KHM-Wolke / Nextcloud — manual

== wolke.khm.de

With the Nextcloud application via wolke.khm.de you can work mobile, connect and communicate with
other colleagues and complete many tasks — regardless of where you are currently working.

No matter if you use a smartphone, tablet, laptop or a computer ... PC, Mac, Android... at home or at
the other end of the world — you have many possibilities of mobile collaboration as long as there is an
internet connection.

« Connection to KHM Webmail

 File storage up to 5GB per user

« Form circles / groups for joint organization

« Calendar (can be shared with other people)

« Talk = Chat with telephone or video conference function

« Deck = To Do lists with task stacks (you can work on with other people)
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1. Log in via any internet browser

wolke.khm.de/index.php/apps/user_saml/saml/selectUserBackEnd?redirectUrl= ¢
My Drive - Google Drive KHM Wolke
You are about to access the service:
KHM Wolke of e645
Kunsthochschule
far Medien KéIn Kunsthochschule  Description as provided by this service:
% . . Cloudservice of the Academy of Media Arts
Academy of far Medien KéIn  Gyogne 4
Media Arts Cologne
Academy of Additional information about the service
. Media Arts Cologne
Login to KHM Wolke
Information to be Provided to Service
Username
Kunsthochschule Full name Fani Schoinopoulou
fur Medien KéIn fani.schoinopoulou E-mail fani.schoinopoulou@khm.de
Academy of User Name fani.schoinopoulou
Media Arts Cologne KHM account without @khm.de extension.
Data privacy information of the service
Password

The information above would be shared with the service if you proceed. Do you agree to release

this information to the service every time you access it?
ecscccsscsce

Login options:
Select an information release consent duration:
Don't Remember Login

Ask me again at next login

’ Direct login l Clear prior granting of permission for release of your ¢ Iagree to send my information this time.
information to this service. © Ask me again if information to be provided to this service changes

l KHM ShlbeIeth sso ‘ o I agree that the same information will be sent automatically to this service in the
Login future.

This setting can be revoked at any time with the checkbox on the login page.

Forgot your password?

Reject ccept

Description as provided by this service:

Cloudservice of the Academy of Media Arts Cologne

© Academy of Media Arts Cologne 2020 | Imprint | User consent |
Privacy Policy

* Go to ,wolke.khm.de* and click on the option ,KHM Shi
* Inthe log in mask enter as username the KHM e
* And accept the transmission of information

eth SSO“ (enables the connection to KHM Webmail)
address without ,@khm.de*“ and your KHM email password
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* The buttons at the very top of the page show most of the functions — just click on them and try them out!

uuuuuuuuuuuuuuu
demy of

Media Arts Cologne

4+ New contact

& All contacts 0

File storage up to 5GB per user

You can form circles / groups to organize together

Connection to KHM Webmail

Calendar (can be shared with other people)

Talk = chat with telephone or video conference function

Deck = to-do lists with task stacks (you can work on with other people)
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2. Upload, save and share files

m O 4 & 8 @ Q

M Allfiles £ +
@® Recent
% Favourites
«¢ Shares Erlass MAGS Veranstalt... .pdf Original Verschiebung P... .pdf =
}' Recently edited A Recently edited
¢ Shared with others
«<¢ Shared with you O Name
& Shared by link 1 20-03-13 Information HfM Detmold.docx
% Deleted shares g
Workshops Technik
¢ Pending shares
Technik7
¥ Tags

Personalausflug
{3 Shared to Circles

* Simply drag and drop files onto the surface
* Up to 5 GB storage per user possible
* Files and folders can easily be shared with KHM colleagues

Translation by Ruth Weigand

Themenliste Technik 7.docx

Recently edited

Themenliste Abteilungss....docx

Recently edited

RKI-Handlungsempfehlu... .pdf
}' Recently edited
Size Modified

(=) 14 KB

vor 7 Tagen

81MB vor 8 Tagen

ﬂ 700,2MB  vor 4 Tagen

14 GB vor 6 Monaten
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3. Build circles / groups for joint organization

Select a circle type

Creation

Joining a closed circle
requires an invitation or
confirmation by a
moderator.

Anyone can find and request
an invitation to the circle; but
only members will see who\'s
in it and get access to it\'s
shared items

Personal circles

Public circles

Closed circles

Secret circles

All circles

iy

X2 8 @ Q

Brandschutz
Closed (Unknown, Not a member)
Owner: Sven Feyh

exLablll_alle
Closed (Unknown, Not a member)

Owner: Karin Lingnau

SFU2_DANACH

Closed (Unknown, Not a member)
Owner: Marketa Polednova

kinetic stage seminar
Closed (Unknown, Not a member)
Owner: Karin Lingnau

Rektorat Ablage
Closed (Unknown, Not a member)
Owner: Sabine Schulz

SBV
Schwerbehindertenvertretung

Closed (Unknown, Not a member)
Owner: SBV

Schwerbehindertenvertretung

Monatsrunde
Closed (Unknown, Not a member)

Owner: Sabine Schulz

test

Closed circle

Username

Fani Schoinopoulou

Level

Owner

Status

Member

Joined

2020-03-20 21:35:31

*  Work groups can be built in various forms — personal, secret, closed or public

* The moderator can invite other colleagues
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4. Connection to KHM Webmail

m O h 22 Q = Click on the right mouse
Files Circles E- Open Link in New Tab

Open Link in New Window | button and open in a new
test tab.

Download Linked File

Download Linked File As... ! e Closed circle
a bt a member
Select a circle type Add Link to Bookmarks... :
Add Link to Reading List
Creation :
Copy Link I
ot a member Username
. . Share > )
Joining a closed circle —_— i
. R Fani Schoinopoulou
requires an invitation or P
confirmation by a Rektorat Kalender
moderator. Closed (Unknown, Not a member)
Anyone can find and request ST SO S
an invitation to the circle; but
o, ] ~l Dateien - KHM Wolke
fani.schoinopoulou@khm.de : k - = L= 2
Auswahl Konversati.. Optionen Aktualisieren Antworten
@ &a Posteingang Q ¥ v
il f Entwiirfe Fani Schoinopoulou Heute 16:30
~ ® Re: Hilfskrafte im SoSe
“_ 4 Gesendet
E-Mail Fani Schoinopoulou Heute 16:30
F11 0 Spam ® Re: Hilfskrafte im SoSe
Kontakte ﬁ Geldscht Dorothea Schumann Heute 16:06
4 Re: Hilfskrafte im SoSe
* 3 Archive
instellung... Fabiana Fragale Heute 15:16
O Bahn Flug Hotel e Re: AVID_PREMIERE_Lizenzen
3 Megaphon Juliane Kuhn Heute 15:15
® In den Servicebereich schauen! Sonderregelung fiir mobiles Arbei...
Rita Schwarze Heute 14:58
® Re: daVinci_AVID_PREMIERE_workflow
Rita Schwarze Heute 14:58

* KHM Webmail is a separate application, which is only linked in the Nextcloud / Wolke.
* [f you have not used the webmail application before, a separate log in may be necessary.
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4. Calendar — can be shared with other people
B = o 4 ¥ = @ Q

@ Test

in KHM erreichbar / n... g

2 3
Drehzeitraume ... & e _
+ New calendar +
ey 4

test
from 03.03.2020 B to 03.03.2020

All day
¥y @ Test

More C Update >

Translation by Ruth Weigand

After having created a new
calendar, you first have to
activate it — therefore click the

18 days ago

If the dot |S green = actlve’ from 03.03.2020 ) t003.03.2020
events appear! -

i L 3 a

Details Attendees Reminders

Please share it with other o T
colleagues! °

Confirmed
When shared show full event
Busy

Click into a day field to
create a new appointment!

A K 2N RN

Go to ,More* in the short info
to enter all details. Here you

can also assign the appointment
to another calendar.

small dot in the left column. e =

S

Repeat

He  He Heo P

Don‘t forget to update! ——%¢
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5. Talk - chat with colleagues in twos, in groups or with telephone and video conferences

m QO 4 & B8 @ Q

& vor 15 Tagen, 5. M&rz 2020 ' % Henning Marquass x

[ [
»
'S

You created the conversation

You: super danke! 2 =
Participants Projects
Chatraum Krisenstab -~ @ Fani Schoinopoulou
Sabine Schulz allowed guests Hey, kleiner Test. Klappt das bei dir mit dem Chat? g Fani Schoinopoulou
Henning Marquass cos ° Henning Marquass P
enning Marquass
You: das war das Emoji fiir den D... Ich antworte und du siehst das von mir. ALl
marc
You: Ich hab jetzt von Uli ein Hea... vor 4 Tagen, 16. Mérz 2020
PPS /TS oo @ Henning Marquass  started a call
You added Christian Turner
You joined the call
Talk updates . )
- You can now add custom user g...

@ Henning Marquass  |eft the call

You left the call 16:56

Call with @ Fani Schoinopoulou) ang @ Henning Marquass  (Duration 16:51)

» Start a conversation and invite colleagues

* Chats with large groups possible

* Experience shows that video conferences with up to 4 participants are stable

* If the internet connection is unstable or the conversation has too many participants, you can deactivate camera and hold
a telephone conference
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6. Deck = to create to-do lists and sort by processing status

[ | m O
i Alle Boards
W Archivierte Boards

< Geteilte Boards

@ Aufgaben in der Technik

Corona/ Klarungs- u. Entsch...

@ Personlich

+ Neues Board

m QO
& Alle Boards
W Archivierte Boards
¢ Geteilte Boards
@ Aufgaben in der Technik
Corona/ Klarungs- u. Entsch...
@ Personlich

+ Neues Board

by

-+

by

2L &8 @ Q =

Titel

Aufgaben in der Technik

Personlich

Neues Board

2L 8 @ QO =

= # ‘ Aufgaben in der Technik <%

zu erledigen

Investitionsliste

Arbeiten in Studios

e O -

Gerateausleihe

Translation by Ruth Weigand

Corona/ Klarungs- u. Entscheidungsbedarf

in Arbeit

Wer geht in Homeoffice nach AS an
Personalabteilung kommunizieren

With a new board you can create a to-do list and invite other colleagues as moderator

abgeschlossen und kommuniziert

+

Mitglieder

Aufgaben in de

Teilen Schlagworte

Geldschte Objekte

Benutzer oder Gruppen zum Teilen auswahlen

Axel Autschbach

Bearbeiten
Arne Strackhol...
Verwalten

( Christian Eller Bearbeiten
e Claudia Trekel Bearbeiten
e Ewald Hentze Bearbeiten

Fabiana Cardalda [] Bearbeiten

i . Bearbeiten
33 Fani Schoinopou...
Verwalten

Teilen

Teilen

Teilen

Teilen

Teilen

Teilen

Zeitachse

Verwalten

Verwalten

Verwalten

Verwalten
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.:::::;:: O O &y 4 = (2] Q

[ (1

Archived boards

zu erledigen

A

Shared boards
Geréteausleihe

@ Aufgaben in der Technik

Aufgaben Projektbiiro & Post...

Corona/ Klarungs- u. Entsch... Vertretung Lars Langen

@ Personlich B m °

+ Create a new board

Flyer aktualisieren: Ausleihe

i @

Clhuar albtialiciaran: Dactnradiil

* If'you have taken over the responsibility for a task, you shoul

profile

* By clicking on the card description opens on the right

All Boards = 4 . Aufgaben in der Technik <}

in Arbeit

Avid Lizenzen
Studierende b

B m2

Adressliste

W Archive card

W Delete card B a:

chlossen und kommuniziert

itionsliste

Arbeiten in Studios

=] b -

Assign card to me
Wer geht in Homeoffice nach AS an

Personalabteilung kommunizieren

assign the card to your

TEst X
Modified: seconds ago Created: seconds ago
L
N
L @+
t
B @ 4
Description Attachments Timeline

Add a card description...

* There a no limits to mobile collaboration regarding documents and list that can be attached, the timeframe, deadlines,
keywords and detailed descriptions

If you have further questions do not hesitate to ask!
Fani Schoinopoulou (fani.schoinopoulou@khm.de)

Translation by Ruth Weigand
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