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1. Introduction 
This EFSA Extranet Policy Paper wants to provide information on the Advisory Forum Extranet and highlight key points that need to be decided on. The EFSA Extranet will be EFSA’s ultimate communication link with Member States through the Advisory Forum, with the Management Board and Stakeholders. At this moment the EFSA Extranet has three existing and functioning user groups (AF, Comm. WG and IT WG) but this paper will focus mainly on the Advisory Forum Community of the extranet as this is in the greatest need of further development. Whereas the Comm. and IT WG already make use of the application, the Advisory Forum started using the extranet actively only in December 2005 for the up- and downloading of documents related to the AF Meeting in London (Nov. 2005) and in a restricted area of the EFSA Extranet exchange on the documents transmitted to EFSA by the Ramazzini institute concerning their studies on aspartame has taken place. 
Lately EFSA has also uploaded documents for the Advisory Forum concerning Avian Influenza.

The EFSA Extranet is a system under the responsibility of EFSA, the extranet’s content management and related technical support will be carried out by EFSA’s helpdesk. 
2. Definitions of existing extranet systems
2.1 EFSA Extranet
The European Food Safety Authority (EFSA) has a consultative body called the Advisory Forum made up of representatives from each of the Member States’ national food agencies or other national authorities with a remit similar to that of EFSA, it is chaired by EFSA’s Executive Director. 

In September 2003, the Advisory Forum established the Information Technology Working Group to consider the practical aspects of building IT links between EFSA and Member States national agencies. Chaired by EFSA Head of IT, the IT Working Group is tasked with conducting projects that facilitate information interchange and communications between Advisory Forum members.

Following the creation of the Communications Working Group in November 2003, members of the Advisory Forum discussed their information objectives, and in particular the nature of the information that should be shared, the subject areas, and the type of communications required. 

A summary of these discussions was provided as input to the IT Working Group for its April 2004 meeting. Following further debates, the EFSA recommended the creation of an Extranet. This recommendation was endorsed by the Advisory Forum during its 11 June 2004 meeting taking into account that the EFSA Extranet would serve a wider purpose than the Advisory Forum. During the second half of 2004 and throughout 2005, EFSA proceeded to purchase software and services for implementing this Extranet.

The EFSA Extranet is primarily intended to share documents and other information which is not yet released for public access.
2.2 EFSAnet

EFSA’s core activity is to provide independent scientific advice on food safety issues throughout the food chain. Through its own scientific expertise and the work of its Scientific Committee and eight (shortly nine) Expert Panels, EFSA provides risk assessments on all matters linked to food and feed safety, including animal health and welfare and plant protection.

The Panels are made up of leading independent scientists coming from all over Europe and even in a few cases from beyond Europe, and were appointed following an open call for expressions of interest. The Scientific Committee co-ordinates the work of the Panels, proposes common methodology and guidance in carrying out risk assessments, and addresses transversal issues common to all Panels (for instance, exposure assessment). It is especially used for the authorization of assessment.
To facilitate the work of the scientific panels, EFSA built an online collaborative space called EFSAnet, where internal and external members of an individual panel can share documents related to the processing of scientific questions. 

EFSANet is implemented on OpenText LiveLink. It is currently composed of 8 workspaces (one for each of the 8 panels) accessed by logged in users. The access rights and privileges of external scientific experts are managed by EFSA staff. EFSA Scientific Panels have found EFSAnet very helpful but also expressed a need for several improvements in terms of functionalities, usability and support. As these improvements are not technically feasible in the “patchwork” of the ESFSAnet conglomeration, in due time, the EFSAnet functions will be incorporated into the EFSA Extranet.

The panels that use the EFSAnet most intensively are the panels on GMOs, Feedap and the Task Force on Zoonosis.
3. User Groups
3.1 Advisory Forum 
From the beginning there was a clear need for an application to facilitate the exchange of not publicly available information between EFSA and the Member States. Such a system was developed and launched in December 2005. All accredited users received a password and instructions on how to log in.
At the moment the user when he logs on comes to a page that includes information on the Advisory Forum Community documents, community projects, community announcements, meeting registrations and a general list of meetings.
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This homepage contains five main sections:
General information and notifications: Managed by EFSA, contains latest information or any alerts

Community Documents contains the most recently uploaded documents. Documents that are added to project folders or uploaded into other areas of the system automatically appear here to alert users. 

Community projects are projects that are ongoing in the AF user group, this section is useful because it allows users to upload documents relating to a specific project, users can also subscribe to the section in order to keep up to date on a specific project. Users can also notify colleagues via the notification tool, this allows them to select those project team members they would like to notify and generate an e-mail notification.

Furthermore, it is possible to view a list of meetings that are coming up and register for these online.
It is also possible to create and edit a discussion on certain topics. So a member of the Advisory Forum or an EFSA member is able to insert documents on the EFSA Extranet and then create a discussion on this document. The system allows for a number of discussions to carry on simultaneously.

It is possible to download a discussion for future reference onto one’s system.
Search: There are three possibilities to search for documents:

1. Normal Search: Search all types of objects (documents, document folders, communities, etc...) in the Extranet. The search performs a full text search on the documents that are placed on the extranet. 

2. Advanced Search: As the name indicates allows a more performing search with multiple keywords (any or all) and selection on types of objects searched (e.g. could search only user or only documents). Criteria can be used also to refine search on specific conditions on the objects properties (e.g name of objects searched that contain "aspartame").

3. Federated Search: Federated search allows searching using different search targets; this means we can set the portal to search on the portal, through google and on the FSA website for example. In this case you can say that searching through the google search as well not only adds a target but adds a search engine.
3.2 Advisory Forum Communications Working Group

The AF  Working Group on Communications started in 2004 with a pilot version of the Extranet, mostly for the information on meetings of the WG and for the registration. Agenda’s, minutes and the related documents were placed on the Extranet by EFSA. The members of the WG used the Extranet also for the registration to meetings, giving also information on the time of arrival. For every meeting the Member States fill in a template form on key issues of communication on food safety in their countries. 

In 2005 the Task Force on Crisis Communication Requirements concluded that for the exchange of information on urgent communications issues (which could lead to a crisis) the Extranet could be an excellent tool. Requirements for the structure of the Extranet portal for the Communication Community were formulated. With the new version of Extranet the Communication Community is exchanging the usual information regarding meetings, but also documents on urgent communication issues and information on press releases , which are released by members of the AF WG on Communication.

3.3 Advisory Forum IT Working Group

The Information Technology group has been created to identify ways of using IT tools to support information exchange and collaboration among the EU food safety network, created by EFSA and its Advisory Forum. Under consideration are links between websites, tools for document sharing and construction of a common repository for scientific and technical information.
EFSA’s IT Department and the IT working group have collaborated closely during the last two years and set up together two major tools serving the objectives described above: The EFSA Extranet (which is discussed in this document) and the Videoconference. The ITWG is meeting several times a year, 3-4 are actual meetings and the remaining ones are virtual meetings. Most of these meetings have been organised using the Pilot Extranet (started in July 2004). 
4. Future User Groups
4.1 Scientific Committee, Panels, Task Forces and Standing Expert Committees


Currently, EFSA is using the EFSA Extranet to share documents with the expert group members; it is planned to migrate the EFSAnet to the EFSA Extranet on the same technology. 
Each panel will have its community on the EFSA Extranet with a certain area accessible only to the Panel members.
4.2 Management Board 
The Management Board is constantly in need of receiving many documents, the EFSA Extranet could be a way of exchanging these in an easy and efficient way. This can be further evaluated in the future.

4.3 EFSA Stakeholders
The EFSA Extranet could also be used for the stakeholders in order to view documents and discuss these. To be evaluated in the future.
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5. Legal Issues

5.1 Copyright 

On advice from the Legal department two notices were placed on the first page of the extranet, one concerns copyright and the other concerns a disclaimer on the contents of the extranet, they say:

“All persons reproducing, redistributing, or making commercial use of information on this page are expected to adhere to the terms and conditions asserted by the copyright holder. In case the copyright is owned by EFSA reproduction is authorised, provided the source is acknowledged, save where otherwise stated. Where prior permission must be obtained for the reproduction or use of textual and multimedia information (sound, images, software, etc.), such permission shall cancel the above-mentioned general permission and shall clearly indicate any restrictions on use.”
Disclaimer on the contents of the page:

“In legal terms the European Food Safety Authority can accept no responsibility or liability whatsoever with regard to the information on this site. Users are responsible for the lawfulness and lawful use of information provided or acquired via this website. In this context special attention is drawn to respective obligations on confidentiality and data protection that may apply to certain pieces of information.

Please note that with regard to legislative texts reproduced on this site only the text published text in the Official Journal of the European Union in the reference language is deemed authentic.

It is our goal to minimize disruption caused by technical errors. However some data or information on our site may have been created or structured in files or formats that are not error-free and we cannot guarantee that our service will not be interrupted or otherwise affected by such problems. The European Food Safety Authority accepts no responsibility with regard to such problems incurred as a result of using this site or any linked external sites.”

5.2 Confidentiality
Another important question concerns confidentiality and especially how to ensure that it is maintained whilst enabling experts to share the information that he/she gets from the extranet with colleagues and to ensure that his/her colleague is also subject to the EFSA confidentiality obligations whilst he has no direct working contact with EFSA.
The most secure and preferable form a legal point of view is to ensure that each individual with whom the information is shared is known by EFSA and has signed a individual CU with EFSA. Such scheme would need to be developed in detail with the Legal department.
6. Extranet Structure and Content Management
6.1 General Structure of the EFSA Extranet
Communities: The “EFSA Extranet” is currently divided in three main communities; the Advisory Forum, the Communications Working Group and the IT Working Group. A community is a collaboration space for a specific group of users. This group of users share this space to collaborate on well defined projects.
Groups: There are currently 3 main types of users on the EFSA Extranet these are the Advisory Forum Group, the Communications Working Group and the IT Working Group. There is obviously a one-to-one relationship between these groups and the above mentioned communities. 

	Advisory Forum Community
	AF Communications Working Group
	IT Working Group Community

	Advisory Forum Main Users Group
	AF Communications  Main Users Group
	IT Working Group  Main Users Group


Figure 5.1: One to one Community-Groups relationship.

Each main group is subdivided in “sub-groups” following the same division scheme.

	Advisory Forum

	AF Official Members (MS)
	AF Collaborators (MS)
	EFSA staff
	EC staff
	AF EFTA Members
	AF PHARE Members




Figure 5.2: Subdivision of the main groups. 
Projects: The projects are the base units for collaboration. The projects are composed of “content items” which are: documents, discussions, events and tasks. For simplification purposes the projects in the EFSA Extranet contain only documents (and sometimes discussions). Projects belong generally to one specific community or in other words: one project belongs to one of the main user group. However a specific project can be shared between different groups of users, an example for this is the “videoconference project” that was shared between the ITWG and Communications Working Group.
Folders and documents:  Each project contains a folder/document structure (like a folder/document structure found in Windows). This folder structure allows classifying documents by category (note that these documents belong to one given project).
In order to simplify the use of the extranet, it is proposed to indicate all projects directly on the first page (instead of using the folder structure which makes it necessary to go through a second page before coming to the page concerning the specific project a user is interested in). 
Community Documents contains the most recently uploaded documents. Documents that are added to project folders or uploaded into other areas of the system automatically appear here to alert users. This is useful because users can see immediately which documents are new in the system. Attention is needed though, because it is possible to upload documents directly into this area which means that they are then not associated to any particular project. This box should be only used to view the latest documents, for uploading documents users should always enter the specific project. (This will be further specified in the filing policy).
It is proposed to include a new section on the AF homepage and use it for Communications from National Authorities. These communications could regard change of addresses, new members, presentation of institution etc
6.2 Users Accounts and Access permissions

Confidentiality: Specific documents placed on the extranet can be confidential and should be accessed only by authorised groups of users. To ensure confidentiality of documents users accessing the EFSA Extranet must be “validated” as authorised users (no conflict of interest) and confidential documents must be placed in the relevant confidential area of the Extranet. These two constraints are discussed below.
Users Accounts creation procedure: 
To ensure that users created are authorised users the following procedure can be applied:

Step 1: A form is placed on the extranet and is available only to currently existing users of the extranet.

Step 2: An authorised user of the extranet fills in the form which is a demand for a new user. The EFSA Extranet user fills in First Name, Last Name, contact information (e-mail,…),Target Community, Role and reason for adding this user (additional fields could be added of course). This step ensures also that an existing user of the EFSA Extranet is taking responsibility for introducing a new user.

Step 3: Helpdesk is notified by mail when the form has been filled in by a user and transmits the information to the target Department (responsible for the EFSA Extranet matters) and Helpdesk replies to the user requesting account for new user that demand is being processed.

Step 4: Target department accepts or refuses the demand (EFSA is taking responsibility to add user) and replies to helpdesk.
Step 5: Helpdesk creates account and sends information by e-mail to accepted user or sends refusal by e-mail with reason. 

Users Accounts deletion procedure:
Step 1: EFSA provides form (could be the same as creation form) on the EFSA Extranet for users to be deleted from the Extranet.

Step 2: User himself (or MS collaborator) is required to update EFSA on the suppression of a user by sending e-mail to EFSA and ensure they receive a reply.

Step 3: Helpdesk removes the user from the extranet and notifies the concerned department of EFSA. 

Access permissions on documents:  
There are currently two “axis” of permission levels the first one is the “Community axis” (Advisory Forum, AF CWG, IT WG..) and the second one is the “Organisation/role axis” (MS Official, MS Collaborator, EFSA staff, EC staff, EFTA countries, Phare countries).
Access to areas (projects and communities) of the Extranet must be allowed depending on both axes. (An Advisory Forum Member of EFSA has obviously more rights than a ITWG technical collaborator of a Phare country). Note that users will only be allowed rights on the EFSA Extranet through group membership, no individual rights should be accepted unless inevitable.
6.3 Content Management

Taxonomy
As stated earlier there are different types of content classifications/definition.

Access level: public (any user can see) and confidential (at least one group of user cannot access this content).

Location: Project and folder to which the document belongs (also linked to Access Level).


Naming: Standard naming conventions must be established to easily identify key “features” of a document added by a user.
Filing criteria: It needs to be decided where to include documents depending on the type of document. Once a clear filing criteria system has been established it will also be easier for EFSA to give the users guidelines on how to proceed when they upload documents. On the other hand it will make it easier for the users to find documents or add documents on the EFSA Extranet.
Format of documents:  The extranet supports any kind of document, it is recommended though not to use any less common formats as this would not allow all users to view documents. It is also recommended to avoid pdf files as forms because then a standard user must have Acrobat Writer(not standard) to fill in the form.   

Content Added by users (and related trainings)
Users are responsible for the content they add on the extranet and should be trained to avoid mistakes due to a lack of technical understanding of the Extranet’s structure and functionalities. It is also important to promote direct use of the EFSA Extranet by users (rather than delegation to a collaborator) as the intent of the EFSA Extranet is “immediate” collaboration between users on an online collaboration platform.  

Training for users in various departments in EFSA needs to be organized.

It is also proposed to carry out a short training session during an AF meeting and allow members to ask questions.
Alternative: It could be decided to upload documents centrally for the beginning. This would guarantee that the system remains tidy and filing and naming policies are respected.

Extranet Administrator (trainer)
An Administrator should be designated to update the common content of the EFSA Extranet, change the content display, add functionalities required by the CSC, add/remove “complex” content like surveys or registration portlets, make sure content is adequately located and named, search ways of improving taxonomy, train users, etc… . 

A central administrator on the EFSA Extranet is required to handle all types of tasks that cannot be handled by single users (or department “administrators”/main users) and that do not fall under Helpdesk’s assignments.
6.4 Roles and responsibilities on the EFSA Extranet 
Context: The EFSA Extranet involves several departments of EFSA and many external national authorities. The above mentioned organisations are represented by EFSA Extranet users (official members or collaborators). All actors involved in the EFSA Extranet share responsibility on different levels: EFSA’s extranet management, EFSA’s Dept, MS authorities, etc…    

Roles and responsibilities: 
	Organisations and users 
	Roles and responsibilities

	Management Team


	Overall management of the project and EFSA Extranet structure and policies applied.

	EFSA Extranet Community Board: Members of MT, Legal Officer, Extranet Coordinator, Community Coordinators, IT Administrator and Content Editor
	Committee in charge of supervising technology changes upgrades and its implementation

	EFSA Extranet Coordinator

Lesley Koschel
	Person in charge of coordinating all ongoing activities in the various communities in order to guarantee common approach, driver of setting up new communities. Member of the EFSA Extranet Community Board.

	Community Coordinators:
Jan Bloemendal AF

Irene Van Geest AF COMM WG

Thierry Beniflah AF IT WG
	Persons in charge of coordinating all ongoing activities in a certain community. Responsible for decision on creation of new accounts. Overall responsibility that filing and naming policies are respected in that community. Member of the EFSA Extranet Community Board.

	IT Administrator

Stephen Bol
	User account management (creation, update, deletion), solves internal/external user problems, user support, sets permissions on content, ensues correct functioning of system. Member of the EFSA Extranet Community Board. 

	Content Editor

tbd
	Content editing and content creation, creation of structure and new folders, development and communication of filing and naming policies, add surveys (if requested). Member of the EFSA Extranet Community Board.

	Helpdesk
	Resolve user’s difficulties problems encountered whilst using the Extranet.


6.5 Possible barriers to a fully functional EFSA Extranet
There are various scenarios that would result in a not fully functioning EFSA Extranet, these scenarios should be discussed and solutions should be found in order to avoid any problems at a later stage. These issues need to be discussed together with the AF members.
1. An AF member himself may not take responsibility for distributing documents therefor some experts in Member States are not able to be fully active.

2.  An AF member may not be the correct person to deal with a subject matter (because it belongs to a different ministry in that country. This would mean that the documents don’t reach the correct people and an interesting exchange cannot be accomplished
3. Some AF members are very active but there are others who could be interested for example in animal health and plant welfare but who have never met with us. It should be discussed if they should also get access to the EFSA Extranet
7. Annex

7.1 EFSA Extranet: Groups and Permissions

Following a proposal which states that there is a difference of access between member groups (Advisory Forum, AF Collaborators, EFSA, EFTA Members, PHARE Members). Each group could have its own section where only their members can have access. It needs to be decided which user group has access to which area of the extranet. At this moment every user has the same permissions.

Proposal of permissions for access to the EFSA Extranet group

	MAIN GROUP
	SUB GROUP
	ACCESS LEVEL
	ADVISORY FORUM PUBLIC
	ADVISORY FORUM RESERVED
	AF COMWG PUBLIC
	AF COMWG RESERVED
	AF ITWG

PUBLIC 
	AF ITWG

RESERVED

	Advisory Forum 
	AF Official Members (MS)
	
	Access
	Access
	Access
	No Access
	Access
	No Access

	
	AF Collaborators (MS)
	
	Access
	Access
	Access
	No Access
	Access
	No Access

	
	EFSA Executive Director, Deputy and Secretariat
	
	Access
	Access
	Access
	Access
	Access
	No Access

	
	EFSA International & Institutional Affairs
	
	Access
	Access
	Access
	No Access
	Access
	No Access

	
	AF EFTA Members
	
	Access questioned
	No Access
	Access  questioned
	No Access
	Access  questioned
	No Access

	
	AF PHARE Members
	
	Access
	No Access
	Access
	No Access
	Access
	No Access


	MAIN GROUP
	SUB GROUP
	ACCESS LEVEL
	ADVISORY FORUM PUBLIC
	ADVISORY FORUM RESERVED
	AF COMWG PUBLIC
	AF COMWG RESERVED
	AF ITWG

PUBLIC 
	AF ITWG

RESERVED

	Com Working Group
	AFCWG Official Members (MS)
	
	Access
	No Access
	Access
	Access
	Access
	No Access

	
	AFCWG Collaborators (MS)
	
	Access
	No Access
	Access
	Access
	Access
	No Access

	
	EFSA AFCWG

Official Members
	
	Access
	No Access
	Access
	Access
	Access
	No Access

	
	EFSA AFCWG

Collaborators
	
	Access
	No Access
	Access
	Access
	Access
	No Access

	
	AF EFTA Members
	
	Access questioned
	No Access
	Access questioned
	No Access
	Access questioned
	No Access

	
	AF PHARE Members
	
	Access
	No Access
	Access
	No Access
	Access
	No Access


Proposal of permissions for access to the AF Communication WG

Proposal of permissions for access to the AF IT WG

	MAIN GROUP
	SUB GROUP
	ACCESS LEVEL
	ADVISORY FORUM PUBLIC
	ADVISORY FORUM RESERVED
	AF COMWG PUBLIC
	AF COMWG RESERVED
	AF ITWG

PUBLIC 
	AF ITWG

RESERVED

	IT Working Group
	AFITWG Official Members (MS)
	
	Access
	No Access
	Access
	No Access
	Access
	Access

	
	AFITWG Collaborators (MS)
	
	Access
	No Access
	Access
	No Access
	Access
	Access

	
	EFSA AFITWG

Official Members
	
	Access
	No Access
	Access
	No Access
	Access
	Access

	
	EFSA AFITWG

Collaborators
	
	Access
	No Access
	Access
	No Access
	Access
	Access

	
	AF EFTA Members
	
	Access questioned
	No Access
	Access questioned
	No Access
	Access questioned
	No Access

	
	AF PHARE Members
	
	Access
	No Access
	Access
	No Access
	Access
	No Access


7.2 Creation of extranet editor 

To date there has been no central figure with ‘global’ responsibility for content management and the IT aspects of the system.  Currently working groups have some content editing responsibility, some members upload documents (some don’t as a result of lack of training/knowledge) but the major work of content creation and IT administration is still being carried out by IT with support from Helpdesk. From January 12 2006, IT was due to stop work on the application - apart from tweaking some remaining transition issues. Transition does not include user queries, content uploading, new folder creation or any other work related to the daily functioning of the application. The lack of a figure with ‘global’ understanding of the application in terms of content creation and IT administration seriously impacts the Extranet’s ability to improve exchange of information among members. 

The extranet editor role can be split into two key areas: Content editing and content creation and IT administration. 

TASK 1: Content editing and content creation

Traditional web editing job, mostly editing and concept work with some basic technical knowledge to change some visual output elements. 

Key skills: Document drafting skills, understanding of usability principles, editing skills, knowledge of websites and related information architecture
1) Create main folder taxonomy (structure) and create new folders

· set permissions on content

· check and test correct permissions settings

2) Develop naming conventions and coordinate with community coordinators and extranet coordinator on promoting the naming conventions

3) Develop Standard Operating Procedures and coordinate with community coordinators and extranet coordinator on promoting the naming conventions

4) Content editing of general areas

· Editing general content on Login page

· Editing general content on Help section

5) Help users to place content

· upload files/folders for users not familiar with EFSA Extranet (only if new members who have not had training) 

· Upload files/folders instead of user if user is having a connection problem.

6) Add meeting registration forms

· Create meeting registration form

· Administrate and update meeting list 

7) Add surveys/polls (when required)

· Create specific surveys/polls on demand of department.

·  Administrate and update surveys.(this knowledge could be transferred to departments key users)

8) Answer general queries on content placement and posting from members

9) Provide general advice to members

10) Assist with basic training

TASK 2: Extranet IT administration

Technical job mostly focusing on user account management and good understanding of the Plumtree application which controls the EFSA Extranet.

Key skills: Content management system knowledge, IT knowledge

User account management

2) User Account Creation 

· confirm account creation

· confirm user information or request additional

· create account 

· communicate to user

3) User Account Update

· Modify existing account 

· Reset password

· Add/remove from group

4) User Account Deletion

· track users accounts to add all authorised users

· track users accounts to remove obsolete accounts

· Implement form system on Extranet for user creation/deletion

· check accounts are well configured

5) Internal/External User problems with the system 

· connection problems

· accounts info lost or not received

6) User support

· Help users find information

· Advise user on proper usage of extranet

· Provide users with “custom” training/support

7) Design user groups structure 

· draft structure is designed

· final/updated structure to be implemented if needed 

8) Set permissions of groups on content

· Permissions are set “on the fly” (for the moment because we have to design structure of content)

· permissions are set based on specific demands (rather then integrated in a global permission structure framework)

9) Liaise with extranet coordinator to coordinate technical/Legal/user issues
10) Technical Administration
· Ensure system is working properly (DB, servers, services,… )

· Availability of all functional features

· Restart procedures in case of system failure

· Upgrades and changes integration/coordination

· Removing portlets and features

11) Providing technical advice to editor
12) Organizing training with editor for members
7.3 Filing Conventions on the EFSA Extranet
In order to ensure a logical folder structure on the Advisory Forum Extranet interface, the following project folders need to be created:
	Advisory Forum Meeting Documents

	Reserved Area

	General EFSA Issues

	General National Authorities Issues

	AFC  (Food Addititives, Flavourings, Processing Aids and Materials in contact with Food)

	Feedap (Additives and products or substances used in animal feed)

	Biohaz (Biological Hazards)

	AHAW (Animal Health and Welfare)

	Contam (Contaminants in Food Chain)

	PRAPeR (Pesticide risk assessment peer review)

	GMO (Genetically modified organisms)

	NDA (Dietetic products, nutrition and allergies)

	Other


Members of the Advisory Forum are well acquainted with the Panels and their work so that this structure would make filing and finding of documents easy for them. This structure will also facilitate future working with the EFSA Extranet when the science community and its panels will be merged to the system.

Under the Project “General National Authorities Issues” AF Members can chose to place f.e. presentations on their authorities (like the one presented during the AF Meeting in Prague by the Ministry) or news concerning their authority.

When a subject is not allocated to a panel, AF members can place the documents concerned under ‘Others’. 

In any case, EFSA staff will be available to help members on where issues should be placed.

In order to easily identify the latest updated documents, the section on the homepage containing these should remain. Members must use this section only for reference and try to avoid uploading documents through this section until they are confident with the system. All new documents must be uploaded to the relative project folder using the established naming conventions.

At the moment there is no further need for subfolders although there might be a future need to create reserved areas in each folder. 

7.4 Naming Conventions on the EFSA Extranet

Never use CAPITAL letters when naming documents

No spaces between words. Use the “_” (underscore symbol – keys to press: Shift and the minus)

	How to name a document to be uploaded on the EFSA Extranet

	Use acronym of panel or chapter, topic of document (for example benzene), name of institution uploading (for example efsa), language (preferably English), date of publication on the extranet, number 

Thus:

afc_benzene_efsa_en_20_3_06_01.pdf

ahaw_avianinfluenza_bfr_en_14_02_2006_01.doc




	Glossary

	afc  Food Addititives, Flavourings, Processing Aids and Materials in contact with Food

	feedap Additives and products or substances used in animal feed

	biohaz Biological Hazards

	ahaw Animal Health and Welfare

	contam Contaminants in Food Chain

	praper Pesticide risk assessment peer review

	gmo Genetically modified organisms

	nda Dietetic products, nutrition and allergies


	Language

	en (English)

	fr (French)

	English is the preferred language for documents to be place on the EFSA Extranet, but if one country cannot produce the translation and the matter is urgent it is preferable to have the document shared in whatever language it is in then to wait for the translation.


7.5
Key Decisions

1. Agree on policy of naming documents 

2. Agree on Filing Policy (where should which documents be placed) 

3. Permissions (based on annex 6.1 and also described in 5.2) - not all users should see the same documents, it should be decided as soon as possible who has what kind of permissions. 
a. To be decided: AF Community sees all documents in Communications and IT WG but the other communities (Communications and IT see only their own community).  to EFTA and PHARE users but it should also be discussed who inside the various departments should have access to which community projects.
b. To be decided: What about PHARE and EFTA users

c. EFSA internal decision: Access for members of various departments to the various communities

4. Involvement of AF members and alternates as contribution with documents to the EFSA Extranet
5. Direct access of EFSA Extranet to all Member State organizations with similar remit to EFSA

6. Creation of new users (as described in 5.2), decide on policy of creating new users
7. Clarify the aspect of returning the password when changing the working relationship which initially was linked to being granted access. 

8. Appropriate resources for the functioning of the extranet

Community projects








General information, Notifications





Box for community discussions





This contains all the most recently updated documents





Information on meetings and possibility to register to these
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