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Summary 

The document presents the objective, development and use of the private online document 

sharing system within the Ph2otogen project. 

Keywords 
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1. Introduction 

1.1 Purpose and target group 
Microsoft Teams is a platform designed to support collaborative work online. The features in 

the app allow sharing project documents within the consortium and support the compliance 

of the quality management of the deliverables. This output is part of Task 8.1 “Project 

coordination & governance”. 

1.2 Contribution of partners 
The specifications of the platform were discussed and validated between the Coordinator 

(COO), TME, and the PMO, LGI. The setting up of the platform was conducted by LGI, while 

TME contributed to the structure of the folders and the definition of the distribution lists. The 

regular update of the platform is ensured by both LGI and TME. 

2 Presentation 

2.1 Platform specifications 
The platform used in the project is a Microsoft Teams named “PH2OTOGEN”, has been set up 

and maintained by LGI and released online in January 2024. The structure and features were 

presented at the kick-off meeting (KOM) to all the consortium members.  

The Teams has a General Channel and one for each Work Package (WP) that each Work 

Package Leader (WPL) will manage. Each channel has a the following sections: 

• Posts 

• Files  

• Notes  

An invitation to join the Teams has been sent for all participants of the Ph2otogen project. 

The display of the General Channel is the following: 

 

Figure 1: General Channel of the Ph2otogen Teams platform 
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The folder structure is meant to facilitate the search of information and collaboration between 

Consortium partners. 

2.2 Repository of documents 
The repository of documents is arranged through a predefined structure discussed and agreed 

with the COO. The architecture can be changed upon request, additional (sub-)folders can be 

included. 

The system allows to have live cooperation in the documents and the access to all previous 

versions of the document. 

  

Figure 2: The document repository 

2.3 Workflow 
An excel file was built to support the supervision and management of project deliverables 

(DEL) and milestones (MS). It contains an overview of the state of affairs through a visual 

dashboard. 

This tool is used during each Executive Committee (ExCom) and General Assembly (GeAs) 

meeting to allow a thorough review of deadlines and potential delays. The comment section, 

to be filled after each meeting, contains the justification of any potential delays or changes. 

A contributor is allocated to each DEL and MS and thereby receives reminders from the 

PMO/COO team of the coming or past deadline. Once the document is uploaded on the Teams 

folder by the main contributor, the WPL approves or sends the document back for 

improvement with comments. Finally, the COO checks the content of the document and the 

PMO checks its format. The quality assurance process is explained in more details in the 

Project Quality Plan (D8.2). 
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Figure 3: The dashboard (example) 
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Figure 4: The list of Ph2otogen DEL 

# Title Led by Type Diss. level

D1.1 Screening of p-type semiconductors for HEP FAU R SEN

D1.2 Co-catalyst screening for HEPs CEA R SEN

D1.3 AST and degradation mechanism for HEPs EPFL R PU

D1.4 Establish optimal solar concentration of each HEP EPFL R PU

D1.5 Detailed fabrication process for HEPs CEA R PU

D2.1 Screening of n-type semiconductors for OP FAU R SEN

D2.2 Co-catalyst screening for OPs HZDR R SEN

D2.3 AST and degradation mechanism for OPs EPFL R PU

D2.4 Establish optimal solar concentration of each OP EPFL R PU

D2.5 Detailed fabrication process for OPs HZDR R PU

D3.1 Screening tandem configurations of HEP and OP NWO-I R SEN

D3.2 AST of tandem configurations EPFL R PU

D3.3 Optimisation of chosen tandem combinations NWO-I R SEN

D4.1 Report on optimal Porous sheet geometry EPFL R SEN

D4.2
Report on integration of photocatalyst Z-sheme and porous 

support
EPFL R PU

D4.3 Fabrication of large area supports for demonstrator SLX DEM SEN

D5.1 Limiting efficiencies of designs EPFL R SEN

D5.2 Modelling photoreactor design   (heat and mass transport) EPFL R SEN

D5.3 Proposal of solar concentration architectures EPFL R PU

D5.4 Photoreactor Design CEA R SEN

D5.5 Photoreactor construction and operating procedure CEA R PU

D5.6 Results of photoreactor testing CEA R PU

D6.1 Preliminary lifecycle and technoeconomic analysis TME R SEN

D6.2 Market study TME R PU

D6.3 Detailed lifecycle and technoeconomic analysis of demonstrator LGI R PU

D6.4 Business case TME R SEN

D7.1 Dissemination & Communication Plan (initial) LGI R PU

D7.2 Exploitation plan (initial) LGI R SEN

D7.3 Dissemination & Communication Plan (updated) LGI R PU

D7.4 Report on synergies, clustering activities and stakeholder outreach TME R PU

D7.5 Dissemination & Communication Plan (final) LGI R PU

D7.6 Exploitation plan (final) LGI R PU

D8.1 Online Workspace TME R PU

D8.2 Project Quality Plan TME R SEN

D8.3 Data Management Plan TME R PU

D8.4 Gender Action plan TME R PU

D8.5 Advisory Board report (intermediate) TME R PU

D8.6 KPI monitoring (mid-term) TME R PU

D8.7 KPI monitoring (final) TME R PU

D8.8 Advisory Board report (final) TME R PU
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Figure 5: The list of Ph2otogen  MS 

2.4 Contact List 
The Contact List under the “General channel” will allow partners to both search and add/delete 

contacts as needed.  

Consortium members can filter contacts in order to tackle different topics in their 

communications, such as the following: technical WPs, ExCom, GeAs, Admin&Financial, etc. A 

second contact lists is also available for the Advisory Board (AdvB). Only the relevant 

participants are contacted for each topic, avoiding both the confusion and the loss of 

information. 

An example of Contact List is shown below:  

 

 

Figure 6: User directory with distribution lists 

Each consortium member is responsible to edit and update the contact list as needed. 

 

3 Access 
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3.1 Members 
All members of the consortium partners have received an invitation to join the Teams channel 

at the beginning of the project. They all have access to the following channels: General, WP1, 

WP2, WP3, WP4, WP5, WP6, WP7, WP8.  

Members of the AdvB have a restricted access to the platform. The access is limited to the 

sole folder AdvB. 

3.2 Access rights 
Access rights are managed by the administrators of the platform, LGI, through a granular 

management of access rights. As such, different access right are allocated according to the 

role of the participants: members of the consortium, AdvB members, Workflow members. 

The process to get access to the platform starts with the invitation to join the Teams sent by 

LGI (upon request from the coordinator or any member of the consortium). 

3.3 Guidelines 
A short “how-to” guideline has been released at the beginning of the project with the aim to 

help and support the consortium members in the use of this collaborative platform. 

This guideline is annexed to this deliverable (cf. Annex 1). 

 

4 Conclusion 

The online collaboration platform is used to make the management the project easier. It allows 

controlled version tracking of deliverables in a well-defined workflow and submission system, 

it provides access to materials such as templates or minutes, and makes reporting and follow-

up on efforts smoother. 

This deliverable aims to illustrate the platform specifications. 
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5 Annex 1: online workspace how-to 

 

Ph2otogen online workspace 

A short how-to 

What does it do ? 

Microsoft Teams is a platform, designed to support collaborative work online. The features in 

the app allow members to stay informed, organized and in communication. The app also 

allows the storage of documents, which can also be used for collaborative work, facilitating 

the follow up of the deliverables status and their compilation 

How do I get to it? 

As a first step, if your institution is not a user of Microsoft Teams, create your own account 

using your institutional email by accessing the website and following in the sign in instructions: 

https://www.microsoft.com/es/microsoft-teams/log-in 

After creating your account or using your institutional account you should receive an invitation 

from LGI to join the Teams. All you need to do is click on the link included in the email and the 

Teams will be added to your account automatically. If you cannot find your invitation, check 

your spam folder, and if this doesn’t work, get in touch with the Project Management team. 

Once you add the teams you will be able to access and see all the different channels and 

resources shared.  

How do I use it? 

The main general channel looks like this:  

 

Figure 7: The main general channel  

https://www.microsoft.com/es/microsoft-teams/log-in
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To the right, you will find three main sections in the channel: (1) Posts, (2) Files and (3) Action 

list. Further instructions on how to use each section below.    

The Posts 

This section should be used to share important messages and reminders to the entire 

consortium or Work Package partners. This communication will be visible to all partners and 

can be revisited at any time. In order to communicate directly with a partner, or certain partners 

in a message or response, use the sign “@” and follow by typing the name or names of the 

partners.  

 
Figure 8: The Post view 

The Files   

In this section under the General channel you will find the project documents arranged in a 

predefined structure. You can click on any folder to see what is contained within. 

In this folder view, you can select any file to see a preview. To download the file you click on 

the right three dots on the right and choose download.  

Under the General channel, documents in display are final and should not be edited unless 

instructed. The only exception is the contacts file, which should be updated if necessary. The 

Deliverables folder under the General channel should be used only to upload final versions to 

be submitted to the EC.  
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Figure 9: General Channel Files view 

The management and organization of the file section of each WP is under the responsibility of 

the WPL.  

Notes  

This section is intended to help with the management of the project and to facilitate 

collaboration. Partners are invited to consult this section after each meeting in order to review 

the notes, follow up actions and decisions made.  

The management of this section under each WP channel is the responsibility of the WPL.  

 

 


