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SciNote: Organization and Team Management

Introduction
As a SciNote member, you can belong to one Organization and multiple Teams.

The Organization represents your entire workforce and is the first level of so-called user
membership. Within the Organization, different Teams can be established that pose as
different departments or groups of people who share the same repositories (e.g. samples,
protocols, reagents, lab equipment, etc.) and work on the same projects.

In addition, different user roles and permissions can be assigned to each member on the
Team level and Project level.

This document provides instructions on how to invite people to the Organization and
Team, how to add people to the Project, and how to manage user roles.

Organization

Organization Administrators can see all members of the Organization. Members are
visible under the Members tab, where all users are displayed in an alphabetic order. Here
is where the Organization administrators can invite people to the Organization, set a role
of Organization administrator to another member or reset their password.
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Now, to invite colleagues to the Organization, click Settingsin the left corner of the menu
bar. Then open Members tab and click the blue Invite members button on the right.

A new window appears, where you type in one or multiple emails of people you want to
invite. To add an email, press Enter on your keyboard, then click the Invite Users button.

Invite new members

john@scinotenet x

Input one or multiple emails, confirm each email with ENTER key:

Cancel Invite Users

Once you are finished with adding people to the Organization and have specified another
Organization administrator (this is completely optional), you can continue with inviting
people to individual Teams.

Teams

Organization administrators can see ALL Teams within the Organization and have full
access to manage individual Teams and its members.

To see all the existing Teams within the Organization, click Settings in the bottom left
corner of the menu bar. Then open the Teams tab as shown in the image below.

who are working on the same profects and share the inventories.
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Team(s) can only be created by Organization administrators. However, Organization
administrators can add additional Team administrators, who are then able to fully
Mmanage the entire Team they have been added to.

Team administrators can invite people to the Team, assign them different user roles on
the Team level and remove them from the Team. It is also important to note that Teams
cannot be deleted, because that would mean deleting all the data (projects, experiments,
samples, protocols, results, etc.).

To create a new Team, click on Settings, open Teams tab and then click the New team
button. After that, type in the Team name and Description, then click the blue Create
button.

Allteams ' New team

Team name
Research & Development
Pick a name that would best describe your team (e.g. "University of ., Department of .}

Description
L -

R&D refers to the work that a business conducts towards innovation
and improvement of its products and procedures‘

Describe your team

To invite your colleagues to the Team, open the Team by clicking on its name, then click
the blue Add team members button on the left.

A new window appears, where you type in one or multiple emails of people you want to
invite. To add an email, press enter on your keyboard, then click the Invite Users button
and assign them a role.

Invite users to team Biochemistry Group

Invite more people to team Biochemistry Group and start using SciNote.

john@scinote.net x

Input one or multiple emails, confirm each email with ENTER key.

Cancel Invite Users -

At the Team level there are three user roles: Administrator, Normal user and Guest.
Administrators have the full authority when it comes to managing the Team members
and the projects. The Normal user can create, edit, and archive things within the Team.
And the last one is the Guest, who can only view.
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As a Team administrator you can easily change the role of Team members or remove
them from the Team entirely by clicking on the cog wheel under the Actions column.

Biochemistry Group

Created on: 08/21/2019

Audit trail

<4 Add team members

Name 1T Email 1t Role I

blazka@scinote.net blazka@scinote.net Guest

John Smith karin@scinote.net Administrator

lara@scinote.net lara@scinote.net Normal user

vid@scinote.net vid@scinote.net Normal user

Showing 1 to 4 of 4 entries (filtered from 7 total entries)

Created by: Karin (karin@scinote.net)

Space usage: 5.62 MB

Filter:  sci Show 10 v entries
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v Guest
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Administrator
01/24/2020 pending
Remove
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Back on the main dashboard you see the projects of a certain Team. You are able to switch

between different Team’s dashboards that you are a part of.

To change the dashboard from one Team to another, click on the Team switch button in
the left upper corner. Once you switch the Team'’s dashboard, other Team'’s projects will

be displayed.
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Projects

All Team members can work on shared projects which are set as public or they can create
private projects that are visible only to the person who created a project or to a certain
group of people. You can see that each project card has a name, a start date, and a
function bar, where you can check the activity on a project, manage users, see the
notifications, and write messages.

To create a project, click on the New Project button on the right of the main dashboard
and type in the project name. Next, decide if you want to make the project visible to the
entire team (All team members) or just to members of this particular project (Project
members only). In any case, this has nothing to do with visibility outside of your Team.

Edit project Influenza Vaccine

Project name

Influenza Vaccine

Visible to:

Project members only All team members

Furthermore, as the project Owner you still need to add people to the project and assign
them a project role in order, they can access the project’s data.

To invite your colleagues to the project, they have to be Team members first, so that you
can manage their roles and permissions. First, select a project on your dashboard, click
on the avatar icon and continue to Manage users link.

Influenza Vaccine

Users

John Smith
Owner

Lara Jones
User

Manage users «
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A window for managing users for this particular project appears. Click the first field to
select a user from the drop-down list. Then assign that person a project role by selecting
the role in the second field. When you select the role, click on the blue Add button.

Manage users for Influenza Vaccine
John Smith
Owner

Lara Jones
User Change Role - X

Vid - Select Role - + Add

Select Role

Invite users to team Biochemisti

Owner

User

Technician

Viewer

The roles at the Project level are a bit different compared to those at the Team level.

First, we have the Owner, who has the full authority when it comes to managing the
projects.

The second one is the User, who has very similar rights as the Owner, with the exception
of not having the privileges to manage the projects and its users. Furthermore, the User
cannot archive the data.

Next, we have the Technician, whose rights are a bit more limited in terms of managing
the tasks and protocols. For example, they cannot create, edit or restore a task, nor they
can create, edit or delete the protocol steps.

The last one is the Viewer whose permission is to view only.
If the person you want to invite is not an existing SciNote user, follow the link Invite users

right below the first field. You are redirected to the management board of your Team,
where you can continue with inviting people to the Team.



