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2. Document Management 

2.1 Contributors 
Role Unit Name 

Author IS Applications, Project Services  

Co-Author IS Applications, Project Services  

Co-Author IS Applications, Project Services  

 

2.2 Version Control 
Date Version Author Section Amendment 

26/07/2017 0.1 G Growdon All Created new document for Portfolio 
Managers 

28/09/2017 0.1 G Growdon All updated 
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3. View Portfolio List 
 

This view lists all of the portfolios on the site.  They are sorted alphabetically.  This list can be re-

sorted by clicking on the column headers. There is a search box at the top which allows 

programmes of interest to be viewed.  Enter the relevant search criteria and press Apply. 

Clicking on the Portfolio name in the list will take you to the relevant programme pages 

4. Adding Content 
 

A request should be sent to the PMO to create a new programme 

 

The Portfolio Manager will have the ability to add projects to this programme. 

The Portfolio Manager will be able to Change the Session or add new Sessions (according 

to the current financial year). 

 

 

The Portfolio will have an Issue / Change Log, Risk Log and Action Log.  
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The Portfolio will show all related (tagged) projects including their RAG Status, Project 

Managers and Programme. 

 

Your request will go to the PMO Mailbox and you will be notified when your new programme 

has been created. 

 

5 Tagging Projects 
 

From the Portfolio Homepage select Session or create a new portfolio session 

 

Click on Select projects.  Select the projects that you want to add to your portfolio and using the 

drop down arrow select Portfolio Project or Tag Interest.  (a simple way to find projects that you 

are looking for is to ctrl+f and type in the name that you are looking for). 

Save the go to edit draft and publish. 

(Note projects must be in the same session e.g. 17/18 to be tagged in 17/18) 

 

NOTE:  you can only add projects that you have access to. 

 

 

 

 

 

 



Page 6 of 20 
 

6 Securing Portfolio content 

Most Portfolio content is visible to the public, apart from project logs, which can only be seen if 

you are named in the project group. The following diagram shows who can see the project logs: 

 

 

a. Granting admin access to Portfolio pages 

By default, only the person who creates the Portfolio has full admin access to a programme.    

Public and Ease-authenticated users can view the programme home page, documentation, 

and reports (unless the whole project/ individual pages are private, therefore unpublished).  

To see the Portfolio logs, or any unpublished content the user must be part of the Portfolio 

Group. 

To allow other users to see logs and update your project pages, navigate to your programme 

homepage and select ‘Group’ at the top right of the page. (If you can’t see this option make 

sure you are logged in) 
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Select ‘Add people’. 

 

In the ‘User name’ field you must enter the UUN of the individual you wish to add e.g. 

v1lhark2.  Please note, if the person you're looking for is not on the user list you must ask 

them to register on the projects website, which will automatically add them to the user list.  

You can now select the user’s level of editing access by ticking the required box: 

 

 

 

There are 4 options: 

 group administrator – Offers full access and editing rights to named individual, 

including adding new users to the project 

 publisher – Offers access to edit and publish content on the project 

 editor – Offers access to edit content only 

 no role selected – Offers view only access 

Make the necessary selections and click on ‘Add users’. You will see a green information 

message to confirm that the user has been added to the group. Use the breadcrumbs (under 

the ‘People in group [project name]) to navigate back to either ‘Group’ or the project home 

page. 

To edit or remove access rights select ‘Group’ and then ‘People’. Choose either ‘Edit’ or 

‘Remove’ as required. 
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6.1.1 Additional steps for IS Applications Project Managers / Programme Managers 

& Portfolio Managers (from 19 October – present): 

In order for IS Apps management to be able to view project / programme logs for 

governance (i.e. reviewing submissions to the weekly ‘WIS’ meeting), the following 

steps should be followed while managing your project: 

1. The PM creates the ‘project group’ as per current procedures – i.e. all core 

programme team and anyone else that requires view/edit access depending on 

the programme 

2. In order for WIS to be able to review/approve project activities, the PM should 

add the following people to the project group in addition to those people added 

in step 1: 

Name UUN 

Mark Ritchie markr 

Stefan Kaempf skaempf 

Iain Fiddes iainf 

Alex Carter 1carter3 

Rhian Davies rdavies2 

Adam Wadee awadee 

Nikki Stuart nstuart1 

Sheila Fraser Sfrase10 

Dave Barry Dberry2 

Bill Lee billlee 

 

(Note that it may be necessary to add other users who attend WIS for their 

section on an ad-hoc basis.) 

 

6.2 Removing admin access to Portfolio pages 

To remove admin access from a user on your portfolio navigate to your homepage and select 

‘Group’ at the top right of the page. (If you can’t see this option make sure you are logged 

in). 
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Then select ‘People’.  This lists all of the people who have access rights to the portfolio.  

Locate the person you want to remove and click on ‘remove’ link. 

N.B. the person who created the programme (referred to as the ‘group manager’) cannot 

be removed. 

 

 

6.3 Restricting access to a Portfolio 

There are two ways this can be done; restricting access to specific university groups or 

restricting access to the project group members only.  

To restrict access to specific university groups only: 

On the Portfolio homepage select ‘New draft’ (or ‘Edit Draft’ – if the page is 

unpublished) 

Under the ‘Location and navigation’ tab expand the ‘Restrict access to University 

groups’. 

By leaving all the tick boxes unticked, all users can access and view unprotected content 

of that programme 

To give access to a certain group only, tick this user type in the list. Only users in that 

user group can access the programme. 

Any user group left unticked will now not be able to view the page. Users will be 

presented with the following on trying to open the project: 

 Users that have an EASE account can see the programme title and basic 

information on the ‘List of Programmes’ page, but clicking on the project they 

will receive an ‘Access Denied’ message. 

 

 Public users that do not have an EASE account can see the project title and basic 

information on the ‘List of Programmes’ page, but clicking on the project they 

will be directed to the EASE login page. 
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To save the changes, you can then either: - 

 Click on ‘Save’, you will stay in the edit mode and a green info message will 

confirm the project has been updated. Click on ‘Publish’. You will be taken back 

to the home page and a green information message will confirm that the 

programme has been updated. 

Or 

 (For public projects only) Click on ‘Publish’. You will be taken back to the home 

page and a green information message will confirm that the programme has 

been updated. 

! Note that this change will apply to all users. Even if that user is named in the 

programme ‘group’, they will not be able to access the project if they are in a group that 

is not selected in the user groups on the restricted access section. 

To restrict access to the project group only: 

The only way to currently do this is by making the content unpublished. This restricts 

viewing of the pages to those named in the programme group only. To do this:  

1. Select ‘New draft’ from the programme homepage. Make any changes required and 

click on ‘Save’. This will save the changes, but not publish the page. From the edit 

draft page you can then navigate via the breadcrumbs back to the homepage.  

At the top of the screen you will now see extra options to view and edit the draft 

you have started: 

 

2. Click on the Moderation button. This will show you if there are any versions of the 

page that are published. If there are, these versions will still be visible to public and 

EASE users. Click on ‘Unpublish’. 
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You will be asked if you are sure you want to unpublish the page. Click on 

‘Unpublish’.  

You will now see a message that says there is no content published. 

This now means that the new version you have created is hidden from view of a user 

who is not part of the programme group. A public user or an EASE authenticated 

user (not in the programme group), will be able to see the project, but will be 

viewing the last published version of the project. Project group members will see the 

additional options to view and edit the draft created.  

 

6.4 Securing an individual document on a Portfolio 

All programme logs are unable to be published, therefore are automatically secure and only 

visible to the project group. 

To secure a document, or report there are two ways this can be done; restricting access to 

specific university groups or restricting access to the programme group members only.  

To restrict access to specific university groups only: 

Open the document you want to secure, select ‘New draft’. 

Under the ‘Location and navigation’ tab expand the ‘Restrict access to University 

groups’. 

By leaving all the tick boxes unticked, all users can access and view unprotected content 

of that programme. 

To give access to a certain group only, tick this user type in the list. Only users in that 

user group can access the document (but note that they will still see the document title 

in the ‘Documentation’ section).  

Any user group left unticked will no longer be able to view the page (they can see the 

project title and basic information on the ‘List of Programmes’ page, but clicking on the 

project they will receive an ‘Access Denied’ message.) 

 

To save the changes, you can then either: - 

 Click on ‘Save’, you will stay in the edit mode and a green info message will 

confirm the programme has been updated. Click on ‘Publish’. You will be taken 
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back to the home page and a green information message will confirm that the 

project has been updated. 

Or 

 (For public projects only) Click on ‘Publish’. You will be taken back to the home 

page and a green information message will confirm that the programme has 

been updated. 

! Note that this change will apply to all users. Even if that user is named in the project 

‘group’, they will not be able to access the document if they are in the group that does 

not have access as per the user group selected on the restricted access section. 

To restrict access to the programme group only: 

The only way to currently do this is by making the content unpublished. This restricts 

viewing of the pages to those named in the project group only. To do this:  

1. Open the document that you want to protect. Select ‘New draft’ from the 

programme homepage. Make any changes required and click on ‘Save’. This will 

save the changes, but not publish the page. From the edit draft page you can then 

navigate via the breadcrumbs back to the project homepage.  

At the top of the screen you will now see extra options to view and edit the draft 

you have started: 

 

2. Click on the Moderation button. This will show you if there are any versions of the 
page that are published. If there are, these versions will still be visible to public and 
EASE users. Click on ‘Unpublish’. 

 

 

You will be asked if you are sure you want to unpublish the page. Click on 

‘Unpublish’.  

You will now see a message that says there is no content published. 

This now means that the new version you have created is hidden from view of a user 

who is not part of the programme group. 
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7. Portfolio Logs 

The ‘Logs’ sections are only visible to users who are logged into EASE and also a member of the 

portfolio, programme or project group. This is essential to keep the logs hidden from public 

view. 

The URL for a log will contain the text ‘unpublished’ which is correct as no logs are published. 

The logs available to each section are shown in the table below: 

Section Logs available 

Portfolio 
(inc. Portfolio sessions) 

 Issue/Change Log 

 Risk Log 

 Actions Log 

 Meeting Log 

 

The Risk Log and Action Log are exportable 

7.1 Creating new log entries 

Select the relevant log from the Logs menu at the left of the portfolio, programme or project 

screen. 

Select ‘Create new [log] entry’ 

Complete the form as instructed. 

Click on ‘Save’, a green info message will confirm the log has been created and you can use 

the breadcrumbs to move to another page in the set. 

7.2 Editing existing log entries 

Select the relevant log from the Logs menu on the left of the portfolio, programme or project 

screen. 

Either click on the log entry title or the ‘View’ link. 

Click ‘Edit draft’ at the top of the screen. 

Edit the content as required. 

Click on ‘Save’, a green info message will confirm the log has been created and you can use 

the breadcrumbs to move to another page in the set. 

7.3 Creating a named URL link 

Open the document/page that you want to edit. 

Click ‘New draft’ at the top of the screen. 

To add a named url link type the text, highlight it and click the linkit icon      
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For full instructions on how to add internal and external links, see the EdWeb Guidance wiki 

pages here: 

https://www.wiki.ed.ac.uk/display/edweb/Add+link  

To save a project log click on ‘Save’, a green info message will confirm the log has been 

created and you can use the breadcrumbs to move to another page in the project. 

To save a document, report, journal or home page you can then either: - 

 Click on ‘Save’, you will stay in the edit mode and a green info message will confirm the 

document has been updated. Click on ‘Publish’. You will be taken back to the document 

title page and a green information message will confirm that the log has been updated. 

Or 

 (For public projects only) Click on ‘Publish’. You will be taken back to the document title 

page and a green information message will confirm that the document has been 

updated. 

If you are adding a link within a log, you will not have the option to publish. 

7.4 Adding images & attachments to a page 

Open the document/page that you want to edit.  

Click ‘New draft’ at the top of the screen. 

Click on the ‘Insert a file’ icon   

Browse and upload the document. 

There are 3 different options for displaying the file: - 

 Embed the file in the content: Click on the green Insert icon  to embed the file in 

the page content 

 Show as an attachment at the bottom of the page: Tick the ‘display’ box to show the file 

as an attachment link at the bottom of the page 

 Add a link to a word/description: right click on the file name and copy the link to the 

document. Un-tick the ‘display’ icon and close the attachments window. Now go to the 

text that you want to attach the document to and highlight it. Click on the ‘Linkit’ icon 

and paste in the document link in the ‘target’ field. Click to expand the Attributes section 

and type in the ‘title’ the same text that you highlighted. Click on insert link. 

https://www.wiki.ed.ac.uk/display/edweb/Add+link
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To finish inserting a file click ‘Close’. 

To save a project log click on ‘Save’, a green info message will confirm the log has been 

created and you can use the breadcrumbs to move to another page in the project. 

To save a document, report, journal or home page you can then either: - 

 Click on ‘Save’, you will stay in the edit mode and a green info message will confirm the 

document has been updated. Click on ‘Publish’. You will be taken back to the document 

title page and a green information message will confirm that the log has been updated. 

Or 

 (For public projects only) Click on ‘Publish’. You will be taken back to the document title 

page and a green information message will confirm that the document has been 

updated. 

If you are adding a link within a log, you will not have the option to publish. 

 

7.5 Deleting documents 

If you have the correct permission on a project / programme / portfolio, you should be able 

to delete documents from the ‘Documentation’ section.  

NOTE! If you want to delete a document that is made up of a parent page with child pages 

you must delete the child pages FIRST. An example of a document like this is the Project 

Brief; it has a parent page title ‘Project Brief’ then 3 child pages called ‘Overview’, ‘Impact’ 

and ‘Organisation’:  
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If you delete the parent page first, the child pages become locked and are unable to be 

removed from your project/programme/portfolio home page. Trying to delete a parent page 

will give you the following warning message, and you should cancel the action: 

 

To delete the document/page this must be done one page at a time. Go to the page that you 

want to delete and select ‘New draft’ if the document if published and ‘Edit draft’ if the 

document is unpublished. Go to the bottom of the edit page and select ‘Delete’. 

The system will ask if you are sure, click on Delete again. You will be taken back to the 

Projects Website home page, and a green confirmation message will inform you that the 

page has been deleted. Repeat as necessary for however many pages you need to delete. 

7.6 Cloning a page 

Single pages including project logs, journals and reports can be cloned which some people 

may find useful. Note that documents that contain more than one page cannot be cloned 

(e.g. Project Brief).  

Open the page that you want to clone. At the top of the page, select ‘Clone’. This will open 

an edit version of the page so that you can make the necessary changes if required.  

The new page will appear in the same section as the page that you cloned. 

For security reasons, images aren't duplicated during cloning. Please re-add or replace the 

image as required.  

 

10. Website performance – best practice 

10.1 Website performance & removing yourself from projects 

The more projects that you have access to, the slower the system performance will be for 

you. 

To check which projects you have access to: 

 Log in to the site 

 Click on ‘View profile’ (if you can’t see this then click on your name & it will appear) 
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 Click on ‘Groups’ 

 You will then see a list of the projects/programmes/portfolios that you have access to 

 To remove yourself from projects that you no longer need access to, please refer to 

section 8.2 above. 

 

 

 

Note that if you created the project/programme/portfolio, you will be named as the ‘Group 

Manager’ and will not be able to remove yourself from the group. This could become an 

issue for programme managers over time, and is on the list of known issues (see section 13.6 

below) 
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11. FAQs 

11.1 How do I log in? 

To log into the projects website via EASE, go to the very bottom of the screen and click on 

‘CMS Login’. You’ll know you’re logged in when your name and UUN are visible in the black 

banner at the top of the screen. 

11.2 Who has access to my project? 

The security model is slightly different in the new projects website.  

Public users (no EASE access):  

A public user (not logged in via EASE) will be able to view and search on portfolios, 

programmes and public projects.  

In a project, they will be able to see the project home page, un-protected 

documentation, reports and journals. A public user will not see any project logs at all. 

EASE users:  

A user logged in via EASE will be able to view and search on portfolios, programmes and 

public projects.  

In a project, they will be able to see the project home page, un-restricted 

documentation, reports and journals. An EASE user will not see the project logs section, 

but not be able to see any logs within that project. To be able to see project logs, they 

would have to be added to the project group. Where the EASE user is in the project 

group, they will be able to see all the logs. Depending on their role in that project, they 

may also have edit and publish rights. 

Private projects:  

Where a project has been created as ‘Private’, only members of that project group can 

view the project. 

11.3 What pages can be edited and what pages can be published? 

Project pages can be edited by an authorised user by clicking on the ‘New Draft’ button at 

the top of the screen.  

The project home page, documentation, reports and journals can all be published (made 

public).  

Project logs will not be published; this protects sensitive information from being publicly 

available. 

11.4 Why are there no links to the milestones, risks, estimates and stakeholders in 

the brief? 
The Project Brief no longer links direct into the Milestones, Risks, Estimates and Stakeholder 

logs on the project. You can add these in by copying and pasting the logs as they are at the 

time the brief is written. This means the brief will not change with the logs as the project 

progresses (unless edited). 
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11.5 Adding new users to the Projects Website 

New staff:  

If a new member of staff has never accessed the website before, they will not have a 

user account yet. Before this can be generated, the new staff member must have 

requested an alias email address (i.e. changed their ‘UUN@exseed.ed.ac.uk’ email to a 

personal alias e.g. ‘firstname.surname@ed.ac.uk’).  

For instructions on how to do this see here: http://www.ed.ac.uk/information-

services/computing/comms-and-collab/email/directories/eddir  

Once this has been done all they need to do is to log into the website using their EASE 

credentials (and the ‘CMS login’ option at the bottom of the page). The website will 

create a new user account for this person on logging in. 

Existing staff:  

Assuming the staff member already has an alias email address (see above, e.g. 

firstname.surname@ed.ac.uk) all they need to do is to log into the website using their 

EASE credentials (and the ‘CMS login’ option at the bottom of the page). The website 

will create a new user account for this person on logging in. 

11.6 Are there any knows issues with the second projects website release on 

Tuesday 25 October 2016? 

Performance (speed) of the website may become an issue if the user is a member of lots of 

project/programme/portfolio groups. See section 8 for details on how to manage this.  

Cloning a page that contains attachments may not display the attachments correctly in the 

newly created page. To correct this you can delete the attachment and re-add it. 

The following is a list of suggested improvements that are being/will be considered in the 

future: 

 Allow management automatic view access to project/programme/portfolio logs 

covered under specific areas 

 Deal with exponential growth of ‘group mangers’, maintaining the group 

memberships of project/programme/portfolio creators 

 Introduce a log to record benefits on projects and programmes 

 Introduce a log to record lessons learned on projects and programmes 

 Use ‘Project Export’ as golden copy source of projects information for IS Apps 

monthly reporting 

 Be able to export a meeting note to PDF 

 Be able to export a monthly report to PDF 

 Change the documentation in the ‘outline’ view to match the documentation tab 

 Introduce a personal action list 

 Improve breadcrumbs when adding/editing project/programme/portfolio logs 

 Introduce the ability to add a news story that doesn’t relate to a specific project 

 Improve automatic navigation on deleting certain pages 

 Introduce admin ability to delete a project 

 Introduce a filter on portfolios to be able to easier select projects 

http://www.ed.ac.uk/information-services/computing/comms-and-collab/email/directories/eddir
http://www.ed.ac.uk/information-services/computing/comms-and-collab/email/directories/eddir
mailto:firstname.surname@ed.ac.uk
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12. APPENDIX 1 – GUIDANCE DOCUMENTS 
 

 
Milestone Log Guidance Milestone Log 

Guidance.docx  

Project Brief Guidance 
PROJECT BRIEF 

GUIDANCE.docx  

Terms of Reference Guidance (ToR) 
Terms of Reference 

Guidance.docx  

Business Requirements Document (BRD) Guidance 
Business 

Requirements Document BRD Guidance.docx 

Completion Report / Closure Review Guidance 
Completion Report - 

Closure Review Guidance.docx
 

Deployment User Guidance 
Deployment 

Guidance.docx
 

Build Test Document Guidance 
Build Test Document 

Guidance.docx  

Integration Test Guidance 
Integration Test 

Guidance.docx
 

User Acceptance Testing Plan – Guidance 
User Acceptance 

Testing Plan - Guidance.docx
 

Implementation Plan – Guidance 
Implementation Plan 

Guidance.docx
 

 


