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Search for articles

1. Click on “Search for publications” on the start page.

2. Use the simple title search by typing in keywords or / 

and use additional search criteria to reduce the 

number of results (press show under advanced 

search).
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Search for articles

1. After defining the search criteria, press “search”.

2. The search results will be displayed in a list. Click on 

the publication you are looking for and the data sheet 

will open.
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Uploading Pictures / Documents

1. Click Upload file in the toolbox on the left

OR Uploads/Gallery in the upper toolbar.

OR the link on the database form

2. Enter the file´s name or click browse to find it on 

your computer. Highlight the respective file and click 

“Open”.  The file will be listed in the panel Source 

filename automatically.
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Uploading Pictures / Documents

3. Select one or more categories from the list. For multi 

selection press Ctrl for Multi-/Deselect.

4. Chose the licensing setting:

 „It„s my own work“ if you have written the document

 „Rights are unclear if you are not sure if you are

allowed to upload the file

 „Open content“ if you are allowed to upload the file

5. Click Upload file. 
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Add new article

1. Click on “Add a new publication” on the start page.

2. A new page opens where you are asked to type in 

the publication‟s title.

3. After pressing “Creat or edit”, a form opens 

displaying all fields.

4. Fill out the relevant fields and do not forget to press
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Add new article

4. Fill out the relevant fields.

5. Do not forget to save your entries by pressing the 

button.
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Edit publication entry

1. Find the article you want to change via

 A search

 The latest activities page

 Publication lists

2. Click “Edit with form” to

got to the form where you

can change all the fields
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Edit publication entry

3. Make your edits and press save page at the end of 

the page to secure your changes.
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Wiki articles
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How is a wiki organized?

13.7.2011

Portal / start page

Link

Category

C
a
te

g
o

ry

Wiki articles



13.7.2011 Seite 13Seite 13

What is a good article?

 Links to other pages and other pages link to it

an article will have few readers if it is not linked properly

 Is categorized

so that readers who are interested the topic dealt with in your 

article will also find it

 Precise title

most users find an article via the title search

 Short and precise

divide long articles into several ones and link them

 Contains pictures / tables / graphs

text pages do not attract the attention of readers

13.7.2011



13.7.2011 Seite 14Seite 14

Create a new article

1. To create a new article enter the preferred title in the 

search panel and confirm with Go. 

2. If it does not exist yet, click "Create the page".

3. The editor of your new article will open. Enter your 

text and be sure to click the safe button when finished.
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Editing an article

1. Open the article you want to edit

2. Click at the edit tab to open the text editor

3. A toolbar is shown above the text 

4. Edit the article

5. Save your changes by clicking on Save button
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Linking articles

 Wikis provide the opportunity to link a word in your 

current article with any other existing wiki article. 

Usually the word(s) you link match the linked article ´s 

title.

 Note: To link a word with another article be sure this 

article really exists. If it does not exist the link will be 

displayed red. This is also a way to create a new 

article. 

1. Click at the edit tab to open the text editor
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Linking articles

2. Highlight the word(s) that will build the link later and 

click the Edit/Insert Link symbol in the toolbar. 

3. A dialog window appears. Search for an existing 

article by typing its title into the panel ”Link”. Click on 

the article you want to link to and confirm with OK.
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Linking articles

4. All links are displayed in blue and underlined in the 

editor.

5. Make sure to save your changes by clicking Save 

page at the bottom of the page.

6. In the article- view successfully linked words are 

displayed in blue. Links with no existing target are 

displayed in red.
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Categorizing an article

 All pages should be categorized! 

 This Wiki allows you to categorize pages by adding 

one or more category tags to the text. Adding these 

tags create links at the bottom of the article which 

take you to the list of all pages in that category, which 

makes it easy to browse related articles. 

1. Click at the edit tab to open the text editor

2. Click on “Categories” in the toolbar.

13.7.2011



13.7.2011 Seite 20Seite 20

Categorizing articles

3. A new window opens 

where you can select one 

or more categories from 

the provided list by double-

click.

4. After selecting, the 

categories are shown in 

the upper part of the 

window. Accept the 

changes by pressing OK

5. Save the article.
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Insert a picture

1. Mark the line where the file shall appear. Click the 

symbol Insert/Edit Image in the upper toolbar.

2. Enter the file´s name or its first few letters into the 

search box and choose the correct one from the list.

3. Confirm with OK. The graph will appear in the text. 
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Help portal

Find further information and more instructions

on the help portal:

www.help.energypedia.info
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Thank you for your 

attention!

Questions?
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