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Copedia User guide 
Learning from the experiences of regional development in 
Germany and Denmark. 
What is Copedia? 
Copedia came into existence as a result of the Interreg Project Benefit 4 Regions.  

A sub-goal of the project was the development of an information database in which data and 
information about projects are accessible in a sustainable and easy manner. Copedia was 
developed through the collaboration of all Benefit4Regions project members. The project 
partners concluded that three areas are of particular importance for Copedia:  

 

Copedia provides functionality to connect projects with participating institutions (e.g. project 
and network partners), display details of projects and the respective methods developed or 
used within them. In order to be able to store even more complex projects with a large 
numbers of subprojects, such as case studies or work packages, the project structure for 
Copedia has been expanded:  

 

As a result, any project can be assigned any number of subprojects, which in turn are linked 
to the employees and institutions involved. It is possible to save files and details under 
projects or under methods. In addition, Copedia supports the input of all content in German, 
Danish and English. This document is a user guide that describes how to register your 
project in Copedia. 
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How do I create a new account? 
If you do not have a user account for Copedia yet, you must first register. The link to the 
login page can be found at the bottom of the start page. After following this link, click on 
“create new account”.  

 

In this form, please fill out all fields marked with an * and accept the terms and conditions. 
Finally, click register at the bottom of the page. After completing the registration, a message 
will appear stating that an administrator must first check your user account. 

 

After approval by the administrator, you will receive an e-mail with a link to set your 
password.  

How do I login? 
If you already have a user account for Copedia, click on the login button in the menu bar. 

  

Then enter your e-mail address and password and click on the "Login" button. 
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My institution 
After you have logged in, first click on “Institutions” in the menu to get to an overview of all 
existing institutions. 

 

You are free to add the institution you are working for, or to apply for access to an existing 
institution. 

How do I sign my institution up? 
To add a new institution, click on the button "Add your institution" in the overview of all 
institutions. 

 

First select the language in which you want to input the information. You can later translate 
the entry into the other languages.  

 

Fill in the fields and note that the fields marked with * are mandatory. To save the values 
click on "Save" at the bottom of the page. Your institution can now be found in the overview 
of institutions. 
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I work as an employee for an institution that has already been created- how am I 
listed as an employee? 
If your institution is already registered, you can request access. After your request has been 
approved, you will be listed as an employee of your institution. First, select the institution for 
which you work in the overview of all institutions.  

 

If your name is in the overview of your institution, you will see a "Join this project" button. 
Click on this button.  

 

You will be asked to confirm this action. To do this, click on the "Join" button. The 
administrator of this group then has to activate you as an employee of this institution.  

Projects and creating new projects 
Information is assigned to Copedia projects. To be able to store your own information, you 
must therefore become part of a project. Projects cannot be created without consultation and 
review by the Copedia administrator of. If you would like to add a new project to Copedia, 
please contact info@copedia.eu. For an overview of existing projects, click on the "Projects" 
button in the menu.  

 

How do I become part of a project? 
Click on the project in which you would like to create content. In the overview of the project, 
you will see a "Join this project" button - click here. Next, you will be asked to enter a short 
message. Then click "join". Your message and the application for participation in the project 
will be sent to the project leader. After the project leader has confirmed your application, you 
will receive an e-mail and will then be able to create content in this project.  

How can I leave a project? 
To leave a project you are a member of, click on the respective project. Afterwards, click on 
the button “I am no longer part of this project”. To leave the project, you must confirm your 
previous action. 

 

How can I edit a project? 
To be able to edit a project, you have to be registered as project leader for this project. If you 
are a project leader, please contact the administrator (info@copedia.eu). Otherwise, contact 
the respective project leader for modifications. You will find the contact details of the project 
leader in the overview of the respective project.  
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Subprojects 
Subprojects are both work packages as well as case studies. Subprojects have to be 
assigned to individual projects. 

How can I create a subproject? 
To create a subproject, first go to the overview of the project to 
which you want to assign a subproject. If you have the appropriate 
rights and are a member of the project, you will see an area on the 
left-hand side with the heading “Add Content”. Click on the link with 
the title “Add a Sub-Project”. Then fill in all fields marked with an * 
and click “Save” on the bottom of the form. The sub-project is 
automatically assigned to the respective project.  

 

How can I join a subproject or leave a subproject? 
To join a subproject, first select the corresponding subproject. An overview of all subprojects 
within a project can be found in the project overview: 

 

Under the sub-project category, you will find another button with the label “Join this project”. 
To join the subproject, click on this button and then confirm your request. You will be notified 
by e-mail when the creator of the subproject has approved your request. 
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I received an e-mail with a membership request – what should I do? 
If you have received an e-mail with a membership request, you, as the creator of a project, 
subproject or institution, are responsible for checking and accepting or declining these 
requests. First, click on the link in the e-mail – this link leads to the project or subproject for 
which the membership application was submitted. For the following steps, make sure that 
you are logged into Copedia! 

Under the category project or subproject, as the creator, you see a tab with the caption 
“Group” – click on this button. 

 

 

This will give you an overview of the functions for this group. To 
edit requests, click on the “People” button. 

The overview of all users shows which users made a request. To 
approve a user with the status “Pending”, click on “Edit” in the 
respective line. Then change the user’s status to active and click 
on “Save”. 

 

What are details and how can I create a detail? 
Details can be created for projects and subprojects. They can be reports, 
information or results. To add a detail to a project or subproject, you must 
be a member of the project. First, click on the respective project or 
subproject. As a project member, you will see links for adding content to 
the project on the left-hand side next to the content. Click on “Add a detail” 
and then complete the form for creating the content. Finally, click on 
“Save”. 

 

What are methods and how do I create a method? 
Methods can be created for the projects and subprojects. To add a detail to 
a project or subproject, you have to be a member of the project. First, go to 
the view of the respective project or subproject. As a project member, you 
will find links for adding content to the project on the left-hand side next to 
the content. Click on “Add a method” and then complete the content 
creation form. Finally, click on “Save” at the bottom of the form.  
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How can I edit content? 
You have to be logged in to edit content. In addition, the content has to be created by you or 
belong to an institution, project or subproject you are a member of. First, select the 
respective content. It does not matter whether the content is an institution, project, 
subproject, method or a detail. If you have permission to edit the selected content, you will 
see different tabs above the content: 

 

Click on “Edit” to get to the overview of content, in which you can edit the individual fields of 
content. Finally, save the content by clicking on “Save” at the bottom of the form.  

How can I translate content? 
To translate content, you have to be logged in and the content must have been created by 
you or belong to an institution, project or subproject you are a member of! First, select the 
appropriate content. It does not matter whether this is an institution, project, subproject, 
method or detail. If you have permission to translate the selected content, you will see 
different tabs above the content: 

 

Click on "Translate". In the subsequent view, select the language you want to add. 

 

In the form, replace all texts in the original language and insert the text in the required 
language. At the bottom of the form you will find a button to save the translation. 

How can I delete contents? 
To delete content, you must be logged in and the content must have been created by you or 
belong to an institution, project or subproject you are a member of! First select the content 
you want to delete. It does not matter whether this is an institution, project, subproject, 
method or detail. If you have permission to delete the selected content, you will see different 
tabs over the content. First click on “Edit”. 

 

At the bottom of the form for editing the content, you will find a button that allows you to 
delete the content.  
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Is all content publicly available? 
In Copedia, all content is initially public. However, it is possible to hide content. To change 
the publication settings for content, select the respective content and click on “Edit”. If you 
do not see the button labelled “Edit” you are not authorized to edit this content. At the bottom 
of the form for editing content you will find a box titled “Visibility in Groups”. There are 
several choices in this box: 

 

After selecting one of the options, you have to fill in the field labelled “Group membership”. 
Here, you should select the project or subproject to which the corresponding content is 
assigned and in which the content should be available. To save the settings for visibility, 
click on “Save” at the bottom of the form. 

How can I edit my own user data? 
To edit your own user data, click on “My Account” in the menu bar and then on “User account”: 

 

Afterwards, you will see your user profile. To change your details, click on “Edit”. After you 
have edited your data, you can save the changes by clicking on the “Save” button at the 
bottom of your user profile. 

How can I delete my user account? 
To delete your user account, please send a short message to info@copedia.eu. Your account 
will be deleted within one day.  

How can I change my password? 
When you are logged in and want to change your password, please follow the instructions for 
editing user data.  
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I forgot my password – what should I do? 
If you have forgotten your password, click on the button labelled “Login” on the welcome 
page.  
Above the login form there is a link with the title “Request new password” – click on this link: 

 

Enter your e-mail address in the following form and click on “E-mail new password”. You will 
then receive an e-mail with a link that will allow you to choose a new password.  


