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Abstract
The Microsoft Research Information Centre (RIC) Framework is a Web-based platform for research project management and scientific collaboration. It extends the generic Microsoft® Office SharePoint® Server 2007 platform to provide a customized project-space that supports the needs of scientific researchers. This paper describes how a RIC administrator can utilize the Project Administration Center to manage RIC Framework projects and users.
Note: 
Most resources discussed in this paper are provided with the RIC Framework package. For a complete list of documents and software discussed, see “Resources” at the end of this document.
For RIC Framework updates and software availability news, see 
http://research.microsoft.com/ric
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[bookmark: _Toc244671390]Introduction
The Microsoft Research Information Centre (RIC) Framework is a Web-based platform for research project management and scientific collaboration. RIC Framework is a server-based application that runs on top of Microsoft® Office SharePoint® Server 2007,  a powerful and flexible collaboration and information management platform with extensive developer and community support. RIC Framework extends the generic SharePoint platform to provide a customized project-space that supports the needs of scientific researchers.
RIC Framework supports a UI and a set of features that include support:
Managing a project’s lifecycle.
Managing research-related information.
Obtaining funding.
Facilitating Collaboration between team members and other colleagues
Managing ongoing experiments
Disseminating results.

The RIC Framework provides a standard set of features that should be useful to most projects, including a basic framework and tools for managing a project through its life cycle. To support the detailed requirement of different types of research, or even of specific research projects, you can extend RIC Framework to provide a customized solution.
Researchers interact with RIC Framework in one or more of the following roles:
User
A RIC Framework user is an individual contributor to a project, who uses RIC Framework to manage their project-related work and personal data.
Project Owner
A RIC Framework project owner is typically a principle investigator (PI) or other project leader. They use RIC Framework to manage their project sites, which includes customizing the site to suit their project and adding new users to the project team.
Administrator
A RIC Framework administrator—sometimes called a project administration center (PAC) administrator—manages the overall RIC Framework installation. This includes managing users and project sites and creating new project site templates.
An individual scientist often has more than one RIC Framework role. For example, a project owner is also typically a user, and a RIC Framework administrator might own one or more projects.
Important: Before proceeding with this paper, you should first read “Research Information Centre Framework: User’s Guide”—which describes how RIC Framework works from the perspective of users and project owners. 
This paper describes the administrator role, and how an administrator uses the PAC to manage RIC Framework projects and users.
For links to all documents referred to in this guide, see the “Resources” section at the end of this paper.
[bookmark: _Toc244671391]Getting Started
[bookmark: _Toc224699170]This section describes how to get started as a RIC Framework administrator.
[bookmark: _Toc244671392]Prerequisites
Basic RIC Framework administration requires no special technical skills, but experience with SharePoint is helpful. More sophisticated levels of support—such as creating custom Web Parts or modifying page templates—requires some experience with .NET programming, especially ASP.NET.
If you are also responsible for managing the SharePoint 2007 server, you should have at least a basic understanding of how to install and administer the server and its associated database. For more information, see “Microsoft® Office SharePoint® Server 2007,” which is listed in “Resources,” at the end of this document.
[bookmark: _Toc224699171][bookmark: _Toc244671393]Hardware and Software Requirements
The RIC Framework runs on a server and is usually administered via a web browser on a separate client computer, so there are two sets of requirements.
[bookmark: _Toc244671394]The RIC Framework Administrator’s Computer
Software and Hardware
You can access the PAC by using any computer with a SharePoint 2007-compatible browser and appropriate network access.
[bookmark: _Toc244671395]The RIC Framework Server
For hardware and software requirements for the RIC Framework server, see “RIC Framework Installation Guide.”
[bookmark: _Toc244671396]Installation
“RIC Framework Installation Guide” describes how to install RIC Framework on the server. You do not have to install any RIC Framework-related software on your client computer. 
[bookmark: _Toc244671397]PAC Overview
This section provides a quick overview of the PAC and how it can be used to manage RIC Framework components, such as Project Site Templates, Project Sites, and Users. The following sections describe the various management features in detail.
The PAC is distinct from project sites and user home pages. It has its own URL and login procedure, and RIC Framework does not provide a mechanism for navigating to the PAC from a project site or personal home page.
Tip: If you want to navigate away from the PAC and return later, navigate in a new browser tab. 
After the RIC Framework is installed, open the browser on your client computer and navigate to the RIC Framework Projects Administration Center (PAC) portal. You define this URL when you install RIC. For details, see the RIC installation guide.
Figure 1 shows an example of this portal.
Important: You must be a member of the RIC Framework server’s administrators group to have full use of the portal.
[image: ]
Figure 1. RIC Framework administrative portal
The PAC ‘s working pane, which occupies the right side of the window, hosts various task pages. Each task page hosts a collection of Web Parts and controls that you use to manage a particular aspect of RIC Framework. For example, the portal’s working pane, shown in Figure 1, contains two Web Parts:
Requested Project Sites contains a list of new project site requests that have been submitted by the prospective project owners and are awaiting approval.
Requested User Logins For Approval contains a list of user account requests that have been submitted by project owners and are awaiting approval. 

You can use the appropriate Web Part’s Action button to approve or reject requests, so most of your routine administrative tasks can be handled from the portal.
The navigation pane, on the left side, contains a set of buttons that you use to select which task page is displayed in the working pane. Two of these pages, User Maintenance and Project Sites, are also represented by tabs at the top of the portal. The PAC has the following task pages.
Project Sites shows all the projects that are hosted by RIC Framework.
It provides links to the project sites and project owners, and allows you to create, delete, and archive projects.
User Maintenance shows all active RIC Framework users.
It allows you to manage user status, create new user accounts, and so on.
Requested User Logins shows new user account requests, and allows you to approve or deny the request.
You can also perform this task from the PAC portal.
Requested Project Sites shows new project site requests, and allows you to approve or deny the request.
You can also perform this task from the PAC portal.
Project Site Templates lists the available project templates.
RIC Framework SharePoint Templates lists the templates that can be used for RIC Framework sites.
Administered Projects Site list all project site collection “root” URLs.
Typically, RIC Framework has a single collection root, with all project sites under it. However, you can have additional root sites, such as different sites for different project categories.

Tip: Navigate to these pages, to familiarize yourself with the user interface.
The remainder of this paper describes how to use the various task pages to manage RIC Framework.
[bookmark: _Toc244671398]Manage Users
The User Maintenance page—shown in Figure 2—contains a complete list of RIC Framework users.
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Figure 2. User Maintenance page
The page has five fields:
Select contains check boxes that allow you to select one or more users.
You select users to change their status or reset their password.
Full Name contains the user’s full name.
User Name contains the user name, and links to the user’s personal home page.
Created contains the date and time that the account was crated.
Status contains the account status: active or inactive.

You use the four buttons at the bottom of the page—not shown in Figure 2—to manage user accounts.
Add User creates a new user account.
Usually, a project owner creates a new user account for new project members and you simply approve the request. However, if a prospective project owner does not have an account, you must use Add User to create an account for them. For details, see” Create a New Project,” later in this paper. 
Deactivate User deactivates the selected user accounts.
The account remains in the database, but the user can no longer log into RIC Framework.
Activate User activates the selected user accounts.
Reset Password resets the selected users’ passwords.
RIC Framework creates a new randomly generated password for each of the selected users, and sends it to their associated e-mail address.
[bookmark: _Toc244671399]Manage Project Sites
The Project Sites page—shown in Figure 3—contains a complete list of RIC Framework projects. Each item includes a link to the project portal and to the associated project owner’s personal home page. 
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Figure 3. Requested Project Sites page
You can use the buttons at the bottom of the page to delete, create, and archive specific project sites.
[bookmark: _Toc244671400]Delete a Project
When a RIC Framework project is no longer active—typically because the research is complete—you can delete the project and free up the associated resources.
To delete a project
1.	Select the project.
2.	Click Delete Project.

This action deletes all project pages and any associated data, such as documents, bookmarks, and so on. If you instead want to archive the project, which stores all the project-related data, see “Archive a Project,” later in this paper.
[bookmark: _Toc244671401]Create a New Project
Existing RIC Framework users usually start a new project by using the Request Project command on their personal home page. They provide the necessary data, such as the project name and template, and RIC Framework adds the request to the Requested Project Sites list on the PAC portal. When you approve the request, RIC Framework creates a new project site based on the data submitted with the request and makes the requester the project owner.
If the prospective project owner does not have a RIC Framework user account, they must contact you directly. You must then:
1.	Create a project site.
2.	Create a user account for the project owner.
3.	Add the project owner to the site owners group.

[bookmark: _Toc244671402]Create a new Project Site
The prospective project owner does not have access to RIC Framework at this point, so they must provide you with the necessary details—mainly the project name and the appropriate project site template. You must create an appropriate project site.
To create a new project site
1.	Select one of the site URLs from the list of projects and copy it to the clipboard.
2.	Click Create Project.
3.	Fill in the data on the New Item page—shown in Figure 4—and click OK to create the site.

[image: ]
Figure 4. New project site form
The project data consists of:
Project Name (Required): The project name.
Comments (Optional): Any appropriate comments.
Project Template Name (Optional). The project site template.
Status (Optional). The project status, Approve, Pending, or Reject.
You normally select Approve, which is the default value and automatically creates the new site when you click OK. If you select Pending, RIC Framework adds the project to the Requested Project Sites list.
Site Collection (Required): The site collection URL.
Paste the project site URL from Step 1 into the text box. A project site URL has the form http://site_domain:port/sites/projects/project_name. Convert the project site URL to the collection URL by deleting project_name from the end of the URL string.
Project Owner (Required): Specify the project owner’s name.
Specify your own user name as a placeholder until you have created a new user account for the project owner. If you enter the name manually, you can use the Check Names icon to verify that it is a valid user name.
Project Members (Required): Specify project members.
You must add at least the project owner to this list. You can optionally add one or more regular project members. Use the Browse icon—the book icon to the right of the text box—to browse for user names.

[bookmark: _Toc244671403]Create a New User Account
You must next create a new user account for the project owner.
To create a new user account for the project owner
1.	Return to the Project Sites page.
The project should now be listed, with you as the project owner.
2.	Copy the new project site’s URL to the clipboard.
3.	Click the User Maintenance tab or User Maintenance in the navigation pane.
This action opens the user maintenance task page, which displays a complete list of users. There are several buttons at the bottom of the page that allow you to manage user accounts. One of them, Add User, creates new user accounts.
4.	Click Add User, which opens the New Item page shown in Figure 5.
5.	Enter the appropriate data, as described following Figure 5.
6.	Click OK to create a new user account for the project owner, which also adds them to the project as a regular user.

[image: ]
Figure 5. New user account form
The user account data is:
Last Name (Required). The project owner’s last name.
First Name (Required). The project owner’s first name.
E-Mail (Required). The project owner’s e-mail address.
The e-mail address is the user name for the account.
Site (Required). The project site URL, which you copied in Step 2.
Comments (Optional). Optional comments.
Status (Required). You normally set this to Approve, which automatically creates the new user account.

[bookmark: _Toc244671404]Add the Project Owner to the Site Owners Group
Now that the project owner is a member of the project, you can add them to the site owners group.
To assign ownership to the project owner
1.	Click the project name to open the project portal.
2.	Click Site Actions, and select Site Settings -> Modify All Site Settings.
3.	On the Site Settings page, click People and groups.
4.	On the People and Groups page, click the New User button and select Add User, to display the Add Users, page shown in Figure 6.
[image: ]
Figure 6. Add Users form
5.	In the Add Users section, add the project owner.
6.	In the Give Permissions section’s Add users to a SharePoint Group dropdown, select the project owner’s group.
7.	Optionally, use the Send E-Mail section to have RIC Framework send a welcome e-mail.
8.	Click the OK button at the bottom of the page to accept the new settings.
[bookmark: _Toc244671405]Archive a Project
When you delete a project, RIC Framework removes all project-related data; there is no way to recover the information. An alternative approach is to archive the project. In that case, RIC Framework creates a project archive by putting the project definition and all associated files into a .zip file and storing it in the PAC document library. You can then delete the project from RIC Framework, but still recover the data, if necessary. 
Important: After a project is archived, you can recover data from the .zip file, but you cannot convert an archived project back into a functioning RIC Framework project. You should archive only those projects that you are certain are no longer active.
To archive a project
1.	Select a project and click Export Project.
This action creates a .zip file with a snapshot of the project and stores it in the PAC Documents library.
2.	Click Delete Project to remove the project from the PAC.

To download an archived project
1.	Click Site Actions and select View All Site Content.
2.	Under Document Libraries, open the Documents folder.
3.	Download the archived project’s .zip file and extract it to a convenient folder on your system.
[bookmark: _Toc244671406]Customize Project Templates
When you create a new project site, you must specify which template the site is to be based on. The template controls the contents and structure of the new project site and the project portal, including:
The pages that make up the site.
Where the page links are placed on the portals navigation pane
The names of the various pages.

After RIC Framework creates the site, the project owner can customize it further. For details, see “RIC Framework User’s Guide.”
Project site templates are created by the RIC Framework administrator, so one your first tasks is to create one or more site templates. Each template can be configured to support a particular project type, so project owners can select the template that most nearly fits their requirements. The resulting project site should then require relatively little customization.
The Project Sites Template page, shown in Figure 7, shows the current set of project site templates. It also includes the tools for modifying existing templates, or creating new templates.
[image: ]
Figure 7. Project Site Templates page
To create a new project site template
1.	Click the New button at the top of the Project Site Templates page.
2.	Use the New Item page to configure the new template.

To modify an existing project site template
1.	Hover over the template name and click the down arrow.
2.	Click Edit Item on the popup menu.
3.	Use the template page to modify the configuration.

The two pages differ only in detail.
The settings on New Item are based on a default template, and some details such as the template name are not specified.
The settings for a template to be modified are based on the original template.

In either case, you configure a template by using the same procedure.
[bookmark: _Toc244671407]A Project Site
Before discussing how to define a project template, it’s useful to a look at typical project portal page, which represents the site and provides access to the various pages. A portal represents most of the elements of the associated project site template. Figure 8 shows a typical project portal, and its key components.

Figure 8. Project portal
The portal’s navigation pane hosts links to the task pages that make up the site. The links are organized into three groups:
Project Phases contains links to the pages that manage the project life cycle, such as Study Planning or Funding.
Project Links contains links to pages that are not tied to a particular project phase, such as Tools or Discussions.
Repository contains links to a collection of information repositories, which store project-related information such as documents or references.

The working pane hosts the currently selected task page. The page hosts a collection of Web Parts, which are used by the team members to manage that aspect of the project. For example, the Funding page contains Web Parts that allow users to write a research proposal or submit a proposal to a funding source.
[bookmark: _Toc244671408]How to Define a Project Site Template
When you click Edit Item or New, RIC Framework displays a template configuration page. Figure 9 shows the upper part of the page for a new template. The configuration page for an existing template looks much the same, but the Template Name and Template Description fields are set.
[image: ]
Figure 9. The upper part of a New Item template page
The upper part of the page is used to specify:
Template Name (Required): The template’s name.
Template Description (Optional): A description of the template.
Project Site Template (Optional): The underlying SharePoint template.
You should typically use the default value, RIC Framework Project Site, which is sufficient for most project sites.
Features (Optional): Activates or deactivates the Office SharePoint Server Publishing and RIC Framework Web features. You should typically use the default setting of Activated for both features.

The lower part of the page—shown in Figure 10—allows you to configure the pages that make up the site.
[image: ]
Figure 10. The lower part of a New Item template page
The Navigation section allows you to select and configure the standard RIC Framework task pages. The lower three sections allow you to add custom lists, libraries, and sites.
[bookmark: _Toc244671409]Navigation
This section contains a list of the standard RIC Framework pages. You can use it to configure the following page characteristics:
Whether the page is visible.
Only visible pages are included in the site.
The page name.
Which section of the portal’s Navigation pane—Project Phases, Project Links, or Repository—contains the page’s navigation link.

The other fields are informational. New templates initially include all pages with default settings.
To customize the collection of standard pages
1.	Clear the Visible checkbox for all pages that you don’t want to include in the template.
2.	For each page that is in the template, either accept the default name or specify a project-specific name.
3.	For each page that is in the template, either accept the default section for the navigation link, or specify a different section.

[bookmark: _Toc244671410]Lists
The Lists section allows you to add custom lists to a project template, including:
Report Libraries
Announcements
Contacts
Discussion Boards
Links
Calendars
Tasks
Project Tasks
Issue Tracking
Surveys

To add a custom list
1.	Enter the list’s title in the Title text box.
2.	Enter the list’s display name in the Display Name text box.
3.	Use the List Type dropdown to specify the list type.
4.	To add another list, click the ‘+’ icon—which adds a new blank item—and repeat steps 1-3.

To remove an item, click the red ‘-‘ icon.
[bookmark: _Toc244671411]Libraries
The Libraries section allows you to add custom libraries to a project template, including:
Document Libraries
Form Libraries
Wiki Page Libraries
Picture Libraries
Data Connection Libraries
Translation Management Libraries
Slide Libraries
To add a custom library
1.	Enter the library’s title in the Title text box.
2.	Enter the library’s display name in the Display Name text box.
3.	Use the List Type dropdown to specify the library type.
4.	To add another library, click the ‘+’ icon—which adds a new blank item—and repeat steps 1-3.

To remove an item, click the red ‘-‘ icon.
[bookmark: _Toc244671412]Sites
The Sites section allows you to add custom sites to a project template, including:
Blog
News Site
Wiki Site
To add a custom site
1.	Enter the list’s title in the Title text box.
2.	Enter the list’s display name in the Display Name text box.
3.	Use the List Type dropdown to specify the list type.
4.	To add another list, click the ‘+’ icon—which adds a new blank item—and repeat steps 1-3.

To remove an item, click the red ‘-‘ icon.
[bookmark: _Toc244671413]Designate New Administrators
When you install RIC Framework, you automatically become a RIC Framework administrator. However, it is usually a good idea to have at least one additional administrator, who can handle administrative tasks if the primary administrator is not available.
To designate an administrator
1.	Click the Site Actions button and select Site Settings\People and Groups.
2.	Add a new user, named for the administrator’s network account (Domain\Username)
3.	Give the account full control.
[bookmark: _Toc239817188][bookmark: _Toc244671414]Resources
This section provides links to additional information about <topic>.
ASP.NET Web Parts Controls
http://msdn.microsoft.com/en-us/library/e0s9t4ck.aspx
Determine hardware and software requirements (Office SharePoint Server)
http://technet.microsoft.com/en-us/library/cc262485.aspx#section2
Microsoft Office SharePoint Server 2007
http://msdn.microsoft.com/en-us/library/bb931736.aspx
Research Information Centre Framework: Installation Guide
http://research.microsoft.com/ric
Research Information Centre Framework: User’s Guide
http://research.microsoft.com/ric
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