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I. Introduction

This guide has been prepared to allow UNECE PPP project leaders and editors to create and modify content
from their PPP projects posted on Confluence®.

The guide has several related goals: (a) to clarify some of the more challenging aspects of editing PPP
projects in Confluence; and (b) to offer some useful tips, and in some cases step-by-step approaches, to
areas where the editor may encounter difficulty when preparing web pages, text and attachments.

PPP Standards development process website hyperlinks

URL: https://www2.unece.org/wiki/display/pppp/PPP+Standards+development+process
Editor Guidelines: PPP Projects website - Editor Guidelines

II. How to Log-in

To Login to the “PPP Standards development process” website, you first need credentials with an account
and password.

Project leaders and editors are given editing rights that allow them to create, modify and remove
information from their projects. Project members get permissions to view space content, read pages and

access restricted information. General public can read public pages, but have no access to restricted
information.

1. Accessing the PPP website

With your credentials follow the steps below by accessing the PPP Home Page link:
http://www.unece.org/ceci/ppp.html
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1 . . . . .
Team collaboration software, mainly used in corporate environments. Developed and marketed by Atlassian.
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2. Select menu option “Overview”

From left menu, select Standards —> Overview. It gives you access to the “PPP Standards development
process” page: https://www2.unece.org/wiki/display/pppp/PPP+Standards+development+process

Select your project by clicking on the project ID listed in the projects overview page.
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Once you have selected your project, the application takes you to the project’s main page (section 3).

3. Project main page

Click on the Log In option located at the upper-right corner. Before logging-in, you may bookmark your
project’s main page. This will make it easier to get back to your project by linking directly to the log-in

process.
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Table of contents
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= Project information

= Extra budgetary resources
= Support

= Meetings

= Relevant documents
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Scope

Governments often use PPP without placing projects within an overall health policy. This can lead to problems in policy implementation. If, for example, the goals of
health palicy are to improve access for patients to primary health care and a country initiates an expensive PPP hospitals programme, then much of the funding
from the national health budget will be considerably used up and not enough will be left to pay for the necessary investments in the primary health care sector
Accordingly PPP should be placed within the averall targets and objectives of its health policy if coherence and delivery are to be assured.
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4. Direct access to “Log In” process

You can arrive at this page either by following the previous steps or by directly using the login link at
https://www?2.unece.org/wiki/login.action?logout=true

If you already have an account, login into the system using your username and password. Then click the

button "Log In".

LogIn

Username | pppeditor

Password | ==ee=

Remember me

Forgot your password?

Powered by a free Atlassian Confluence Community License granted to UNECE. Evaluate Confluence today.

Deutsch English Espariol

Thie Confluence installation runs a Free Giiffy License - Evaluate the Gliffy Confluence Plugin for your Wiki

Francais BHER®E

Powered by Atlassian Confluence 5.1.5, Team Collaboration Software - Reportabug - Atlassian News

5. Viewing pages with editing rights

When you logged in, accredited with your editing rights, the application displays the following menu at the

upper-right corner.
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You may click on menu option “Tools” to display a set of options that can be used on the current page. For
instance, to attach new documents, follow-up the changes made over the page (option Watch, which keeps
you informed on any change that might affect it) and/or to export its content.
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+ Create child page Extra budgetary resources

If you click on the option “Edit”, then you initiate the editing process. See section 6.
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With editing rights, the editor can modify a page, share content and use a number of available tools. See
right side image.
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I11.

Using the Editor

6. Editing pages

The editing tools allow you to create and modify content on the PPP projects website. Since this website
was developed using Confluence, the best place to find advice when editing pages is their Editor’s Manual,
which can be found at https://confluence.atlassian.com/display/DOC/Using+the+Editor

The structure of the PPP projects website has been created in such a way that a project editor will mostly
require adding or modifying content and might rarely need modifying the structure of a page or to add
private pages. If that were the case, the editor should contact the UNECE PPP web master to resolve it.

An editing session

You start an editing session whenever you:
e Create a new page or blog post, or add a comment.
e Edit an existing page, blog post or comment.

While in an editing session, you can also:

e Name or rename a page or blog post. Note that renaming has effects that you should consider.
e Add a comment describing the changes you made.

e Choose whether or not people watching the page get notified of the change you made.

e Add labels to the page.

Confluence automatically saves drafts of your page as you work. If another user begins editing the same
page as you, Confluence will display a message, and will try to merge the changes when you save your

page.
Choose Cancel (at the bottom of the page) if you want to end the session without saving any changes.

The session ends when you choose Save.

2 Learn about the Confluence toolbar editor at
! https://confluence.atlassian.com/display/DOC/Using+the+Editor#UsingtheEditor-Toolbars

In section 7 of the manual we explain how to edit specific PPP Project pages.

7. Editing PPP Projects pages

To begin editing a page, blog post and comments, or attach documents, you should first access the page on
which you will work on.

7.1 How to edit Project main page
Editing project’s main page is only allowed to add/modify content to columns “Stage status”,
“Meeting/Minutes”, and “Relevant documents” within the Project information table. Other fields should

be updated by the PPP Projects website’s Administrator.
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7.1.1  STAGE STATUS
To define the status of the development of any stage ('Stage status' column), use the set of characters

defined in the table below and enter it into the relevant cell representing the project stage.

Status Characters Symbol
In progress 1) i
Finalized (/) &
Closed (x) % |

For instance, type a forward slash in round brackets and autocomplete will convert it as you type to the
corresponding symbol'@ (Finalized).

7.1.2  MEETINGS/MINUTES
To define a new set of meetings and their agendas and minutes for a given ODP stage its relevant cell under

column Meetings/Minutes has to be activated. The wording “Meetings & Minutes” should be used
(without quotes).

With text “Meeting & Minutes” in the cell, use this text to link it to the pre-formatted page “Pid-ODPstage-
Meetings”, where ‘id’ represents the project ID assigned to the project and 'stage' represents the stage in
which the meetings take place.

For example, “P0001-ODP2-Meetings” stands for the name of the page that will store every meeting of
P0001 project during the development of stage 2.

7.1.3  RELEVANT DOCUMENTS
This column is reserved to list the most relevant documents produced or referred to at stage ODPstage.

They should be linked with a direct link to the document that has been already attached to the page
following the steps described in section 7.13.

See https://confluence.atlassian.com/display/DOC/Working+with+Links

= (@) Spaces People | Create

Health policy

Paagaph - B 3| AW -

Table of contents

Table of Contents
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Inciude Page | P

Project leader & editor
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Project information
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7.2

How to edit ODP1 Project initiation details page

This page collects information contained in the PPP project proposal, such as purpose, scope, list of
deliverables, resource requirements, estimated development schedule, etc. The information in this page is

normally prepared by the UNECE secretariat based on the original project proposal submitted by a project

team with the support of at least three member states.

To edit content in an “ODP1 Project initiation details” page, follow the steps below:

PwnNPE

7.3

Select page “Pid-ODP1-Project initiation details”.
Choose Edit from the menu.

Go to the relevant section and enter/edit content.
Choose Save.

Spaces People Create

L

Pages /... / Health policy # Edt 2 Share 4% Tools+
P0001-ODP1-Project initiation
& B 2 Added by Claudio Meza, last edited by Claudio Meza on Jul 15, 2014 (wiew change)

Project initiation = Meefings ~ Information = Paricipants = Contributions

Project initiation

Table of contents

* Table of contents
* 1. Project purpose
2 Project scope
* 3. Project deli

* 4 Geographical focus

+ 5. Project team membership and required funclional expertise
* 6 Project leadership

* 7. Resource requirements

= & Timetable

les

1. Project purpose

The purpose of the project is to develop a UNECE Standard on best practice in refation to the management of Public-Private Parinership (PPP) programmes in the healthcare sector,
under which capital investment in healthcare infrastruciure (hospitals, clinics, efc.) is funded using commercial finance repaid over a long-term (>10-year) concession period. The project
aims to improve universal access fo good quality healthcare by providing guidance on the transparent and efficient delivery of PPP programmes that will support the health (and fiscal)
policy of governments.

Version:
10

2. Project scope

There is rapidly growing demand globally for healthcare services. Changing casemix, scientific and and i ing patient demand is driving a growing need
for investment in systems and to meet the D Goals. Many ts — parfi those with low or middle income — have limited
«capital reserves available to respond fo that need. To address this challenge 2 number of govemments have tumed to PPP programmes to access commercial funding for capital
projects under contracts for the design, construction, financing and management of the new faciliies. In many cases the scope of the programmes have also included services such as
cleaning and catering, and clinical services

Govemments have implemented a wide range of PPP programmes in the healthcare sector, with different objectives and diverse outcomes. This project aims to provide guidance in
the development and implementation of a healthcare PPP policy which supports and is consistent with governments’ existing health and fiscal policies.
The project will assess different models of PPP in the heaithcare sector using feedback from markets where PPP programmes have been established, and recommend best practice for
the establishment and management of robust PPP programmes. It is anficipated that this guidance will be provided under six calegories related fo the use of PPP in the health sector:

+ Overall health policy and legislafive framework

How to edit ODP2 Stakeholder mobilization details page

This page collects information of activities developed by the Team Leader and UNECE secretariat to
mobilize a network of all key stakeholders in order to set up a project team. The UNECE secretariat
prepares the primary page by selecting sections scope and purpose from the project proposal.

To edit content in an “ODP2 Stakeholder mobilization details” page, follow the steps below:

PwnNPE

Guidelines

Select page “Pid-ODP2-Stakeholder mobilization details”.
Choose Edit from the menu.

Go to the relevant section and enter/edit content.
Choose Save.
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ggg; Pages /... / Health policy # Edit [ Share % Tools v

PO001-ODP2-Stakeholder mobilization

#) Spaces People Create

ted by Claudio Meza on Jul 15, 2014 {view change)

o @ Added by Claudio M

Meetings Particip: C

‘Stakeholder mobilization

Table of contents
* 1. Objectives
* Project purpose
* Project scope
* 2 References

1. Objectives

Project purpose

The purpose of the project is to develop a UNECE Standard on best practice in relation to the management of Public-Private Partnership (PPP) programmes in the healthcare sector,
under which capital investment in heaithcare infrastructure (hospitals, clinics, etc.) is funded using commercial finance repaid over a long-term (>10-year) concession period. The project
aims fo improve universal access fo good quality healthcare by providing guidance on the transparent and efficient delivery of PPP programmes that will support the health (and fiscal)

policy of governments.

Project scope

cleaning and catering, and clinical services.

the and i ofal PPP policy which supports and is consistent with governments’ exisfing health and fiscal policies.

There is rapidly growing demand globally for healthcare services. Changing casemix, scientific and and patient demand is driving a growing need
for investment in healthcare sysiems and infrastructure to meet the Sustainable D¢ Goals. Many fs — i iy those with low or middle income — have limited
capital reserves available to respond fo that need. To address this challenge a number of govemments have fumed o PPP programmes fo access commercial funding for capital
projects under contracts for the design, ion, financing and of the new facilities. In many cases the scope of the programmes have also included services such as

Governments have implemented a wade range of PPP programmes in the healthcare sector, with different objectives and diverse outcomes. This project aims to provide guidance in

7.4 How to edit ODP3 Developing initial draft details page

This page collects information of activities that conduct to the first project draft prepared by the Project
Team. The draft will be reviewed by the PPP Business Advisory Board (BAB). Following feedback from the

BAB the draft will be circulated for a public review.

To edit content in an “ODP3 Developing initial draft details” page, follow the steps below:

Select page “Pid-ODP3-Developing initial draft details”.
Choose Edit from the menu.

Go to the relevant section and enter/edit content.
Choose Save.

PwNE

Spaces People | Create

@@ Pages /... / Health policy 2 Edi
= P0001-ODP3-Developing initial draft -

Meza on Jul 15, 2014 (view change]

o & Added by Claudio Meza,

Developing initial draft | Mestings icip C

Developing initial draft
Table of contents
+ Specifications

+ Comments log
* Contributions

Specifications

Comments log

Contributions

©* Share

¥ Tools *

Ho labels #

10 | Guidelines on Editing PPP projects

website



7.5 How to edit ODP4 Public review details page

This page collects all the comments received from countries and stakeholders during the public review
stage, which need to be taken into account, be properly logged in and registered, with the Project Team'’s
responses.

To edit content in an “ODP4 Public review details” page, follow the steps below:

Select page “Pid-ODP4-Public review details”.
Choose Edit from the menu.

Go to the relevant section and enter/edit content.
Choose Save.

PwnNPE

7.6 How to edit ODP5 Endorsement details page

This page collects information of activities related to submission and recommendation for endorsement of
the draft standard prepared by the Project Team.

To edit content in an “ODP5 Endorsement details” page, follow the steps below:

Select page “Pid-ODP5-Endorsement details”.
Choose Edit from the menu.

Go to the relevant section and enter/edit content.
Choose Save.

PwnNPE

7.7 How to edit ODP6 Approval details page

This page collects information of activities related to the review and approval of the final draft standard.
To edit content in an “ODP6 Approval details” page, follow the steps below:

Select page “Pid-ODP6-Approval details”.

Choose Edit from the menu.

Go to the relevant section and enter/edit content.
Choose Save.

PonNE

7.8 How to edit ODP7 Maintenance details page

This page collects information of activities related to revisions that take account of new developments after
the recommendation/standard has been published.

To edit content in an “ODP7 Maintenance details” page, follow the steps below:

Select page “Pid-ODP7-Maintenance details”.
Choose Edit from the menu.

Go to the relevant section and enter/edit content.
Choose Save.

PwnNPE
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7.9 How to edit ODP Meetings page
To edit information of a meeting at specific ODP stage, follow the steps below:

‘id’ represents the ID assigned to the project and 'stage' represents the ODP stage in which the meetings
take place.

7.9.1 CREATING A NEW MEETING

1. From the left menu select page “Pid-ODPstage-Meetings”.

(#) Spaces Poeople | Creste

@) 77 Poic P0001-ODP1-Meetings
Dote Place Agendo  Minutes

YYYY 48400 Agenda  Minules

PO001-00P1

2. Select Edit from the upper right menu.
3. If a new meeting needs to be created, click on the last row of the table and press ALT+{,
(You may also use the options appearing in the upper menu).
4. Go to the relevant cell and fill-in with content: date, place of the meeting, agenda and/or minutes.
5. If you need to create an entry for an agenda, enter the word ‘Agenda’ under column “Agenda”.
6. If you need to create an entry for the minutes, enter the word ‘Minutes’ under column “Minutes”.

= (#) Spaces People | Create

PPP Projects / Pages /... f Health policy / P0001-ODP1- Meetings
P0001-ODP1- Meetings

Paragraph - B I | U| A~ "~ = W =S = 5 = | = & Link B Table ~ + Insert ~ m -~ 1oy Q S ?

g 4| = B 4 i w8 B B8 | g R

Date Place Agenda  Minutes
2014-08-14  Conference call  Agenda = Minutes ALT-]-O

@ A

& Unrestricted | @ 1 Attachment | % Labels What did you change? % Motify watchers Preview LFV Cancel

7.9.2 ATTACHING AGENDA OR MINUTES TO A MEETING

. It is assumed that the Agenda or Minutes document has been previously attached to page Pid-
. Meetings (see section 7.13).

7. Select the word ‘Agenda’ (or ‘Minutes’) by clicking on it from recently created cell.
8. Click Link on the editor toolbar, and then the Search tab.
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= (#) Spaces People  Create

PPP Projects / Pages /... / Health policy / P0001-ODP1- Meetings
P0O001-ODP1- Meetings
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| ﬁ

& Unrestricted @ 1 Attachment = % Labels What did you change? ¢ Notify watchers Preview Cancel

9. Select one of these options:

Search — to search for and link to the file attached to “Pid-Meetings” page.

Attachments — to link to the file “Pid-ODPstage-YYYYMMDD-Agenda” attached to “Pid-Meetings”
page. Replace ‘Agenda’ by ‘Minutes’ depending on the case.

For more tips see https://confluence.atlassian.com/display/CONF51/Linking+to+Attachments

10. Click the required file in the list or the search results.
11. Click Insert to add the link.
12. Choose Save.

Insert Link

— Pid-ODPs-YYYYMMDD- Agenda Al Spaces
RacanﬂyV\ewad
Attachments

Web Link
Advanced

Link Text | Agenda @

Hint: type "[" in the Editor to see a list of suggested pages and insert a link. Cance\
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7.10 How to edit Project support page

To edit the information in a “Project support”’ page:

Select page Pid-Support page.
Choose Edit from the menu.

PonNE

Choose Save.

Spaces People Create

Go to the relevant cell and fill-in with content.

PPP Projects / Pages /... / Health policy / POD01-Support

P0001-Support

Paragraph - -] I U | A v % - i=
] -

Country Focal Point  Organization / Company
Belarus

Netherlands

Russian Federation

Turkey

B attachments | % Labels

& i s s & Link Ei Table - +Insert ~ Q R

‘What did you change? Motify walchers Preview m Cancel

7.11

How to edit Project extra budgetary resources page

To edit the information in a “Project extra budgetary resources” page:

13. Select page Pid-Extra budgetary resources page.

14. Choose Edit from the menu.

15. Go to the relevant cell and fill-in with content.

16. Choose Save.

Spaces People Create

PPP Projecis / Pages /... | Health policy / POD01-Exdra budgetary resources

PO001-Extra budgetary resources
Paragraph - B 1 U | A ix H - i=

] - 9

Trust Fund Amount
Description

Budget Summary

H Attachments % Labels

= & Link BE Table ~ +insert ~ Q i

What did you change? Notify watchers Preview m Cancel
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7.12 How to edit Project scope page
To edit the information in a “Project scope” page:

1. Select page Pid-Scope page.
Choose Edit from the menu.

N

3. Enter or modify the text - this is the content that will appear on the page. If this field is left blank,

there will be no content in the page.
4. Choose Save.

Spaces People Create

PPP Projects / Pages /... / Health policy / PODD1-Scope

PO001-Scope

Paragraph ¥ B L LA e & Link EH Table - + Insert - 53 <> ?
m -9

b‘wemmenls often use PPP without placing projects within an overall health policy. This can kead fo problems in policy implementation. If, for example, the goals of health policy are to improve access for

patients to primary health care and a country initiates an expensive PPP hospitals p fhen much of the funding from the national health budget will be considerably used up and not enough will
be lefi to pay for the necessary investments in the primary health care secior. Accordingly PPP should be placed within the overall targeis and objectives of its health policy if coherence and delivery are
fo be assured.

0 Aftachments | W Labels What did you change? Mofify watchers Preview m Cancel

7.13 How to attach files

An attachment is any file that is included with your page. Examples of attachments are screenshots,
photographs, other images, Word documents, presentations, PDF documents, videos and sound files.

Attachments are useful when you want to share information that exists in another file format.

The first step is to view (visit) the page to which you want to attach files.

To attach a file to a page from the computer's (or network's) file system, select Tools from the upper right

menu:

# Edit [2 Share | & Tools v
» 1
Fage History
Restrictions
Favourite
Stop Walching
Page Information
Link fo this Page...
Wiew in Hierarchy
View Storage Format
View Source
View Scaffolding XML
Export to PDF
[ Export to Word
Import Word Document
Copy
Maove

Remove
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Choose Tools > Attachments.

Choose Browse and navigate to the file.

Select the file and click Open.

Add a descriptive comment for the file (optional).
Choose Attach more files if required.

Choose Attach.

ok wWwNE

You can attach one file at a time. You cannot attach a folder of files.

Pages /... / POO01-ODPS-Endorsement
Attachments

= ViewPage  #} Tools v

There are currently no attachments on this page

Attach File

Upload file Browse. ..

Comment
Attach more files

Attach Drop files here to attach them

The full list of files attached to a page is displayed in the following way:

Spaces People Create

{.é‘j Pages /... / P0001-ODP1-Project inifiation - ViewPage &% Tools v

Attachments
%
Name Size Creator Creation Date Labels Comment
L » [ POO01 Project_Proposal... 133 kB Claudic Meza Jul 14, 2014 17:10 Mo labels & Project proposal brief View | Properfies | Remove
» (2] P00 Project_Proposal... 53 kB Claudio Meza Jul 14, 2014 17:10 Mo labels # Project proposal View | Properties | Remove

¥ Download All

Attach File
Upload file Browse...
Comment

Attach more fies

fllach Drop files here to attach them

Notes

1. The attachments are listed only in the page to which they have been uploaded. Therefore, if there is a
need to display an attachment in pages other than the original recipient page, you must go through the
attachment process for each of the pages. Nevertheless, the attached file can be linked from any other
page within the space.

2. To maintain consistency within the PPP Projects website space and if a document is also relevant to a
specific project stage, attach the file to the project’s main page (project’s name page, for instance
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‘Health policy’ page) and also attach it to the specific ODP stage “Information” tab page (Pid-
ODPstage-Project Stage name, for instance ‘P0001-ODP1-Project initiation’ page).

3. If the document corresponds to a meeting Agenda or Minutes, attach it to the project’s meetings page
(Pid-Meetings). For meeting Agendas and Minutes document’s name use the following filename

structure:

‘Pid-ODPstage-YYYYMMDD-Document’, where:

o fid: Represents the ID assigned to the project.

o ‘stage’”: ODP stage in which the meeting takes place.

e YYYYMMDD: Date when the meeting takes place.

e Document: Use ‘Agenda’ or ‘Minutes’ depending on the type of document.

4. If the document or URL is consider a good reference for readers, attach it or mention it in page “Pid-
References”.
7.14 Example: How to attach and link to attachments

Attaching the new Agenda “P0001-ODP1-20140814-Agenda” to Project P0001, stage ODP-1.
Follow similar steps to attach Minutes of a meeting.

Go to page “P0001-Meetings”.

Select Tools from the upper right menu.

Choose Tools > Attachments.

Choose Browse and navigate to the file (“P0001-ODP1-20140814-Agenda”).
Select the file and click Open.

Add a descriptive comment for the file (optional).

Choose Attach.

Nou,hwnNpeE

I » [ 140814 P0001-DDP1-UNECE Heslthcare PPP Policy Agenda. pdf I 9kB “laudio Meza Aug 12, 2014 10:10 p0007| [agenda (odpl| » 140814 Agenda View | Properties | Remove

Attach File

Upload file | Chooss File | No file chosen
1 Health polic omment

P0001-Mestings
Attach

Drop files here to attach therr

8. Go to page “P0001-ODP1-Meetings”.

9. Select Edit from the upper right menu.

10. Go to the relevant cell and fill-in with content: date, place of the meeting.
11. In column “Agenda” enter ‘Agenda’

12. Select word ‘Agenda’.

13. Click Link on the editor toolbar.
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(#l) Spaces People  Create

PPF Projects / Pages /... / Health policy /
PO001-ODP1-Meetings

Paragraph - B | I | U|A ™%~ o I = = r | = | i Table - + Insert - m - Q s ?

P0001-0DP1-Meetings

Date Place Agenda  Minutes

I 2[]14-[]8-14" Conference call " Agenda I Minutes

2014-09-18  Conference call

& Restricted | @ Attachments | S Labels What did you change? # Notify watchers Preview Cancel

14. Select one of these options:

Search — to search for and link to the file attached to “P0001-Meetings” page.

Attachments — to link to the file “P0001-ODP1-20140814-Agenda” attached to “P0001-Meetings”
page.

For more tips see https://confluence.atlassian.com/display/CONF51/Linking+to+Attachments

15. Click Insert to add the link.
16. Choose Save.

Ry : fsslablzalhR0lCY # Edit [2 Share ¥ Tools -
PPP Projects 5 L 2!
@ : |P0001-ODP1-Meet[ngs |

SPACE SHORTCUTS & U 1 Added by Claudio Meza, last edited by Claudio Meza on Aug 12, 2014 (view change}

Here you can add shertcut links to )
the mast important content for your Date Place Agenda Minutes
team or project. Configure sidebar

2014-08-14  Conference call Agenda Minutes
£* Space tools 2014-09-18  Conference call

# Configure sidebar

3 Health policy ﬂ Write a comment

P0001-0DP1-Meetings

No labels #

+ Create child page
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