
Manual for Internal Webpages 

1. You have an associated user profile, which has already been inserted into the website.  

Please, access the following password recovery URL https://www.hbm4eu.eu/wp-

login.php?action=lostpassword 

With this URL, you’ll define your 

password to access the internal area 

and, consequently, the work package 

webpages.  

 

Type your e-mail address as the 

username and click “get new 

password”. The system sends you an 

email with instructions on how to 

create a password.  

 

 

 

 

2. After you have your password, you can access the webpages and try to upload files. You can 

see how the categories work, and how they serve to distribute the documents by the 

relevant work packages. Login via “INTERNAL WEBPAGES” button on www.hbm4eu.eu  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://www.hbm4eu.eu/wp-login.php?action=lostpassword
https://www.hbm4eu.eu/wp-login.php?action=lostpassword
http://www.hbm4eu.eu/


You will be able to view all the relevant folders for your user account, view the documents included 

in each one and download those documents, but you will only be able to upload documents to the 

folders to which you have permission.  

 

1. Navigate on the left hand menu, get familiar with the structure and see if you can view and 

download the files that have been uploaded to the website so far.  When you navigate to a 

pillar or work  package, the central area of the website will show the files that are available 

within each one. Register any observations you might have.  

 

2. Test the upload of documents. To do this: 

 

2.1 Click on Add Item to Work Package 

 

 
 

 

 

 

 

 

 

 

 

 

 



2.2 You will notice that the central area of the website changes to an upload center. 

 

 
 

2.3 Fill the Title and Version fields. If this is the first time you’re uploading a given 

document, insert “1” on version. 

 

2.4 Click on Select Files. A window will pop up, allowing you to browse through your 

computer’s directories and select which file you want to upload. File formats allowed 

include .zip, .doc, .docx, .pdf, .jpg, .ppt, .pptx and a few others. 

 

2.5 Then it’s time to select your category. This is where your permissions will become clear. 

You will see that you only have permissions to the folders to which you’re attached. 

Permissions work as a top-to-bottom tree: if you’re a Pillar leader, you’ll be able to 

upload files to that Pillar, as well as to its underlying Work Packages and Tasks. If you’re 

a Work Package Leader, you’ll be able to upload to your WP and to the underlying Tasks, 

but not to the Pillar. If you’re a Task Leader, you’ll be able to upload files to your task, 

but not to any other task, and not to any work package or Pillar. Please keep this in mind 

while testing, and make sure that your permissions are correctly attributed. Register any 

observation or difficulty you might have at this stage.  

 

In the case of the user simulated below, the user has permission for Task 10.5, but not 

Work Package 10 nor Pillar 2. As a result, he can see Pillar 2 and WP10 but he can’t 

upload to them. 

 



 
Select the category you want. 

 

2.6 In the description field, insert a short descriptive text about the file you’re about the 

upload. 

2.7 If you have no Notes or References to upload, you can skip to the Agreement. It’s 

mandatory to check the Agreemeent, or you won’t be able to move forward. 

2.8 Click “Add”. 

 

Your file should now be up for other users to find.  

Files uploaded by a specific user may be deleted by that user on “My Work Package Files”.  

 

Please view the different folders, try this process a few times, uploading to different folders and 

levels of category (if applicable), explore other functions and let us know your feedback.  

Thank you for your time! 


