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How to Schedule a Web Conference

Click Schedule a Web Conference. You can schedule a videoconference in 
your personal room or in the living room of one of the communities where 
you are a member.

• Complete the form:
• Name of the event
• Description
• Attach file / Attach image
• Select room
• Select time
• Participants

You can create a public event or a restricted event available only to the 
people you invite using the + Add option; The system will send the people 
you add a notification by mail.

The conferences you schedule and those you are invited to appear will ap-
pear in Scheduled Video Conferencing and Videoconferencing in my com-
munities.
 

Participate in a web conference

To enter a videoconference room, click on the appropriate link from Sched-
uled Videoconferences. Enter your name when the system requires it. If you 
are the moderator of the session, slide the bar with this option and enter 
the pin.

Once inside the room, activate your video and audio with the icons Share 
your Camera and Share your Microphone located in the upper left side of 
the screen.

You can adopt two roles: Participant or Moderator.

As a participant you can control your audio and video, define the language 
and layout of the screen; You also have access to chat and note-taking dur-
ing the meeting.

As a moderator or presenter, you can handle the permissions of all partici-
pants throughout the meeting.

From the window that shows connected users, you can perform actions 
such as:

• Take or give up the role of presenter
• Disable a participant’s camera
• Mute the microphones in the room

Also as a presenter, using the Upload Document button for the presentation, 
you can share a file (pdf, ppt or jpg) and have control over the management 
of the whiteboard.

You can conduct on-the-spot surveys between the participants and show 
the results.

To save the meeting, click Start recording. In order for the video to be stored 
in the system, it is necessary to stop the recording by selecting this same 
button and closing the session by clicking Exit. The meeting log will be avail-
able in My Web Conferences (path: User Menu> My Files> My Videos / My Web 
Conferences). From here you can download the file or share it with your 
contacts inside and outside Colaboratorio, sending them the direct link.



14 Colaboratorio  User Guide

SIVIC

Service implemented in collaboration with Latin American 
national networks that integrate multipoint videoconfer-
encing units to maximize the interaction of the research 
community and regional development.

SIVIC allows to organize videoconferences in different 
countries, allowing all participants to reserve their own vid-
eoconference rooms in the region. It integrates the Latin 
American RNIE multipoint videoconferencing units (MCUs) 
to offer a regional videoconference service, with maximum 
availability of virtual rooms to manage meetings and online 
activities, with the participation of multiple actors located 
in Latin America and the Caribbean. rest of the world.

How to use SIVIC

Once registered and within Colabora-
torio, you can access SIVIC by clicking 
on the available link in the left side 
menu.

Complete the form below by specify-
ing:

• Name of the event
• Description
• Institution
• Select room
• Select Category
• Select time
• Participants

It is also possible to include a file or an 
image in the reservation and specify 
the number of rooms that will partici-
pate in the activity. To end the process 
click Reserve Now. The system will 
send you an email with the general in-
formation of the activity including the 
connection data that can be shared 
with your colleagues invited to partic-
ipate.

All those events that are created will 
be listed in the Scheduled Videocon-
ferences section.
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Both services allow the transfer of large files. You 
can upload documents, images, presentations, vi-
deos and more, and share them easily and safely 
with your colleagues or collaborators.

How to use them

Once registered and within Colaboratorio, you can ac-
cess eNVIO and Filesender Premium by clicking on the 
links that appear in the left side menu.

 eNVIO/Filesender Premium
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Using eNVIO you should:

Complete the fields To (recipient’s email), Subject and Messa-
ge. The From field will be automatically completed with your 
email.

Select the file you want to send by clicking Browse.

Once uploaded, your file will be stored for 20 days, but if you 
want to extend or shorten the deadline, you can modify the 
date. After this deadline the system will automatically delete 
your file.

The available space for shipping is 10GB and the system al-
lows loading files with extensions doc, xls, pdf, docx, odt, xlsx, 
mov, rar and zip. If you have more than one file or have a doc-
ument with another extension, you need to compress them 
and send them in zip or rar format.

To make the delivery effective, it is obligatory to accept the 
terms and conditions of the service. Once the data is com-
plete, press Send and wait while the loading process is in pro-
gress.

In My Files, you can view the details of the shipment and you 
will be able to perform actions such as forwarding, adding 
new recipient or downloading files uploaded to the cloud.

The people with whom you share the information will receive 
by e-mail a URL that will take you to the page where your file 
is hosted. In order for the recipients to access it, they must 
click on the link included in the option Download link.

The system will download the information, and store it on the 
recipient’s computer from where you can use it.

If you use Filesender Premium you can upload your files us-
ing the Select files option or by dragging them from a folder 
on your computer and depositing them in the Drag and drop 
your files here space.

Complete the To field with recipients email or select one of 
the mailing lists where you are subscribed. Include a subject 
and description (optional) and define the date until the file(s) 
will be available. In addition you can define:

• receive a link instead of sending it to a recipient,
• receive a notification once the file(s)
• receive a notice that it has expired
• be included as recipient

It is also possible to make advanced settings that include 
statistics and copies of all notifications. Once the fields have 
been filled, press Send.
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Tool that allows and facilitates the scheduling and 
management of events. 

How to use Global Agenda

Once registered and within Colaboratorio, you can 
access the service by clicking on the link that ap-
pears in the left side menu.

The main page of the service displays a list of scien-
tific categories with the number of events in each of 
them. Below is a list of activities ordered chronolog-
ically from the nearest to the furthest in the month.

If you click on any of the categories, the complete 
list of events will be displayed and you will be able 
to access the specific information of each one, in-
cluding dates, timetables, panelists and registration 
if there is one.

Document@s is an institutional repository or database that al-
lows users to access RedCLARA’s documentation and institu-
tional publications such as newsletters, strategic plan, meet-
ing minutes and the papers that are presented at the TICAL 
Conference.

How to use Document@s

Once registered and within Colaboratorio, 
you can access Document@s by clicking on 
the link that appears in the left side menu.

On the main page the user will find the lat-
est publications that have been loaded in 
the repository and which can be accessed 
by clicking on the title.

In the right menu the user will find the dif-
ferent collections with which the repository 
counts identified with the following icons:

Strategic documents

Institutional documents

Technical documents

Projects

Publications and

TICAL documents

Document@s

Global Agenda



18 Colaboratorio  User Guide

Upon entering any of these collections, you will ac-
cess the sub-collections and series that compose 
them where you can consult the corresponding 
documents, organized in chronological order ac-
cording to their date of publication in the repos-
itory.
 

When the user enters a document, they will find 
the title, author, type of document, date of publi-
cation, keywords or descriptors, usage license in-
formation and a previous image of the document.

In the top menu of the main page you will find the 
basic search box where you can search for doc-
uments by means of a keyword or by listing the 
collections to navigate them, there is also the ad-
vanced search option by title, author, type Of doc-
ument or date of publication.
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Foodle
This tool facilitates the scheduling of meetings and meetings between academics 
and researchers around the world.

How to use Foodle

Once registered and within Colaboratorio, you can access the ser-
vice by clicking on the link that appears in the left side menu.

The central panel will allow you to

• Create a new survey
• Learn more about the service or
• Review available surveys created by you or in which you have been 

invited to participate.

Choose Create a New Foodle to open a new survey. Fill in the form 
fields with the title, the description, the deadline to respond, the 
date of the meeting and the location. In addition, you must suggest 
dates and times to carry out your activity.

Once completed the fields press Create Foodle, the system will give 
you a link with which you can invite your partners and colleagues 
to define the best date and time for your meeting.

To review the answers, you must enter the service again, open 
the survey and press All responses. There the system will give you 
information of those who have responded and the options with 
more preference. Once everyone has voted, choose the final op-
tion for your activity and share it with your colleagues.

If you want to retrieve information, modify, duplicate or delete a 
survey created by you must click on the title and use the options 
that are displayed on the upper right side.
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Docs Service dedicated to the collaborative editing of a document in real time, 
associated to the communities of which the user is part.

How to use Docs

Once registered and within Colaboratorio, you can ac-
cess the service by clicking on the links that appears in 
the left side menu.

On the main page, the service offers three options:

Create a new pad (or document):

This option allows you to specify the title of the doc-
ument and define the invitation form for your con-
tacts: choosing one of your communities or sending 
e-mail invitations to specific users. You can include 
up to 15 emails using the + Add option.

If the name you choose is already in use the system 
will notify you and you will have to enter a new one.

When you create a document, the system will send 
you a warning message that includes the title, the 
access link and the administration link from which 
all those who receive the link can access the docu-
ment.
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Create an instant pad

Clicking this button creates a document immedi-
ately, with a random name and no members in-
cluded. Once created it is possible to edit, delete, 
export or download the contents of this document.

Manage your pad

From this option it is possible to see the list of all 
the created documents and access to the manage-
ment options of the documents and their contents 
(including the title and the members that work in 
it).

When editing a document the system will show 
the active users and will associate a different color 
for the contributions of each one. When you close 
the link the changes will be saved automatically.

The statistical computer system 
R, is a program used for the rea-
lization of simulations and sta-
tistics that require a high perfor-
mance infrastructure.

How to use R
Once registered and within Colaboratorio, you can access the service 
by clicking on the links that appears in the left side menu.

On the main page, the service offers three alternatives:

• Main option: where it is necessary to choose between System com-
mand line or Selections the cluster.

• File of R: where the option to upload a file from the user’s local files 
is given.

• Example: it offers the possibility of having a guide that the user can 
download and modify for the entry of the information to the system.

After completing the form fields, click Send. The system will notify 
you that the task has been entered.

Statistical computation - R
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e-DISKO
Cloud storage service aimed at scientists and academics that can 
be used easily and securely from any computer.

How to use e-DISKO
Once registered and within Colaboratorio, you can access the service by 
clicking on the link that appears in the left side menu.

Once inside the service this will allow you to:

• Upload a new document
• Check all the files hosted in the service
• Review the files that have been shared with you
• View the files you have shared with others
• Access shared files via a link
• View your uploaded images
• Review deleted files
• Send your comments to the developers of the service

To load a new document you must click the New button, from where you 
can:

• Upload a file
• Create a folder
• Include an annotation
• Upload a link

To upload a new file select File Upload and select the file to upload. The 
system will notify you while processing the information and will notify you 
when it has been correctly charged.

From the home screen you can see all the loaded documents listed by title 
and with information about the file type, size and last modification date. 
Also, if you pass the pointer over one of them, the Rename, Download, 
Share and Delete options will appear. When you share a file you can select 
a specific user or one of their working communities and define the per-
missions on the document (download, edit).
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EDX
This system allows access to Massive Open Online Course (MOOC).

How to use EDX

Once inside Colaboratorio, you can access the system of 
massive courses by clicking on the link that appears in the 
left side menu.

When you click on the tool for the first time you must 
activate your account by entering its name and clicking 
Update my CLARA EDX Account. Once you validate your 
user you will see a screen with the list of your courses, in 
case you have not taken one you can see those that are 
available following the link Explore courses.

How to enroll in a course

Once inside the screen with the available course list, you 
can click on one of them to see more information, such as 
the class number and start date. If you want to join one of 
them click on Enroll IN.

How to enter a course

Once enrolled in a course, the access link will be listed on 
the main page of the service, from where you can access 
by clicking View Course.

When you open the course page you can go to the tab of 
your interest:

• Course: Where available resources are presented (videos, 
presentations, files and texts).

• Discussion: Where you will have access to discussion fo-
rums and you can create new topics, reply to comments, 
vote for discussions and answers, report misuse of the 
system and others.

• Wiki: Where you can create collaborative content. Only 
the people enrolled in the course will be able to read and 
write information in that space.

• Progress: Where you can keep track of the progress you 
have made in the course.

Cómo salir de un curso
To withdraw from a course, go to your home page 
click on the configuration button     where you will 
find the Unenroll option.



COLABORATORIO
A platform developed by RedCLARA to 
support and promote collaboration of 

scientific and academic groups around the 
world.


