

The workspace is created. You will find it as a tile in the overview of spaces.

Outlook

You will learn how to work with workspaces in the following sections:

Workspace home screen

Table

Kanban board

Dashboard

Create object

Create object

You can create objects.

For more information about the concept of objects, refer to the Objects section.

Requirements

The administrator has configured the functions for the workspace type.

Your role has permission to the functions.

Method

In My ELO, select the Spaces tile.

Open a workspace.

On the ribbon, go to the tab with the workspace functions and select the corresponding

function. The administrator has configured which object types are possible for each

workspace.

5. 

• 

• 

• 

• 

• 

• 

• 

1. 

2. 

3. 

17 ELO Java Client



The New object dialog box appears with the metadata form appropriate for this object.

Complete the fields as required.

If your object is related to another object, you can establish a connection via relation fields.

For more information about the concept of relation fields, refer to the Relations section.

Select OK.

Result

The object is created in the workspace. It can be found in the Newly added area right away and via

filters after a short delay.

Outlook

You will learn how to work with workspaces in the following sections:

Workspace home screen

Table

Kanban board

4. 

5. 

• 

• 

• 

• 
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Dashboard
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Teamspaces

The Teamspace function enables you to collaborate across teams. All ELO users added to a

teamspace can gather and edit documents together and exchange information using the feed.

The permissions you have in a teamspace depend on the role you have been assigned by the

administrator.

Workspaces can be integrated into a teamspace.

Refer to the Spaces section to learn how to access a teamspace.

'Overview' area

You can access all the elements of the teamspace via the overview of a teamspace. The ribbon

features a tab with additional teamspace functions.

You have the following options:

1 Teamspace areas: You can navigate between areas in a teamspace. Every teamspace has the

areas Overview and Team members. The names and number of additional areas are customized.

2 Show as tile: You can create a tile in My ELO that provides quick access to the teamspace.

3 Search entries in teamspace: Refer to the chapter on Filters for a more detailed description of the

search.

4 Pinned documents: You can open a pinned document or unpin a document from this space. The 

Document space chapter explains how to pin a document in a teamspace.
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5 Latest documents. You can open one of the latest documents. The Document space chapter

explains how to insert a document in a teamspace.

6 Overview of team members: The members of the teamspace are shown here. Select a member

to navigate to the Team members area. You can only edit members in the 'Team members' area.

7 Enter a feed post: In the Overview area, the posts for all entries in the teamspace are displayed

in the feed. If a new member or a group is added, a post with the name and role of the member is

displayed in the feed and in My ELO. Otherwise, the feed works as described in the chapter Feed.

8 Edit teamspace: You can edit the teamspace if you are authorized to do so based on your role.

Edit teamspace

You have the following options:

1 Change the teamspace name

2 Change the teamspace description

3 Add widgets: You can drag widgets to the field in the bottom area of the overview.

4 Close edit mode: All your changes will be saved.

5 Delete teamspace: Deleting the teamspace removes all the entries contained. A deletion marker

is set so that the teamspace can be restored by an administrator if necessary.

6 Create new space: Your options are Document spaces and Workspaces.
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7 Arrange spaces: You can change the order of document spaces and workspaces using drag-and-

drop. The Overview and Team members areas cannot be moved.

All options that are not listed here can be found in the chapter 'Overview' area.

'Team members' area

You have the following options:

1 Add team members or groups: This also determines the roles of the new team members. It can

be changed after creation, however. If you add groups, all members of the group are granted the

role set for the group.

Please

New members need to restart ELO to access the space.

2 Edit roles: You can edit the roles if you are authorized to do so based on your role. If team

members belong to a group that has been added to the teamspace, they are also granted the roles

that the group has in the teamspace.

3 Change team member roles: Team members can have multiple roles.

4 Search for team members

5 Delete team members: Administrators can only be deleted by administrators. The last

administrator cannot be deleted.

Roles

The following four roles are available as standard:

Role Permissions

Administrator

The user who created the teamspace is automatically the administrator. Additional

members can also be named administrators. Administrators have all the

permissions to the teamspace and its contents.
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Role Permissions

Moderator

Moderators have all the permissions to the teamspace and its contents. The only

difference from an administrator is that they are not allowed to delete the

teamspace.

Participant Members can create, edit, move, and delete contents in the teamspace.

Guest Guests can only read contents.

The roles can be edited.

Edit roles

The default roles can be edited or removed, and new roles can be created.

Method

Select Edit roles.

In the Edit roles dialog box, you have the following options:

1 Add new role: This is where you define the rights for the role members.

2 Edit existing role

3 Delete role
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4 Set default for new team members: You can specify in the drop-down menu which role newly

created team members are assigned by default. This role can still be changed after creating a

member.

Document space

A document space can have any name.

This area works like the viewer pane in the repository. You can create new documents as well as

open and edit existing documents.

You can edit the entries using the functions on the ribbon and in the context menu as usual.

You also have the following options here:

1 Breadcrumb navigation: If you are in a folder, you can go back to a parent folder. In this case,

you need to select the name of the folder in the breadcrumb navigation.

2 Pin a document in the Overview area: You will find the corresponding function on the Document

tab.

3 Enter a feed post: The post does not apply to any specific entry, and is instead shown in the

document space. Otherwise, the feed works as described in the chapter Feed.

4 Edit the document space: Do this by enabling the Edit teamspace slider.
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Edit document space

You have the following options:

1 Create new space: Your options are Document spaces and Workspaces.

2 Delete space

3 Change the name of the document space

4 Change the icon of the document space

5 Close edit mode: All your changes will be saved.

Workspace

A workspace can have any name. A teamspace can also contain multiple workspaces or none at

all.

You will find general information in the chapter Workspaces.

You can edit a workspace within a team like a document space.

The members and roles of a teamspace are inherited by the workspace.

Create teamspace

You can create new teamspaces.

Requirements

The administrator will already have created teamspace templates.

Method

In My ELO, select the Spaces tile.1. 

2. 
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Select ribbon > Spaces tab > New teamspace.

In the New teamspace dialog box, select the template you want to base the teamspace on.

Enter a meaningful teamspace name and, optionally, a description.

Show as tile in "My ELO": You can create a tile while you are creating the teamspace. This

only applies to your own client. You can also create the tile later, as described in the chapter 

'Overview' area.

Select OK.

Result

You have created a teamspace. You are automatically entered as the administrator for teamspaces

you have created.

Outlook

You can now edit the teamspace and add other members.

You will learn how to proceed in the next chapters:

Edit teamspace

'Team members' area

Edit document space

Workspace

3. 

4. 

5. 

• 

• 

• 

• 
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Edit Microsoft Office documents

Check out to OneDrive

Available in: Ribbon > Document > Versions.

Use this function to check out a Microsoft Office document in ELO to Microsoft OneDrive for editing.

The document is stored in your OneDrive folder until you check it back into ELO.

This function is only available if you have a Microsoft school or work account with Microsoft

OneDrive for Business that has been activated for ELO by an administrator.

Please note

You can only use this function to edit documents with standard file formats such as DOCX.

The document size is limited to 4 MB.

For documents with older file formats like DOC, use the Check out and edit function.

Related function

Check out and edit: This function allows you to edit Microsoft Office documents and all other

document types.

Method

Select the document you want to edit.

On the ribbon, select Document > Versions > Check out to OneDrive.

Result

The document is opened in a new browser tab.

While you are editing the document, it has the status Checked out.

Changes are automatically saved in Microsoft OneDrive.

For explanations of the document synchronization status icons, see the Microsoft documentation 

What do the OneDrive icons mean?

Other options:

Edit in the desktop app: You can open and edit the document in the desktop app.

Edit collaboratively: You can invite other users to edit the document collaboratively. These

users do not need an ELO account for this, but they must have a Microsoft account. For more

information, refer to the Microsoft documentation Share OneDrive files and folders.

Please note

1. 

2. 

• 

• 
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You cannot check the document back into ELO until all users who are editing the

document have closed it.

Outlook

To save a new document version in ELO, close the document and select the Check in button in the

ELO Client.

If you want to continue editing the document at some point without checking it in, you can always

open it from the following folder OneDrive - <Name of company> > Apps > <Name of target

folder>.

Please note

You may not be able to check a document in if you are editing it in the Firefox browser and

use the uBlock Origin ad blocker extension. In this case, disable the extension or switch it

off for the relevant page.
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