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[bookmark: _Toc328055349]Definition of users and roles
[bookmark: OLE_LINK1][bookmark: OLE_LINK2]This chapter describes how the terms Users, Member Users, External users, anonymous users are to be understood in the context of the present specification. The understanding of these terms is critical since they have big implications on the access control mechanisms.

The terms Administrators and Super-Users are also defined and are to be understood in the context of the present specification.
[bookmark: _Ref326743578][bookmark: _Ref326743586][bookmark: _Toc326745246][bookmark: _Toc328055350]Users


Figure 1 Users = Member Users + External Users
[bookmark: _Toc326745247]Users
The term Users includes Member Users and External Users:

EOL Users
An EOL user is someone who has an ETSI Online Account (EOL) and who can hence be authenticated by the system.
Being an EOL user does not imply that the user is an ETSI members.
[bookmark: _Toc326745248]Member Users definition
EOL user working for or representing a company that belongs to the Membership group.

Membership group includes companies with ORGS_CODE  status in :
· MEMBER
· ASSOCIATE
· COUNSELLOR
· APPLICANT
· ETSI
[bookmark: _Toc326745249]External Users definition
External Users are users who are not Member Users this includes
· EOL users who are not Member Users
· Anonymous users: users who do not have an EOL account

[bookmark: _Toc326745250][bookmark: _Toc328055351]Roles


Figure 2 Roles

[bookmark: _Toc326745251][bookmark: _Toc328055352]Administrators
In the present specification, the term Administrators is related to the meeting application and includes:
· all ETSI Staff members who are involved in the TB Support of any active TB.
· ETSI Staff members who are part of the meeting support team.

[bookmark: _Toc326745252][bookmark: _Toc328055353]Super-users
In the present specification, the term Super-Users is related to the meeting application and includes:
· The TB officials of the TB to which a meeting is attached.
Important: In case of Joint meeting, only the TB officials of the “master” TBs (i.e. the TB to which the meeting was primarily attached at meeting creation) are part of the meeting Super-Users group.
· The EOL users who have been designated as Meeting Contact for the meeting

[bookmark: _Toc326745253][bookmark: _Toc328055354]Meeting Contact(s)
One or more EOL account owners who have been attached to the meeting as meeting contacts at meeting creation.

[bookmark: _Toc326745254][bookmark: _Toc328055355]Functional requirements
[bookmark: _Toc322073574][bookmark: _Ref326676354][bookmark: _Ref326676369][bookmark: _Toc326745255][bookmark: _Toc328055356]REGISTRATION
[bookmark: _Ref323043639][bookmark: _Ref323043656][bookmark: _Ref323043673][bookmark: _Ref323043677][bookmark: _Ref324410134][bookmark: _Toc326745256][bookmark: _Toc320004890][bookmark: _Toc320024344][bookmark: _Toc320103449][bookmark: _Toc328055357]Registration Access control
The meeting access control policy is modified as follows: 
Being an EOL is no longer sufficient to register to a TB meeting
· By default only Member Users (see definition hereafter) are allowed to register.
· Yet, it must be possible on a per-meeting basis to enable External Users to register 
To enable External User registration, at least one meeting contact[footnoteRef:2] person must be attached to the meeting.  [2:  See clause Error! Reference source not found. Error! Reference source not found.] 


As of today TB meetings (except ISGs) allow all EOL users to register, independently of their membership status.
This is not the case for ISGs which only allow users in the <ISG>_Read group to register (all employees of a company which has signed the ISG Agreement are added to this group).
If we change the registration access rights so that only EOLs in the Membership group (see Error! Reference source not found.) can register by default, we must ensure that the ISG registration process is not changed.
Yet, IF External users are allowed to register to a meeting (option enabled) THEN this shall also apply to ISGs…



[bookmark: _Ref326743417]Figure 3 Registration process




[bookmark: _Toc326745257][bookmark: _Toc328055358]Notifications upon successful registration
Upon successful registration of a user to a meeting, several notification emails may be triggered.

As of today, the registration application notifies meeting contacts by email only when an anonymous user registers to a meeting (assuming the meeting has been configured to allow anonymous users to register).
Change requested (1)
As illustrated in Figure 3 Registration process, this notification MUST also be sent if the registered user in an authenticated EOL user identified as an “external user” (see clause 1.1 Users).
It shall also be possible as a meeting attribute (filed at meeting creation) to request this registration notification email to be sent to the meeting contact(s) each time a user registers independently of the user type, i.e. the notification email is also sent when member users register (see meeting attribute RegistrationNotifToContacts in clause 3.2)
Change requested (2)
Upon registration to a meeting, the user will receive a Registration Confirmation Notification email (see clause 6.4.1) containing meeting relevant information.

[bookmark: _Toc322073576][bookmark: _Toc326745258][bookmark: _Toc328055359]third-party (de-)Registration of participants
Today, the meeting registration management application allows registering users, un-registering users, and checking & updating the anonymous registrations.
Access to this application and its features is restricted to:
· Meeting Contacts 
· Specific user groups manually managed with the ARM application
Change requested
Administrators must have the ability to update manually the attendance list of any meetings without any limitation of time, this implies:
· Administrators can register and de-register both Member Users and external users (i.e. EOL as well as anonymous users) to/from a meeting list.
Administrators have the right to bypass a meeting settings by registering external users to a meeting which do not allow external users to self-register.
· Administrators can update the presence status and presence type of registered users
Super-Users have also the ability to update manually the attendance list of their meetings:
· Super-users can register both Member Users and external users to/from a meeting list, yet they cannot de-register a user.
 Super-users have the right to bypass meeting settings by registering external users to a meeting which do not allow external users to self-register.
· Super-users can update the presence status and presence type of registered users.

When a user is registered by another user (Administrator or Super-User), an e-mail notification can optionally be sent to him (this is the case today).
When a user is de-registered by another user (Administrator), an e-mail notification can optionally be sent to him (this is the case today).
When an authorized user (super-user or Admin), registers another user, he can simultaneously fill in:
· the presence information (present/absent)
· the F2F / Remote information
The system must log who is the author of the registration action (+ timestamp)

[bookmark: _Toc326745259][bookmark: _Toc322073578][bookmark: _Toc322073577][bookmark: _Toc328055360]Adapt registration to remote & F2F participation
Abstract: Knowing how many participants will be present in person or remotely is important for meeting organisers and meeting chairs (room size, catering, network bandwidth requirements, audio bridge capacity, etc...).
The meeting application should adapt to the almost systematic use of online meeting features (while remaining independent of the tool used), and allow users to specify their Presence Type at registration whether they plan to attend physically or remotely.

Requirements:
· It must be possible to define the PresenceTypesAllowed as a new meeting configuration attribute (added in clause 3.2 Meeting attributes):
· Some meetings allow remote participation only
· Some meetings allow F2F participation only
· Some meetings allow both type of participation  in this case registering users are asked to indicate their planned presence type upon registration.
· Meetings which only allow one presence type (F2F exclusively or Online meetings) will not let the user choose his/her planned attendance type at meeting registration.
· An optional meeting additional information box may be displayed on the meeting details page: this box will be able to render HTML content to display additional details related to the meeting like remote participation URL.
· IF a meeting is online only, THEN:
· the Country and the Zip code must be left EMPTY 
· City must be set to “Online/Conf Call”
See details in screen description clause 4.4 Meeting Creation.
[bookmark: _Ref325548135][bookmark: _Toc326745260][bookmark: _Toc328055361]Recording user Presence status and presence type
The reliable recording of the user presence (presence status and presence type) information (see Figure 4 below) has been identified as an important issue by TB support teams, by the Membership Mgmt. team, by TB officials, and is a strong requirement from the ETSI Board.
This clause describes how super-users will be allowed to maintain the presence information via the meeting participant lists, and host in some cases, users will be allowed to confirm their own presence info.
Attribute details & definitions:
User Presence status: this information confirms the actual user participation to a meeting. It is carried by the registration attribute UserPresenceStatus (see clause 3.1 Registration attributes).
The user presence status can be: “Present”, “Absent”, or “unknown”.
User presence type: this information indicates whether the user attendance is (or will be) face to face (F2F) or remote. It is carried by the registration attribute UserPresenceType (see clause 3.1)



[bookmark: _Ref325549631][bookmark: _Ref325549596]Figure 4 User Registration, User presence status, and User Presence Type

Requirements:
· Administrators and Super-Users have the right to update the presence information (User presence status AND user presence type) of any registered users via the meeting participant list screen. They are also allowed to force a UserPresenceType value that is not allowed by the current meeting AllowedPresenceTypes setting.
· Super Users can update the presence information only during the presence recording period
· Administrators can update the presence information at any time
· presence recording period = from meeting_start_day to (meeting_end_day  + 7)
[bookmark: _Toc326745261]Confirming own presence (users)
Registered Users are allowed to confirm their own presence to a meeting (i.e. update their own UserPresenceStatus info) IF the 3 conditions below are met:
1. the meeting option RecordOwnPresenceAllowed =TRUE 
2. the presence specific period is ongoing
3. their own UserPresenceStatus is NULL (unknown) 

When these are met, users will have two ways of updating their own presence information:
1. via the corresponding Participants List page
2. via a specific URL received in the “Presence confirmation request” email


[bookmark: _Ref325644453][bookmark: _Ref325711025]Figure 5 confirming own presence
via the participants list page
Users will simply have to check their name in the participant list, and choose the Confirm presence action in the action menu to access the “(own) Presence confirmation” screen (see clause 4.9).
Then IF their UserPresenceStatus is NULL they will be allowed to update their UserPresenceStatus and UserPresenceType values, otherwise an error message will pop up (see Figure 5 above).
via the “presence confirmation request” email
IF conditions 1) and 2) above are met, a “Send presence confirmation request email” link is available from the participant list screen. When a Super-User or an Administrator clicks on that link a confirmation window opens (see screen 4.10) to comfirm the sending of the Presence Confirmation request email.

The “presence confirmation request” email content is detailed in clause 6.1.1. It is only sent to the registered users whose UserPresenceStatus is unknown, other users will not receive this email.

The email body contains hyperlinks, the user clicks on one of the hyperlinks to validate his presence information.
This confirmation method does not require user authentication.

· All Users can indicate their planned presence type at registration (if meeting allows it),
· Logged users (Member users and External users with an EOL account) :
· can UPDATE their Registration and user presence type as long as the meeting registration is open
· Non-EOL users (External Users who register with no EOL account) cannot update their user presence type after registration, neither their User presence status, yet they can cancel their registration.
note: It would be good if they could update their user presence type using the same method as the current de-registration method.

Confirming/updating other user’s presence (super-users)

Super-users and administrators have the right to update other user’s presence information (see requirements in 2.1.5 above); They are even allowed to update the information of multiple users at a time.

They do this via the participant list page, in a similar way as users do to confirm their own presence information, yet, super-users and administrators can:
· update the information of multiple users at the same time, 
· force the UserPresenceType to a value that is not allowed by the meeting
· change and override an existing presence status

The selection of the UserPresenceType and UserPresenceStatus values are done via the (own) Presence confirmation screen (clause 4.9).



[bookmark: _Toc322073579][bookmark: _Toc326745262][bookmark: _Toc328055362]handling external participants (guests / partners…)
Make it easy for a non ETSI member to participate to a meeting as a guest, without having to go through the process of requesting an EOL account.
Make it easy for the secretariat (TB Support and Membership) to 
· view who has registered as a guest to a meeting and to follow-up
· view the list of guests per TB, per company
· view the list of meetings attended by a guest
· view the date when a guest first joined
Guest Registration should be MODERATED (as an option).
Requirements:
When an external participant registers to a meeting, the meeting contacts receive a notification.
Caution, as of today this in only the case for anonymous participants, …external participants also include EOL users who are not part of the Member Users group (see clause 2.1.1 Registration Access control).

[bookmark: _Toc322073581][bookmark: _Toc326745264][bookmark: _Toc328055363]Ical format
[bookmark: _Toc326745265][bookmark: _Toc328055364]Calendar of meeting available in Ical format
Publish the Calendar of Meeting data in iCalendar format
The Ical  format is a standard  IETF format that exists since 1998 (now RFC 5545), it is text based and aims at deploying interoperable calendaring and scheduling services. It provides "... a standard format for capturing calendar event, journal entry information and can also be used to convey free/busy time information...".
Using the iCal format as an output format for the ETSI Calendar of meetings will have many advantage for our delegates, like: 
1. Ability to add an event to their personal agenda in one click
2. Ability to display the calendar of meeting in a calendar view with any application or web site that is able to render iCal files (Google, yahoo, 30Boxes..., Outlook, etc...). ()
[bookmark: _Toc326745266]Impact on existing screens: 
· In the meeting portlet view: a new “ICal” icon will retrieve the TB meeting info in ICal format.
· In the “ViewMeetings” list view: a new “ICal” icon will re-send the currently listed meetings in ICal format.
· In the Meeting “QueryForm”: a new button [Find Meetings ICal] will push the query result in ICal format instead as in a web page.

TO DO (not by Capgemini): 
· Choose the web application to use (30boxes.com, Google Calendar, … other).
Can this be done with Google rCalendar (problem = displaying in GoogleCal the result of a dynamic web query…). It is already possible to open a static file stored in DocBox in Google Calendar, but not sure it’s possible with the result of a web query.
· Some examples:
· The ITU meetings page here  ITUevents
· The ITU-R calendar via 30boxes.com (free Online Internet Calendar application).
· See also embedding a Google calendar in an ETSI page: http://www.itu.int/ITU-T/events/icalendar-ict.html 
· Or also an .ics file saved on DocBox and displayed with GoogleCalendar : 

[bookmark: _Toc326745267][bookmark: _Ref326834251][bookmark: _Ref326834258][bookmark: _Toc328055365]information to be contained in Ical events details

DTSTART:	<Meeting Start date/time> + TZID
DTEND:	<Meeting End date/time>+ TZID
SUMMARY:	<Meeting Reference>
LOCATION:	<Meeting Location>, <Country>
DESCRIPTION:

<Meeting reference> home page
<Meeting invitation & details (if available)>
<Documents area (ftp)>
<Registration>
Meeting contacts: <FirstName LastName>, <FirstName LastName>, <FirstName LastName>, …

Additional meeting information:
< AdditionalMeetingInfo>

Note:  need to take the standard ical format into account, and the X-ALT-DESC attribute.
Meeting Contacts appear as a mailto urls
< AdditionalMeetingInfo> is the content of the meeting AdditionalMeetingInfo field.
[bookmark: _Toc322073583][bookmark: _Toc326745268][bookmark: _Toc328055366]Enhance management of joint meetings
Today joint meetings allow contributions from any of the groups to be allocated to them.
The inclusion of the meeting prefix in the contribution naming might lead to inconsistencies in the frame of joint meetings.
An option would be to choose a "host" group for each joint meeting and allow only contributions from this group to be allocated to it. 


[bookmark: _Toc322073584][bookmark: _Ref324423526][bookmark: _Toc326745270][bookmark: _Toc328055368]Send emails to meeting participants
Abstract: In some cases, a meeting organizer, a TB official, a host, or a meeting participant may need to send rapidly some information targeting all or a subset of the users registered to an event...
Example:	-Cancellation, modification of a meeting
-change of meeting details (room, start time, bridge #, GotoMeeting URL) sent to all registered users.
-(draft) event report sent only to actual participants.
-Workshop presentations sent only to participants.
A simple mechanism will be put in place to enable the sending of emails to a meeting list.
Requirements:
· It is possible to disable this feature (per meeting, and also as a TB preference)
· The list of Authorised senders can be configured on a per meeting basis.
· It is possible to define a TB profile (TB preferred default values) for this feature.
· This feature is only available during a specific period.
· In case of joint meeting, the most restrictive TB profile values will be used to propose the default values.
Details &definitions:
Authorised senders: For each meeting, the list of users who are allowed to use the “send email to meeting participants” feature can be customized. See meeting attribute AuthorizedEmailSenders in clause 3.2.
· Any EOL sender using an e-mail address known by the system (?)
· AND who is also:
· [X] a meeting contact
· [X] a TB official for one of the TBs to which the meeting is attached
· [X] on the meeting list as registered
· [X] on the meeting list as participant
==> Guests users (anonymous) registered to a meeting cannot be allowed to SEND, although they will receive the emails sent to the meeting list.
Specific period: This feature is available before the event, and up to 7 days after the last event day.

[bookmark: _Toc322073585]Meeting details & Invitation




[bookmark: _Toc322073586][bookmark: _Toc326745271][bookmark: _Toc328055369]Zipped folder file for invitation details
All meeting details (invitation, local map, hotel information, local transport details, advice, etc...) should be grouped together and accessible in a click from the meeting page. Super would get the right to update it. An update of the meeting details would trigger e- mail notifications to all registered users.

· Super Users and Administrators can update the content of the archive (override existing files).
· The URL (Path & Filename) of the invitation file MUST be predictable.
· Always a ZIP file
· ability to have the same meeting details archive for several meetings (joint meeting, or co-located meetings)
On 
/<docbox root path>/Invitations/MeetingID/Invitation<meetingID>.zip


[bookmark: _Toc322073587][bookmark: _Ref326050707][bookmark: _Ref326050717][bookmark: _Ref326053201][bookmark: _Toc326745272][bookmark: _Toc328055370]Meeting Chat Room
The “Meeting Chat Room” is a new feature that will be provided to meeting participants in order to allow them to chat during F2F meetings and conference calls. The intention as this stage is to use a simple and basic IRC server (hosted by ETSI or externally), that will allow users to chat directly via their web browser without any software installation.

Requirements:
· The access to the public chat room will be provided via a hyperlink on the meeting details page. This hyperlink opens a new window on the meeting Chat room.
The availability of this feature for a meeting (hyperlink availability) depends on the ChatRoomEnabled value which is set via the Meeting Creation screen
· This feature (hyperlink availability) is enabled/disabled from the Meeting Creation screen
· If enabled, a public “Chat room” shall be available to users before and during the meeting duration. As soon as the meeting is in status Finalized the feature is disabled (hyperlink is hidden).
· Entering a chat room shall not require the installation of a chat client: a simple web browser shall be sufficient to enter the room.
· The meeting chat room shall be created “on the fly”, as soon as the first user connects.
· The irc server address as well as the chat room ID will be contained in the hyperlink, and will be sufficient to enter the meeting chat room.
· The identifier used to identify the meeting chat room will be the Meeting_Reference

Several IRC servers that are freely available could be evaluated to provide this feature:
Examples:
· Qwebirc is great, see a demo on freenode.net: http://webchat.freenode.net/?channels=MTS#56&uio=MTE9OTIaf
· http://www.phpfreechat.net/overview 
· See also
· Ejabberd
· Openfire

[bookmark: _Toc322073588][bookmark: _Toc326745273][bookmark: _Toc328055371]Managinge TIME ZONES
The time zone information is critical for short online meetings (conference calls), it is also a mandatory pre requisite to the implementation of the Ical format and to enable the “add to my calendar” functionality.
The Time zone information has hence to be taken into account as a new meeting attribute (see mtg attributes in clause 3.2).
IMPORTANT: this new attribute will have to be accessible (read AND update) via the DS application as well.
[bookmark: _Toc326745269][bookmark: _Toc328055367]Notify Users upon contribution upload
A meeting option will allow an email to be sent to the users registered to a meeting each time a contribution is uploaded.
This is a meeting specific option ContribUploadNotification that can be part of the TB profile.
Users can deactivate this notification by clicking on a hyperlink in the email  Registration option ContribUploadNotification 
See email notification in 6.4.2
Automatic email sent to:
1-the user who uploaded a contribution
2-the users who are registered to the meeting
[bookmark: _GoBack](could be the same email).

Consequence: the Upload screen will be updated: 
· a text message will inform the user that an email will be sent to the registered users (IF option is configured as such), otherwise this message will be greyed.
· A text field to allow user to join a message, initialized with the content of the contribution abstract.
[bookmark: _Toc326745274][bookmark: _Toc328055372]Definition of Attributes (new and changed attributes)
[bookmark: _Ref325550462][bookmark: _Ref325550471][bookmark: _Ref325550478][bookmark: _Toc326745275][bookmark: _Toc328055373]Registration attributes
UserPresenceType:
Possible values: F2F, Online, EMPTY.
Note that the possible values depend on the meeting settings PresenceTypesAllowed :
IF meeting PresenceTypesAllowed= Online only THEN UserPresenceType forced to Online at registration (no choice for user)
IF meeting PresenceTypesAllowed= F2F only THEN UserPresenceType forced to F2F at registration (no choice for user)
IF meeting PresenceTypesAllowed= F2F & Online THEN UserPresenceType must be filled by the user at registration
The value can only be set to EMPTY when the UserPresenceStatus is set to 0 (“Absent”).

UserPresenceStatus: this attribute is used to record the effective participation of registered users to a meeting. It can be updated by Administrators, Super Users, or even by users as described in clause 2.1.5 .
Possible values: 0, 1, EMPTY (no value)
· A=“Absent” implies that the user did not take part to the meeting.
· P=“Present” implies that the user took part to the meeting (independently of his user presence type)
· EMPTY = user presence status is unknown, 
Default value = EMPTY
In the DS database this attribute will use the existing field ‘PARTICIPATION_FLG’ of the PERSON_IN_LIST table. As of today, the ‘PARTICIPATION_FLG’ does not allow empty values .this will have to be changed since empty value means that the user presence status is unknown.
DS application will also need to be modified to allow ‘A’, ‘P’, and EMTPY values instead of ‘Y’, ‘N’ for the ‘PARTICIPATION_FLG’ field of the PERSON_IN_LIST table.

UserPresenceLastConfirmDate: Timestamp, to record the time when the presence information was last updated.

UserPresenceLastConfirmBy: user_id (in text) of the last user who updated the presence information.

ContribUploadNotification: Boolean
Default value = TRUE
IF true, the user received an email notification when a contribution attached to the meeting is UPLOADED.


[bookmark: _Ref324426112][bookmark: _Toc326745276][bookmark: _Toc287863092][bookmark: _Toc320004892][bookmark: _Toc320024345][bookmark: _Toc320103450][bookmark: _Toc320117949][bookmark: _Toc322073602][bookmark: _Toc328055374]Meeting attributes
The attributes described hereafter are either new attributes that do not exist in the current version of the meeting applications, or existing attributes that have to be modified. Meeting attributes that are not changed do not appear in this clause.

TimeZone: contains the meeting time zone information that applies to both the start and the end meeting attributes.
Content: description (text), timeshift (positive/negative value), daylight saving in time zone, daylight trigger day.

AuthorizedEmailSenders: defines the type of users who are allowed to use the “send email to meeting participants” feature.
Default value is based on the TB profile.
Allowed values:
· 0: 	only Administrators are allowed to use the feature.
· 1: 	Administrators AND Super-Users are allowed to use the feature. 
· 2: 	Administrators AND Super-Users AND Registered (authenticated) Users are allowed to use the feature.
note: anonymous users will not be able to use this feature, although they will receive the emails.

PresenceTypesAllowed: mandatory to create a meeting this attribute identifies the types of presence allowed for this meeting.
Possible values are: 
· Online only : these meetings allow remote participation only (conference call)
· F2F only: these meetings do not allos remote participation, physical presence is required.
· F2F & Online : these meetings allow both F2F and remote participation.
Default Value = NULL  the meeting cannot be saved as long as this value is null.

	Presence type:
	Online only
(no F2F)
	F2F only
(no remote)
	F2F & Online 

	Face to face presence
	N
	Y
	Y

	Remote presence
	Y
	N
	Y



ExternalUsersAllowed:
Boolean
default value = FALSE

MeetingContact:
There must be at least 1 person (EOL account) attached to a meeting.
Default value = the user who is creating the meeting

RegistrationStatus: 
As of today, a meeting registration is opened (i.e. registration link visible on the meeting details page) by setting the ownership level of the meeting “person list” to PUBLIC with the DS application.
The meeting registration is Closed when the meeting person list Ownership level is not PUBLIC anymore (set to GROUP or PRIVATE with a defined owner), or when the meeting status is set to FINALIZED (automatic).
The Web interface will hence only allow to OPEN a closed or non-existing meeting registration (i.e. at meeting creation) by setting the ownership level of the meeting “person list” to PUBLIC. But it will not allow to close an open meeting registration: closing a meeting registration will have to be done via the DS application, the reason for this is that the web application cannot decide if closing the registration is to be done by setting the Ownership of the meeting person list to “GROUP” (and then which group owes it?) or to “PRIVATE” (and then which user owes it?).

AdditionalMeetingInfo: This is a text field. It will be used to store formatted text, hyperlinks (in HTML).
Default Value = empty

RecordOwnPresenceAllowed: which, when TRUE, this meeting option allows users to update their own presence information (only users with the UserPresenceStatus still NULL) during the meeting presence recording period.
Default value = TRUE.

ChatRoomEnabled: Boolean
IF TRUE then the Chat Room hyperlink will be available on the Meeting Details page (see requirements in clause 2.6).

RegistrationNotifToContacts: Boolean
IF TRUE then the meeting contacts will receive a notification email each time an EOL user registers (even if the user is not an external user)

[bookmark: _Toc326745277][bookmark: _Toc328055375]TB Profile for default meetings attribute
This feature allows the saving of default meeting attributes values in a TB profile (for the relevant TB).
At meeting creation the system will load the values stored in the TB profile and propose them as default values.

The following meeting attributes have to be stored in the TB profile:

· RecordOwnPresenceAllowed
· ExternalUsersAllowed
· AuthorizedEmailSenders
· ChatRoomEnabled
· MTGREF_MASK : this attribute already exists in the MEETINGS table, it is an 8 digits varchar:
Digit n°1 = TB_NAME included in meeting reference
Digit n°3  MTG_SEQNO included in meeting reference
Digit n°4  MTG_TITLE included in meeting reference

· Another attribute has to be stored in the TB profile which records whether or not the meeting registration shall be opened as soon as a meeting is created or not (this does not correspond to an existing meeting attribute, but to an action that is executed by the system at meeting creation if the user indicates that the registration shall be opened at meeting creation).
· RegistrationNotifToContacts

The TB Profile values will be saved (or overridden) via the Meeting Creation screen (see in clause 4.4): a checkbox will, if checked, override the stored TB profile values with the current meeting values.


[bookmark: _Toc274228110][bookmark: _Toc274317785][bookmark: _Toc278628233][bookmark: _Toc326745296][bookmark: _Toc328055395]Application Messages, History Entries, Journal entries

	UC or clause
	Message
	Note

	2.1.5,
Figure 5
	MSG-1 ERROR MESSAGE
Sorry,
this meeting does not (no longer?) allow registered users to confirm their presence information.
If you see an inconsistency in the values below please inform the helpdesk.
Meeting reference: 	<Meeting Reference>
Recording own presence allowed? : 	< RecordOwnPresenceAllowed >
If TRUE, own presence recording allowed until end: 	< meeting_end_day >
	

	2.1.5,
Figure 5
	MSG-2 ERROR MESSAGE
Sorry,
you do not appear to be registered (any more?) to this meeting. Register first and then confirm your presence.
	

	2.1.5,
Figure 5
	MSG-3 ERROR MESSAGE 
Sorry <User’s Firstname LASTNAME>,
your presence information has already been confirmed, maybe by you or by a super-user, you can not update it any more.

Your presence status for <meeting Reference> is:
<UserPresenceStatus>, with <UserPresenceType> participation.

If this information is wrong, please ask one of the Meeting Contact persons to correct it.
	In the message body, replace the <UserPresenceStatus> values with the corresponding “Absent”, “Present” or “unknown” status (see clause 3.1 above).

	2.1.5,
Figure 5
	MSG-4 ERROR MESSAGE
Sorry,
your presence type choice (face-to-face / remote) is not allowed by this meeting:
You have chosen <UserPresenceStatus>, with <UserPresenceType> presence type.
The meeting only allows <PresenceTypesAllowed> presence.

You can either make another choice, or, for special cases you may ask a “meeting contact” to force the presence type value.
	

	2.1.5,
Figure 5
	MSG-5 Confirmation POPUP
Thank you <User’s Firstname LASTNAME> for confirming your presence.

your presence information for <meeting Reference> is:
<UserPresenceStatus>, with <UserPresenceType> participation

If this information is wrong, please ask one of the Meeting Contact persons to correct it.
	In the message body, replace the <UserPresenceStatus> values with the corresponding “Absent”, “Present” or “unknown” status (see clause 3.1 above).

	4.7
	[bookmark: MSG6]MSG-6 Confirmation POPUP
You are about to set the Presence Type for the selected user(s) to a value that is not allowed by the current meeting settings:
The presence type allowed by this meeting is: < PresenceTypesAllowed>
Do you really want to force the presence type to <UserPresenceType> ?

	This Confirmation popup opens when SU or Admin force a UserPresenceType value that is not allowed by the meeting.

	2.1.1
	MSG-7 Sorry, participation to this event has been restricted to ETSI members. If you have been invited in person, please ask one of the Meeting Contact persons to register you manually.
	

	
	MSG-8 There is already an invitation file for this meeting (here). Uploading a new file will OVERRIDE the existing one.
Do you want to proceed? [Confirm] [Cancel]
	

	
	MSG-9 The new invitation file has been successfully uploaded.
You should now notify your participants (especially the participants who have already registered) about its availability.
	

	2.1.5,
Figure 5
	MSG-10 ERROR MESSAGE
Sorry,
You can only update your own presence information. Select only your name, and try again.
	

	
	MSG-11void
	

	
	MSG-12 void
	

	
	MSG-13 void
	

	
	MSG-14 void
	

	
	MSG-15 void
	

	
	MSG-16 void
	

	
	MSG-17 void
	

	
	MSG-18 void
	

	
	MSG-19 void
	

	
	MSG-20 void
	

	
	MSG-21 void
	



[bookmark: _Toc322073589][bookmark: _Toc326745297][bookmark: _Toc322073590][bookmark: _Toc287863104][bookmark: _Toc320004902][bookmark: _Toc320024358][bookmark: _Toc320103467][bookmark: _Toc320117967][bookmark: _Toc322073618][bookmark: _Toc328055396]email Notifications

[bookmark: _Toc326745298][bookmark: _Toc328055397]Presence Confirmation request email

[bookmark: _Ref325623611][bookmark: _Ref325648423][bookmark: _Ref325648432][bookmark: _Toc326745299][bookmark: _Toc328055398]Presence Confirmation request (email to registered users)
The text in this email is quite similar to text in screen 4.9 (own) Presence confirmation  consider this if modifying the text content.

	Summary
	email sent by the system to the REGISTERED users of a meeting for who the UserPresenceStatus value is unknown

	Trigger
	Triggered by a Super User of an Administrator

	To
	Only the REGISTERED users of a meeting for who the UserPresenceStatus value is empty

	Cc
	

	Bcc
	

	Subject
	Please confirm your presence to <Meeting Reference>

	Body
	Dear <First Last name>,

You are registered to <Meeting Reference>
Please confirm your presence (present/absent, face-to-face/online) by clicking on the link best matches your actual presence information:

· Count me as present, with remote participation(online).
· Count me as present, with face to face participation (F2F).
· Count me as absent.

Note that your presence confirmation must be recorded before end of the last event day (<last meeting day>).
Note also that the links will not work anymore once your presence status will be confirmed.
If your actual presence type does not match any of the above proposed options, ask a “meeting Contact” person to force your information to another value.



IMPORTANT: as in screen 4.9 the available options depend  on the meeting attribute PresenceTypesAllowed.
The body of the email contains 2 or 3 hyperlinks that correspond to the possible presence values allowed by the meeting PresenceTypesAllowed attribute: present + remote, and/or present + F2F, and Absent.

Example: if the PresenceTypesAllowed only allows remote participation, then the F2F option does not appear at all in the email.

The hyperlinks will contain enough information to identify
· The meeting
· The user
· The user choice (presence information)
Hence the system will NOT require authentication to record the user choice.

[bookmark: _Toc326745300][bookmark: _Toc328055399]Presence Confirmation request (success notif email to requester & mtg contacts)
The Super-Users who will trigger the “Presence Confirmation Request” Email will probably not receive it, either because they are not on the registration list, or more likely because their UserPresenceStatus will already be known.
Hence, the email below will be sent to the super-user who triggered the “Presence Confirmation request” once all emails will be sent.
	Summary
	When all presence confirmation emails have been sent, the requester receives this confirmation email

	Trigger
	

	To
	The user who requested the notification email to be sent

	Cc
	All meeting contacts

	Bcc
	

	Subject
	Presence Confirmation requests sent - <Meeting Reference>

	Body
	<User firstname Lastname> requested Presence Confirmation request emails to be sent to the registered users of <Meeting Reference> whose status is still unknown.

<n> presence Confirmation request emails have been sent to the following users:


	Last Name
	First Name
	Company
	Email

	<LastName>
	<FirstName>
	<Company> 
	<Email>

	<LastName>
	<FirstName>
	<Company> 
	<Email>

	<LastName>
	<FirstName>
	<Company> 
	<Email>

	<LastName>
	<FirstName>
	<Company> 
	<Email>

	<LastName>
	<FirstName>
	<Company> 
	<Email>

	<LastName>
	<FirstName>
	<Company> 
	<Email>

	
	
	
	






The table contained in the email body above lists users by ascending Last Name.


[bookmark: _Toc326745301][bookmark: _Toc328055400]New Meeting registration
[bookmark: _Toc322073591]
[bookmark: _Toc322073596][bookmark: _Toc326745308][bookmark: _Ref326747323][bookmark: _Toc326745302][bookmark: _Toc328055401][bookmark: _Toc322073592][bookmark: _Toc326745304][bookmark: _Ref326833109][bookmark: _Toc328055402]Registration notification to meeting contacts
	Summary
	When a user registers this email is sent to the meeting contact(s)

	Trigger
	IF <RegistrationNotifToContacts> FALSE THEN only when an external user registers
IF <RegistrationNotifToContacts> TRUE THEN at every registration

	To
	All Meeting contacts

	Cc
	Meetings@etsi.org 

	Bcc
	

	Subject
	<Meeting Reference>: [ IF (IS External) then add “- EXTERNAL REGISTRATION - ”]<Title> <Lastname> has registered 

	Body
	
<Title> <Firstname Lastname> (<ORGA_SHORT>) has just registered to this event.
Company status: <Orga Status>
Email: <user email address>
Presence type selected = [F2F, Remote]

[IF (user IS External) then add “Please ENSURE THAT THIS PERSON IS ALLOWED TO ATTEND this event...”] 
Registrations are managed at the following address : <meeting participants mgmt URL>

Event Reference: <Meeting Reference>, event ID = <Meeting ID>:
Location and time: <City – Country>, from: <start date+time> to <end date+time>, time zone: <TimeZone>
External registration allowed?: < ExternalUsersAllowed >
Presence type allowed: <PresenceTypesAllowed>
Registration status : <N> participants registered ( <x> F2F, <y> remote and <z> members, <t> external).

Thank you.




· <ORGA_SHORT>:
· IF the user has registered with an EOL account THEN <ORGA_SHORT> shows the company short name as a hyperlink, and the hyperlink opens the QueryOrgaInfo page: http://webapp.etsi.org/teldir/QueryOrgaInfo.asp?OrgaId=xx
· IF the user has registered anonymously THEN <ORGA_SHORT> shows the company that the user filled-in at registration, and is not a hyperlink.
· <Orga Status>: if the user registered anonymously, then <Orga Status> will show the string “ANONYMOUS”
· <Firstname Lastname>
· If user has an EOL account then this will link to the user details in the ETSI Telephone directory web app.
· If user is anonymous then this will link to the 

<Meeting Reference> shows the meeting reference and a hyperlink that opens the MeetingDetails page

Registration confirmation to user
Sent when a non-member user registers to a meeting, the following email is sent to him.
Note: this email must be very generic: compatible with workshops, ISGs, guests, …

· <Meeting reference> home page
· Meeting dates & time zone
· meeting location
· <Registration>
· Connect remotely (if enabled).
· <Meeting invitation & details (if available)>
· Hyperlink to ical file allowing to add event to my calendar

	Summary
	

	Trigger
	

	To
	

	Cc
	

	Bcc
	

	Subject
	Your [ IF (IS External) then add “ EXTERNAL ”] REGISTRATION to <Meeting Reference> 

	Body
	Dear <Title> <Firstname Lastname>,

You have been registered to the following event: 

Reference: <Meeting Reference>
Location and time: <City – Country>, from: <start date+time> to <end date+time>, time zone: <TimeZone>
Registration contact person(s): <meeting contacts  emails>

Click <here> to add this event to your calendar.

If you wish to cancel your registration to this meeting, click the following link: 
Cancel Registration


Thank you for your registration.



<here> is a hyperlink that will open an Ical event containing the details of the meeting as described in clause 2.2.2 information to be contained in Ical events details



[bookmark: _Toc322073593][bookmark: _Toc326745305][bookmark: _Toc328055403]New Meeting Cancellation
[bookmark: _Toc322073594][bookmark: _Toc326745306][bookmark: _Toc328055404]e-mail to meeting contacts
[bookmark: _Toc322073595][bookmark: _Toc326745307][bookmark: _Toc328055405]NEW NOTIFICATIONS
[bookmark: _Ref326854381][bookmark: _Toc328055407]Contribution Upload Notification to participants
	Summary
	email sent by the system to the meeting participants when a new meeting contribution is uploaded

	Trigger
	A contribution attached to the meeting is UPLOADED

	To
	Registered meeting participants who have the ContribUploadNotification=TRUE

	Cc
	

	Bcc
	

	Subject
	<Subject>

	Body
	Include in content:
contrib details
hyperlink to contrib
contrib abstract

Hyperlink to meeting ftp folder


Include hyperlink to stop reception of these notif





[bookmark: _Toc326745313][bookmark: _Toc328055408]emails to meeting participants
	Summary
	email sent by the system on behalf of the connected user to the meeting participants

	Trigger
	

	To
	<selected users>

	Cc
	<connected user>

	Bcc
	

	Subject
	<Subject>

	Body
	The following message is sent to you on behalf of <User First Last name> do not reply to this email directly, 

<message body>



[bookmark: _Toc326745278][bookmark: _Toc328055376]Screens
[bookmark: _Toc326745279][bookmark: _Toc322073603][bookmark: _Toc287863103][bookmark: _Toc320004901][bookmark: _Toc320024357][bookmark: _Toc320103466][bookmark: _Toc320117966][bookmark: _Toc328055377]Meeting Calendar Portlet
The meeting calendar portlet display becomes more compact and shows more information than before.
[image: ]

[bookmark: _Toc328055378]Displayed information
For each meeting the following information is displayed:
· Date (no change)
· Link to download meeting as iCalendar (http://<webapp_server>/MeetingCalendar/ical.asp?qMTG_ID=<MTG_ID>)
· Meeting reference (link to meeting details page)
· Icon to see meeting contributions
· Number of contributions linked to the meeting
· Registration status (Authenticated EOL users who have enough rights to attend a meeting should be able to register/un-register in 1 click)
· Icon to link the list of participants for the meeting
· Number of registered participants
· Location of the meeting

[bookmark: _Toc328055379]Possible actions
The following general actions can be done from the portlet:
· Access the New meeting screen
· Access the Advanced query screen
· Filter displayed meetings by date (selectable via calendar icons) and validated by the OK button
· Remove one year to start date
· Add one year to end date




[bookmark: _Toc326745280][bookmark: _Toc328055380]Meeting Details
Screen

[image: ]

Displayed information
Details of the Meeting details page:
· Meeting identifier
· Meeting contact: list of contact person or mailboxes (i.e. ESPsupport) under which an email address is specified 
· Meeting reference: Add the Ical format icon close to this field
· Meeting type
· Start date: add time zone info
· End date: add time zone info
· Registration (local) will start at [time]
· Location: City, Zip code, Country and IF at ETSI additional information on building and meeting room + Capacity
· HTML box displaying the content of the AdditionalMeetingInfo attribute. If the AdditionalMeetingInfo value is null then this box is hidden.
· Registration
· List of [Number of participants] participants
· Host details:  When the meeting is held at ETSI this link is directed automatically to the following webpage: http://www.etsi.org/website/aboutetsi/visitingetsi/visitingetsi.aspx otherwise the field does not appear. 
· Meeting contributions settings
· New contribution
· List of n contributions
· Document area
· Meeting survey
· Access to meeting chat room (IRC chat room component) (see description in clause 2.6 “Meeting Chat Room”)
· Invitation & meeting details . It will be possible to ''Get meeting details'' template. This template will be the usual ETSI TB meetings invitation with all identified fields/attributes pre filled with entered information at the creation of this meeting. We will need from this page an upload file mechanism (upload meeting details and invitation). Think of a mechanism to be able to download ‘’Meeting details’’ template and to upload it. The uploaded files shall be named (no matter what has been uploaded)  Meeting details and invitation and will appear as a link on the screen. 

[bookmark: _Toc322073604][bookmark: _Toc326745281][bookmark: _Toc328055381]Meeting QueryForm
Add "CALENDAR view" presentation of results (to be handled internally for the time being)



[bookmark: _Toc322073606][bookmark: _Ref326333755][bookmark: _Toc326745282][bookmark: _Toc328055382]Meeting Creation
[bookmark: _Toc328055383]Screen
[image: ]



Displayed information
Details of the Meeting creation FORM:
· Meeting reference concatenation choice: as in DS, the meeting reference can be built by concatenating the values of one or more of the attributes: <TB Name>, <Meeting Title>, <Sequence Number>. The user chooses with checkboxes which attributes to concatenate. 
· Meeting contact: This field is mandatory. At meeting creation, it shall by default be pre-filled with the name of the user who is creating the meeting, yet it can be changed. If empty the meeting cannot be saved.
· Technical Body (no change)
· Title (no change)
· Sequence number (no change)
· Meeting type (no change)
· RecordOwnPresenceAllowed NEW!: indicated if registered users will have the rights to confirm their own presence information.
· ExternalUsersAllowed: indicates if the meeting is open to Member Users only or if External Users are allowed to register as well. Default value = FALSE. This option is only enabled (on the screen) if at least one meeting contact is attached (mandatory now)
· Estimated Number of participants text updated (was: Number of participants)
· Configure the “send email to participants” NEW! Feature: Configure group of authorised senders: [X] Administrators, [X] Super-Users, [X] registered users  (see clause 2.5)
· Meeting Start and End Date: set a mini calendar instead of a drop down menu
· Meeting start/end time (time picker)
· Meeting registration time: default value is set to (Start time - 30mn) i.e: an update of the meeting start time field will cause an update of the Registration time field.
· PresenceTypesAllowed NEW!: 
· IF meeting PresenceTypesAllowed is set to Online only THEN 
· <registration time> value is set to <Start time>
· Location field is pre-filled with value “Online/Conf Call“ and cannot be changed.
· Zip field set to blank
· Country set to blank
· Time Zone information NEW!
· Open registration now: NEW!: Check box, default value = YES
· If the value is set to Yes, then the system will create the meeting and open the registration at the same time(see RegistrationStatus clause 3.2)
· Meeting location: Two boxes
· Text updated, from “Sophia Antipolis” to “Sophia Antipolis (ETSI premises)”
· Other Location + City + Country
· URL for Host Details: This hyperlink can be customised by the user. (no change to current behaviour).
· Working methods: REMOVED
· Additional information (Bridge info, remote participation URL, …): NEW! 
· In this box it will be possible to put formatted text & hyperlinks.
· “ChatRoom available” NEW!: if true, this will enable a hyperlink on the meeting details page that will open a meeting dedicated Chat Room
· [bookmark: _Toc326745283][bookmark: _Toc322073610]RegistrationNotifToContacts” NEW!: if true meeting contacts will be notified (email in 6.2.4) each time a user (member or external) registers.




[bookmark: _Toc326745284][bookmark: _Toc328055384]View Meetings

[bookmark: _Toc328055385]Screen
[image: ]

Possible actions
· Ability to "Add to my calendar" (individual meetings or whole query results)




[bookmark: _Toc322073611][bookmark: _Ref325707088][bookmark: _Toc326745285][bookmark: _Toc328055387]Participants List
[bookmark: _Toc328055388]Screen
[image: ]

Displayed information
The list of participants now displays all participants on one page by default and does not provide paging facilities anymore.

For all registered participants, the following information is displayed:
· Name (no change)
· Organization (no change)
· Organization Status (no change)
· In ETSI database (no change)
· Badge printed (Y/N)
· Presence (A/P)


[bookmark: _Toc328055389]Possible actions

It is possible to check one or all participants to do the following actions:
· Register a person
· Anonymous 
· Register EOL using a user query form NEW !!
· [bookmark: _Toc322073612]Modify an anonymous person (correct name, email, company, phone).
· Un-register a person
· Check anonymous registration
· Send the “Presence Confirmation request email”
· Update the presence of users in the list
· Toggle Badge flag

[bookmark: _Toc326745286]Changes to the Participant List CSV File:
The table below shows the changes to be applied to the exported CSV list of participants.
Fields in RED + Strikethrough are the fields to be removed, fields in Bold + Blue are the new fields.
The display order should be the same as in the table.
	Role_Sort_Key

	Title

	Lastname

	FirstName

	Role

	ORGA_SHORT_NAME

	ORGA_COUNTRY_CODE

	EMAIL

	UserPresenceType

	UserPresenceStatus

	FREE_TEXT

	Status1

	Status2

	Status3

	Status4

	MEETING_REFERENCE

	MEETING_TITLE

	MEETING_START_DATE

	MEETING_END_DATE

	MEETING_FULL_DATES

	MEETING_LOCATION_CITY

	ORGA_NAME

	ORGA_COUNTRY_NAME

	UserPresenceLastConfirmDate

	UserPresenceLastConfirmBy

	User Registration date

	




[bookmark: _Toc326745287][bookmark: _Toc328055390]Calendar view of meetings
To be handled internally for the moment.

[bookmark: _Ref325648322][bookmark: _Toc326745288][bookmark: _Ref326766489][bookmark: _Toc328055391](own) Presence confirmation
This screen is used:
· when a user confirms his own participation to a meeting 
· When Super-Users or administrators update the participation information of registered users



Figure 7 (own)Presence confirmation screen
Note: the text in this screen is quite similar to text in email 6.1.1 Presence Confirmation request (email to registered users)  consider this when modifying the text content.

The table below details the output values of the UserPresenceStatus and UserPresenceType attributes depending on the selected option:
	Option selected ↓:
	Output value for attribute … is set to …

	
	UserPresenceStatus
	UserPresenceType

	Present, with remote participation (online).
	P(resent)
	Online

	Present, with face to face participation (F2F).
	P(resent)
	F2F

	Absent.
	A(bsent)
	EMPTY (null)

	Set user presence to unknown (Super-Users only
	EMPTY (null)
	Value is unchanged



Confirming own presence (1 user):
In this case, only the options that are compatible with the meeting PresenceTypesAllowed are enabled.
The option “Set user presence to unknown (Super-Users only)” is greyed, except in the logged user has Super-User rights.
The default pre-selected radio button is the one that corresponds to: Presence_Status = “present” + the UserPresenceType value that was filled at user registration,…
BUT !!! IF this option is not compatible with the current meeting PresenceTypesAllowed attribute (this can happen if the meeting attribute PresenceTypesAllowed value has been modified or restricted after the user registration) THEN the pre-selected radio button is the option that corresponds to: Presence_Status= Present + meeting PresenceTypesAllowed.
Example: at meeting registration time the user indicated that he would participate face-to-face. Yet later, the meeting was turned into an online meeting (remote participation only). The presence confirmation screen will pre-select the Present+remotely option, and the present+F2F option will be disabled.


Confirming/updating other user’s presence (super-users)
In this case, the logged user is a Super-User or an administrator.

· IF several user names were selected in the participant list screen, THEN the  <Title> <First Last name> fields are disabled (greyed) and the string “Multiple users selected” is displayed.
· The option “Set user presence to unknown (Super-Users only)” is enabled.
· There is no default option pre-selected.
· An option that is not compatible with the meeting PresenceTypesAllowed attribute must be selectable as well, since Super-Users can force an “illegal” UserPresenceType value.
The text label for an “illegal” option will appear in grey
· IF the user selects an illegal option, the label of the [Confirm] button is changed to [Force illegal value]

[bookmark: _Ref325698753][bookmark: _Toc326745289][bookmark: _Toc328055392]SCR: "Send presence confirmation REQUEST email " popup
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