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1 Introduction

This document provides the description of the Data-Driven Management Platform 'Correlate' and
explains the structure adopted to meet the FEMale project lean-agile digital management needs. The
main aim of this document is to be a brief user manual to provide the partners either with basic
instructions to access the platform and with a shared approach to set the platform workspaces and
build a common project digital archiving strategy.

1.1 About Correlate: Curing digital chaos

Correlate provides a secure, easy and flexible solution to synthesize data and information through a
non-intrusive, lightweight, high performance, cost-efficient, easy-to-use desktop and mobile friendly
web app that connects multi-cloud services.

Correlate.com is a Software as a Service (SaaS) application enabling a transparent and augmented
layer on top of other online digital activities, systems and apps. The user correlates their digital asset
with a link (URI) which is dragged and dropped into private or team-shared boards where information
is further organized, annotated, and accessed by all collaborators.

With the development of the AI assistant in Correlate, the goal is to support summarisation,
packaging, meta tags, and metadata creation for archiving purpose in the end of the project.
Additionally, Correlate will have archiving integrations to help retain project knowledge.

1.2 Purpose

The Data Driven Management Platform Correlate is being developed as a joint effort from the
FEMale project and other relevant initiatives. The focus of the Correlate platform is to make files
easily accessible and findable and aid in the co-operation and co-creation of projects and workflows.
In addition to the platform development, Correlate AS will provide support and suggestions on the
project structure, Data Management Plan (DMP) and digital archiving to all FEMale Consortium.

1.3 How the Correlate Platform works

The documents shared among WP team members remain stored on the partners personal cloud
services (e.g. Google Drive, Dropbox, OneDrive, SharePoint). It is their responsibility to keep the
archive organized and name the files properly to avoid confusion and minimize the risk of working
on the wrong files — due to file duplication, for example.

It is important to keep in mind that Correlate gathers LINKS TO FILES and does NOT UPLOAD
files to the platform. All permissions and activities of editing or commenting in the documents are
performed in the cloud platform and not within Correlate.
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1.4 The Correlate Platform development roadmap

Main development and improvements of Correlate platform from Q3 2022 until Q4 2023 included:

Integration with SharePoint.

Share-point integration.

Generative Al

Tasks.

Board History.

Real-time collaboration.

Board Customisation - Cover, Icons, Emojis.
Advance Spotlight mode for YouTube.
Bookmarks.

Comments.

Upgraded Security (with Login notifications and displayed Sessions).
Files drag & drop (directly for desktop).
Public boards (with guest access).

Split Screen Work Mode.

System Notifications & Tooltips.

Maze & Miro: embedded link support.
Display attachments in search results.

Have default display of link preview.

New approach of expandable list.

Auto detection: URL & email.

Sorting improvements.

Adding editing and commenting option to the Shared (Public) boards.

There is always a continuous improvement in terms of usability, system performance and bug fixes.
The current and next developments in Correlate from Q4, 2023 until the end of the project include:

Project Archiving.

AI Co-Pilot: Using content as context (for translation, summary, weekly digest, etc).
Al Co-Pilot: Support project archiving.

Search across cloud storage & integrations.

Add chat & video conference tools.

Interactive emails & guest collaborations.

Task Management Tracking.

Permission control.

Correlate is still in development. New features will continue to be developed and released.

1.5 Correlate Terminology

Integration Connection between third party or external cloud services like Dropbox,

Gmail, Google Drive, SharePoint and Correlate Platform.

Workspace An area created within Correlate.com populated by boards and individuals
(Team before) or a group of individuals with access to and working on shared boards.
Doc A board to be used by individuals and teams for collaborative co-creation

(Board before) | through adding files, text-based content and links.
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2 PROCESS/WORKFLOW for FEMalLe partners

2.1 Invitation, Login, Adding Team Members and Request Access

Project partners will receive an email invitation from WP Leaders or Task leaders to their registered
email address as it appears in the official project contact list. They will have to click the button
to set up their account and it will automatically provide them with access to the designated FEMale
work area in which they are invited to cooperate and share documents and information.

IMPORTANT NOTE:
The partners must sign in always with the same email to have access to their Correlate account
and permissions. Signing in with an email different from the initial one will create a new user.

2 Correlate

Sign in

G Login with Google

Once logged in, you will see the Team in the left-hand column. The Team owner/administrator can
add team members by clicking on the 'Add members' button. It is possible to add several members
at once by copying the email list and pasting it in Correlate.

Lt ‘We stand with Ukraine W
e Add new members

@ %% Correlate Weekly  Settings

0. KOT. . & .

Filter: Boards (15)

B Katja at Correlate
Team members

Or invite by email

Enter email address +—

O Access as an observer

Yy @ 02.12.2021
&  Correlate Weekly

ir = 09.12.2021
46 items Feh 17

A8 Correlate Weekly Cancel

You can also Request Access to the Team, by:
1. Signing into the Correlate account.
2. Putting the Team URL into the browser.
3. Clicking the button Request access.
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# Correlate

You need permission
Want in? Ask the owner, or login to an account with permission.

You are signed in as katja.kern7@gmail.com

Request access Switch accounts

o

The Owner/Administrators will receive email notification and notification in Correlate. By clicking
'Open team settings' in the received email, the Owner/Admin of the Team will be redirected to the
Teams Member page.

We stand with Ukraine %

= % Correlate

ﬁ Home \" ° Correlate Weekly Settings *—-—._._
O PO, R, o
- .
Filter: Boards (15)
Q-
as W = 02122021 iy & 03.02.2022
w Correlate Culture
€ Jun 20 28 items Jun 20
0o
= Correlate Weekl: .
ekl i "% Correlate Weekly 28 A% Correlate Weekly 28
'-?l‘ CREATeam
@8 HR Ty = 09.12.2021 f7 =@ 10.02.2022
i ams Feb 17 39 items Jun 20
@ Daily tasks
a8 Correlate Weekly 2E A% Correlate Weekly 18
L)
ea Mobile team

2.2 Level of permission for Team members

There are four levels of permissions within a team:

1. Owner

2. Administrator
3. Member

4. Observer

The Owner has all the rights — creating and deleting boards, duplicating and moving boards, inviting
team members, managing permissions of team members and editing content.

The Administrator can create boards, edit titles and descriptions, edit the content in the boards and
manage the permissions of members of the team.

The Member can edit the content of the boards.

The Observer can only view the board content and open the links or files.

There can be several administrators, but only one owner.
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To change a Team member's permission level, the Owner/Admin needs to navigate to the Team
management page:
1. Click on the three dots next to the Team name in the left-hand column and select the option
'Manage'.
2. On the Team management page, click the 'Members' page to get an overview of all the
members of the Team.
3. Here, the permissions can be changed for each member by the administrator.

+ CREATE TEAM Team Members

My Teams 4 a SasulJakIJeVlc (You) Administrator
saso@correlate.com ]

J— me Beta
= ® Correlate-

+ Y jevic+ ¥
S Test team Manage Saso l@correlate com Jakljevic+1@correlate.com Observer
saso+1@correlate.com =

Invitec (+) Invite new member J

‘ Correlate Onboarding

2.3 Setting up Cloud Integrations

Correlate members with freemium accounts can integrate up to 3 external service accounts. This can
be 3 different services (e.g. Dropbox, Google Drive and Gmail) or 3 different accounts in the same
service (e.g. Personal Dropbox, Work Dropbox, Hobby Dropbox).

IMPORTANT NOTE:

The files from integrations are not uploaded or stored in Correlate. They are just links to the files

located in the integrated Cloud Service.

To integrate one of the services, you need to click on the Add Integration button:

e ©

ADD INTEGRATION Add your cloud storage and email services

M

91 emails & 228 unread
Q Sharepoint
8 files & O folders

iy W(?rk Google Drive

1302 files & 306 folders

Dropbox
255 files & 90 folders

& | Personal GDrive,

This will open a catalogue of integration options.

Here you can select the service you want to connect to Correlate.

Clicking on Add New Integration will automatically add the service or trigger a popup.
The user signs into their cloud service account or selects an account if they have multiple.
The user confirms the Correlates' request to access and edit the resources in the connected
service account. Now, the service has been integrated.

M
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IMPORTANT NOTE:

Integrating external services (e.g. Gmail or Google Drive) will NOT automatically enable access
to vour files & emails for anyone in your team. It will only allow you to access your files or email
from within your Correlate account. This enables you to Search across added integrations and add
files to the boards in your team.

2.3.1 Integration view

When the user clicks on the integration on the left menu, a pop-up window opens with the
emails/files/folders from the integrations displayed.

You can see the emails by the timestamp (from the latest to the oldest), load more emails, add them
to the board, and search for a specific email. By double-clicking the email result, you will see the
email preview or even go to your inbox.

In storage integrations (Google Drive, OneDrive, etc) the user can see previews of the folders when
passing the mouse over the names of the documents, loading more documents, searching for a
specific one, adding it to the board, etc.

B @

Al Imtegrations

® @

. Rea 3 1 List bnf 1
6 Wiwwr the 5 Reasons 1o Use a To-Do List infagraphic I
1

WHY FOU BHOULE
ETART LSING &

S |

= T Ay e————

[~ | Tp—
6_29_FEMalc FernTech Get Together{examn;

=

10
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2.4 Search functionalities

2.4.1 Basic search

Integrating the Cloud Services enables the user to search through files, links, comments and
other content across the integrations and boards using the main search bar.

The search function helps you to:

e Find files stored on different Cloud Services.
e Find links to files, comments and other content integrated in Correlate Boards across
Teams.

To access the search feature, you need to initiate the search by clicking on the search field.

# Correlate & » 2 s )

ﬁ Homs UE L L L . . L L L L L

7 boards Default «
-+ CREATE TEAM

Teams ALL BOARDS

@8 Testteam 57 5-lssued Deliverable Archive ¥7 3-Governance
28 items 51 items

nvited
Project Docs and Archive Project Docs and Archive

@ Correlate Onboarding

e w7 2- Contact Mailing List 77 4-Communication Toolkit

5 items 26 items

+ ADD INTEGRATION
Project Docs and Archive Project Docs and Archive

& Google A

=] E@E Q C Calendad Clear x Saéoe;

29 results
O Home
Local Results (3 results) Sortby v
Board Shared Calendar for Technical & Institutional Meeting Default «
+ SRS TR @ Shared Calendar for Technical & Institutional Meeting
Mote in Shared Calendar for Technical & Institutional Meeting
My Teams
Link to Google Calendar " Cities2030 Technical Meetings"
' Test team Mote in ExeCom Meeting (Video Recordings & Draft of the Minutes)
dates are fixed in the Shared Calendar (see link below) until the end of 2021.
Invited

Gmail (25 results)

c . 7 cities2030@unive.it Tue, 13 Apr 2021 08:14:43 +0000
SEERE cities2030@unive.it has shared a calendar with you
2

Hello saso@correlate.com, We are writing to let you know that cities2030@unive.it has given you access to edit events on the Google Calendar called
— &quotCities2030 - meetings&guot.. After adding this

5 items 26 items

-+ ADD INTEGRATION

11
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Clicking on the search field exposes additional search options like:
e Advanced search mode
e Scarching only in one of the integrated services
e Recent searches

Marrow your search

I'm looking for file types, dates, sizes, files by members, etc. 4 Click to get the Advanced search

Google: Search across your google

Onedrive: Search across your onedrive Click on selected integration o
4 get the search within specific
m - ) integration
a Gmail: Search across your gmail 9
g Qutlook: Search across your outlook
Recent searches -4 Select from the previous searches
summer
template

The files and emails are not uploaded or stored in Correlate. What appears on the Boards are just
the links to the files. The files themselves are located in the integrated Cloud Service. When a
user adds a file to the Board on Correlate, the file becomes shared with all members of the Team. The
permissions for access to the file are managed within the Cloud Service (e.g., Google Drive, Dropbox,
etc.) where the file is stored.

2.4.2 Advanced search

Files or emails in the advanced search results can also be filtered and added to the boards using
the “Send to board” button or “drag & drop” the files to the Board underneath the search popup.

&  Testteam X
ame = < My teams x

@8 Dropbox test Old Editor
E Persoffal boards @8 Testteam %@ New board

¢ _Starred boards

New board

12
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To trigger the advanced mode search user needs to either select a specific integration to search
through or click on "I’m looking for file types, dates, sizes, etc." as seen here:

Marrow your search

I'm locking for file types, dates, sizes, files by members, etc < Click to get the Advanced search

Google: Search across your google
Onedrive: Search across your onedrive
Gmail: Search across your gmail

la Qutlook: Search across your outlook

Recent searches

summer
template
- x
d
Boards 0 a 5
Ha
= B
v
M
Iy
D : Thu Sup 16, 2021 5
Me | - = v
ML
Ne
|
Ol
[5) e rasestad ccnes 10 tam
Tel : ==

To copy a link to the file from within the advanced search results click on the link icon.

2.5 Board functionalities

'"Tooltips' are added to the majority of the buttons in Correlate. Put your mouse on the button and
wait for a second - the tooltip with additional information about the functionality will appear.

2.5.1 Editor
By entering a doc, it is possible to start working in the board.

Only the Owners/Admins of the Teams can edit the title and description of the boards. Any other
Member can edit the content on the board.

A user can add one of the available item types by:

1. typing "/" or clicking the "+" button.
2. and clicking on an item or pressing a shortcut letter written next to the item:

13
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Format your text to the desired length, tone, level of detail and style, asking directly to Al

Al assistant All users have free 10 prompts per day; Pro users have unlimited prompts.

Note Free text to provide descriptions, guidelines, or other context to files and links in a board.

Bulleted list A list of symbols instead of numbers to present key points/provide a list without a certain order.

Numbered list | A list organised sequentially to present key points ordered in numbers.

Checklist A list with checkable boxes to keep track of and prioritize tasks.

A hierarchical list that allows you to add items within it, enabling multiple levels of lists to group
Expandable list | files for easy access. To expand and collapse the expandable list item and view their respective
child items, click on the arrow.

Email Add an email file if email is integrated.

File Add a file from the integrations you added to your Correlate account.
URL Add a clickable URL, presented as a link, a bookmark or a preview.
Divider Add a divider line to separate information on the board.

Task list Create tasks, assign people to them and add a deadline

Each item can also be moved by 'dragging and dropping' the square icon in front of it.

The same icon can be used to open the 'Change item' menu that contains options to duplicate the
item, insert new one, move item, transform one item into another, or delete it.

With the Direct link, you can get the URL of the item copied to your clipboard and this way you
are able to share it with others.

To select multiple items, click on the left side of the item and drag over the items. You can change
the position of the items, duplicate all of the selected items or convert them to different type of item.

Each item can also be deleted using backspace or delete buttons on the keyboard similar to the
MS Word type documents.

All content on the board (e.g. notes, links, file names, etc) can be stylised using the new editor:

e Undo (Ctrl/Cmd + z). e Underlined.

e Redo. e Strikethrough.

e Change font size. e Insert link.

e Alignment. e C(Clear formatting.

e Bold. e Comment selected word.
e [talic. e Change colour.

To visually enrich the board, you can add a cover or icon at the top of the board. The buttons will
appear when you move the mouse on the top of the board, above the title.

14
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2.5.2 Link previews

You are able to drag and drop, paste or insert links via "+" button into the Correlate board. When
adding a link to a board you will get a pop-up with three link display options. If you have a
preferred option and you don’t want to select among the link displays every time, select "Make
default". You can set it by pressing "/ + L" or clicking on the "+" button and selecting Link.

When there is a URL on the board, you can see a preview of the link and a few other details, by
passing the mouse over the link. The pop-up with the preview will be displayed. You can see who
added the link, how many times it was viewed, and change the URL to a title. To rename the link,
you can select the Change option and rename it.

Standalone links can also be visualised as Previews or Bookmarks. By clicking the dotted icon next
to the item, you are able to convert the display option of the link.

2.5.3 Email item

Besides files, you can also add emails from your Gmail or Outlook integrations. You can see the
email preview - when you click on the text next to the email icon, an 'Open' button will appear.

If you are the one who added the email to the board, you can also access it directly in your inbox by
clicking 'Open in Gmail/Outlook' next to the close button.

2.5.4 Commenting system

Each added item can now also be marked and commented. User can add a comments by:
1. Clicking the comment icon on the right side of the board.
2. Adding a comment.

This way the whole item will be highlighted and commented on.

Or by:
1. Selecting the section.
2. Clicking the comment icon in the pop-up that opens.
3. Adding a comment.

This way only the selected part will be commented on. If you create multiple comments on the same
selected word or item, the comments are displayed.

The commenting system also enables you to:
e tag team members or everyone in the team:
o Create a comment and use @-sign to get all team members displayed or continue
writing the first few letters of the user’s name to narrow the result options.
® assign team members:
o Owners can assign items to members. To assign others, the owner ticks the check box.
The owner can assign individual members or everyone.

When someone is mentioned or assigned, they will get a notification by email and in Correlate.
If they are not signed-in (online) in Correlate, the notification will appear under the bell sign.

15
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In the comment section it is also possible to:

add reaction emojis,

respond to comments,

delete or modify a comment,
resolve or re-open comment threads.

To re-open comment thread, open resolved comment section in the upper right-hand corner and click
'Re-open'.

2.5.5 Real time collaboration

A user can also see which team members are currently active on the board and collaborate with
them in real time.

Team bgard

This is a team des@ription.

Thisis a notel

Bullet list item

D6 T BIQ%%LG

» Closed Expandable list item

2.5.6 Notifications of activity

When a user is mentioned in a comment, receives a notification in Correlate. To receive
notifications of comment mentions to the email, the user needs to proactively subscribe to email
forwarding. We enhanced the security - from now on you will get a notification when there is a new
login to your Correlate account. By clicking on the notification or going to Settings, you can see all
the active sessions and also close them.

2.5.7 Duplicate a Board

Boards within a team can be duplicated by an Owner or Administrator. This is done by clicking the
three dots in the right-hand corner of the board card. The Duplicate feature is also available on the
board - in the top right corner, located in the three-dotted menu.

The duplication allows the user to create a board with a desired structure and use it as a template for
new boards. This optimises procedures that repeat during project life (e.g. periodic reporting,
organising periodic project meetings, collecting periodical data, etc.).

16
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2.5.8 Add a file from the desktop to the Board

In case you want to add a file from your desktop to the board, you will first have to add it to your
integration. Drag the file from Finder to the board and you will get a pop-up with all your available
integrations:

Add the media files

Choose an integration you would like to add the media file to:

e ©

‘Work Google Drive Dropbox

& >,

Personal GDrive OneDrive

Select the integration and the folder where you want to store the file. If you want to get to the sub-
folders, double-click on the folder. You can also create a new folder inside the integration and store
it there.

Add the media files

Choose folder where you would like to add the media file to:
¢ Work Google Drive

Y%empty folder
Yfilled folder

00000000

1_Testing Permissions

@

2.5.9 Copy a file to integration

You can copy files shared in Teams to your own integrations. In preview, press 'Make a Copy' and
then choose an integration in which the file should be added to.

Once the user hits 'Copy to integration', the file will be found in the integration.

The Owner of the file will be notified that the copy was made.

17
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2.5.10 Public Boards
You can make a board public so that users outside the team will be able to view boards and view
files within the boards. This is done through pressing the Share button in the top right corner. Turn

on sharing for the board and copy the link. The link can now be shared with people outside of the
team who will be able to view the content.

tp Katja ﬂ Share

Share to the public 1 @
e o Anyone with the link can view
/ Direct link 2.
Share or publish N . @

Allow editing »

m veniam,

Allow comments »

You can also decide if you allow editing or commenting on the board — this goes only for people
who have a Correlate account. Users without a Correlate account will be able to see the board, but

not edit or comment on it.
® @

Share see

Share to the public
Anyone with the link can view

Direct link

t - - + ~ I 1~Tk -
vittos: /fanpp.correlate.com/public/boa
nttps://app.correlate.com/public/boat

Allow editing

Allow comments

Public boards are marked with a tag.

FUuDLIw
< (2]
f % Onboarding
COPY text 2 items
0 complete 0=
Larem ipsum
a”

18
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2.5.11 Embedded links from Miro

You can embed your Miro file on a Correlate board and use all the Miro functionalities. To do this,
go to your Miro document first. Define the sharing permissions to make sure that you give access to
the people you want. On the same button, copy the link to the file:

miro  untted = & Q

13

B

o

ﬁ) ceby - B ! Questic To Enter emails or invite from Slack, Google or Microsoft

p El - -

A Ve e & Invite to team and board Can edit + Copy team invite link

o o

= o 11

ot - 28, Anyone at Paula Rodrigues Team team Can edic ~

w

o @ Anyone with the link No access «

+

. /

Shared with 1 member. Sharing settings

Invite free guests. Share specific boards with those who use Miro
occasionally. Upgrade to Business plan

=

e

Back in Correlate, paste the Miro link and select the option 'Create preview'.
You’ll immediately see the Miro board and work on it directly on Correlate:
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Collaborating in Miro x Correlate

This board shows how we can work in Miro directly from a Correlate doc, using all the functionalities

This is the Miro board for our next meeting

+ Please ensure you refer to the board from your WP and edit only yours: E]
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2.6 View Mode - previously Mosaic Mode

In the left menu, the user has the option to select Single View or Duo View.

-+ ADD VIEW MODE ®
Popular Presets >
Duo View

© Correlate Weekly... S:?

Correlate Weekly Mee...

After Duo view is created you can:

Add a view mode

Choose view mode you believe will make your work more productive:

Single view Duo view

" FEMale

1. Click on one of two windows and click on integration, team, board or Home page.
2. Click on the selected team/integration/board, hold and drag it to the desired window.

titied [y Unitited spmesdshest

CE=E R o

In view mode you can:
e Expand the window.

Close the window.

Drag and drop the files from integration to the board.
Click on the top of the window and move the windows to different positions.

[B) 1.ioking Corretate.mo.

+How to use Correlate

Correlate User Manual PDF

4_DDOPM_Comelabe_ manual_nevd paf

Correlate Video Tutorials

w Tutorial on getting started with Correlate

Add a new window by clicking on the side of the window or using hotkey.
Make Duo view a default view when logging in, instead of the Home page.

o You can do so by clicking on the three dots next to the name of the view mode.
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