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User Guide for ECO Forum 
 
1. Scope  
 
The scope of this document is limited to the basic instructions needed to start 
using the ECO Forum. 
 
Please refer to the ñECO Guidelines on the EWMò to read about the ECO Forum 
as one of the ECC electronic working methods. The EWM Guidelines provide a 
high level introduction to the ECO Forum and point out possible areas of its use 
in the ECC working process. 
 
2. Quick references on how to start using ECO Forum  
 
To read postings in a given sub-forum you must use a password. The password 
is the same as the one which has been used for downloading password 
protected documents from this entityôs area on the old ECO Meeting Document 
Server unless otherwise defined by the Forumôs moderator.  
 
You can read postings without being registered for the Forum, but you cannot 
reply to them.  
 
 
2.1 Registration:  

 

 

Å to register, click on icon   in the top menu and complete the 
form, then click óRegisterô;  

 
Å the username you chose on the registration will appear in the ñAuthorò 

field when you place a posting and should be recognizable for others; 
 

http://www.ero.dk/86C41E09-044A-41E1-8FC9-AD653F2704DB?frames=no&


 
 

It is recommended to use the following convention for your username: 
<Firstname Lastname>, for example ñJohn Smithò (should you need to 
change your username at a later stage, please contact the ECO at 
it@eco.cept.org).  

 
Å to complete the registration, click on the link in the e-mail which will be 

sent by the system to your e-mail address; be aware that your spam filter 
may catch this e-mail by mistake;  

 
Å to get e-mail notification when new postings are added you must 

subscribe to e-mail notifications. 
 
2.2 Subscription to e-mail notifications:  
 
In order to subscribe/unsubscribe to e-mail notifications of new postings in a 

specific sub-forum(s), select in the ñMember Control Panelò the button , 
then select the forum(s) which you are interested to follow.  
 
Note that the ñMember Control Panelò is only accessible when you are logged in. 
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2.3 Available options for registered users: 
 

¶ New topic: To create a new topic within a given forum, click on the 

button. 
 

¶ Quote: To place a comment related to a specific posting with a quote click on 

the  button located in the post to which you want to reply. 
 

¶ Quick Reply: To place a new posting within a Topic without inserting an 

attachment you can use the  button.  
 

 
 

¶ Post Reply: To reply to a posting within a Topic with attachments use  the 

 or  buttons. 
 



 
 

Enter your text, then click on , to post the message.  

¶ Insert: You can insert hyperlinks , files  and pictures  by using the 
appropriate buttons. In order to insert text from a Word document it is 

recommended to use button  as this will ensure that a similar font is used.  
 

¶ Edit/delete: To edit/delete your posting, click on the  button 
located in this post: 

 
 

2.4 Member Control Panel option 
 

Note that through your  (in the top menu) you can: 
 

Å edit your profile; 
 
Å (un)subscribe to individual sub-forums; once subscribed you will be 

notified by e-mail about new posts in the selected sub-forums (see 
detailed description of the procedure above); 

 
Å exchange personal messages with others through Private Messenger; 

 
Å delete some files from the "File Manager" (see the attached file) in 

order to save some space. Please note that this will delete the 
corresponding files from the forum in question. Therefore, you need to 



check if you want to keep the entire history of the discussions or delete 
some of the intermediate working documents.  

 
2.5 Procedure to attach a document 

The ECO Forum provides you with the possibility to attach documents to a 
posting. 

 

Note that there are some restrictions on the names of the files to be uploaded 
(e.g. ñ#ò is not allowed). If a file containing such a character is uploaded, no 
warning is displayed, but the file is not downloadable.  

Even if these files are not available for download, they are present in the relevant 
sub-forum. This implies that the users may need to check the ñFile managerò in 
order to delete the files and release some space in their account. This should be 
done cautiously since the corresponding files will be deleted from the forum. 
Please see the annex for more information. 

 
3. Support from the ECO 
 
The general maintenance of the ECO Forum is the responsibility of the ECO. 
You may find some help using the ñFAQò part of the Forum. 
 

 
 
This provides guidance, in particular relating to login, definition of your 
preferences etc. 
 



 
 
The ECO has also created a sub-forum called ñFeedbackò where you are 
welcome to share your experience in working in the ECO Forum and also provide 
feedback on this Guide. 
 
 
Any further queries related to the ECO Forum should be addressed to 
it@eco.cept.org.  
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Annex 

 
Procedure to delete files in the ñFile Managerò 

 
1) Log in 
 
2) Go to the ñMember Control Panelò 
 

 
 
 
3) Go to the ñFile Managerò 
 

 


