VDMA Collaboration Guide for Participants
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1. How can | participate?
1.1. Invitation

If you are invited to join a VDMA Collaboration Committee, you will receive an invitation by
email. Since a myVDMA account is required for the collaboration, in this invitation you will
find a link to the collaboration page (1) of your committee and also a link to the myVDMA
registration (2) on the VDMA website. In case you do not have a myVDMA account yet, you
have to register first. If you already have an account, you can directly follow the link and go
to the committee page. Now you only have to log in to have full access to all areas.

Committee

Invitation

Dear Mr. Abbitt, you have been added to the committee Collaboration Working Group
Compliance and can now use the committee functions.

To use the full range of functions, you can log into the commitiee page in the myVDMA portal. If you

do not yet have myVDMA access, you can use the second link to register.

The following and other services await you:
» Document filing for download
= Participant list with contact infermation

«  MS teams collaboration

To the committee page To myVDMA registration

Please adhere to the communication rules in the commitiee collaboration. By using the VDMA portal

"myVOMA”" you accept the compliance and data protection regulations.

More information:
The committee area of the Microsoft Teams collaboration environment can be found here and on the

commitiee page. Login to myVDMA is required.

The VDMA: picneering - practical - powerful!

i facebook @ Linkedin W Twitter B YouTube

Example invitation to VDMA Collaboration
1.2. Registration

Fill out the registration form on www.vdma.org under "Register” (3) and follow the further
instructions to verify your account. After successful activation you will receive a registration
confirmation by email. In case of any problems, you can contact serviceteam@vdma.org.



http://www.vdma.org/
mailto:serviceteam@vdma.org

The Association Contact Press D@EN—> Register

Topics v Services Events & fairs Q ‘arl:H@ Login

Registration myVDMA - Your details

Personal data

) M. () Ms.

Title (optional) ~

First name

Last name

Email (business) ®

Landline (business)

Telephone (mobile)

Example registration form at www.vdma.org
2. Where can | find my committees?
2.1. Login

After having successfully registered you can start right away. Log in in the upper right corner
under "Login" (4) to access your collaboration committees.

2.2. Personal space / My Committees

Open your personal space by clicking on "'myVDMA" (5). Here you can also edit your profile,
amongst other things. Under "Committee" (6) you will find all the committees you participate
in. Click on a committee to open its detail page.

Mechanical and Plant Engineering TheAssoclation ~ Contact  Press EN

VDMA Topics v Services Events&fairs Q Search (@ myVDMA
H | spac
Hello, -
@ Maik Villwock View contact details >
VDMA Abteilung Informationstechnologie by VDM 2
ationstechnoloy View all your contacts >
@ Profile and configuration
] sign Out
Latest news Events Commitee Services Bookmarks Newsletter
Committees in which you are an active participant
Moderation
CEN/TC 10/5C 1/WG 2 Int Schwarz, Birgit
You are a participant Show contact details v

Example: Your personal space at www.vdma.org


http://www.vdma.org/

2.3. Access to the Teams group

Each Teams account of a company has its own "environment". If you want to access a
Teams group which is operated by VDMA, you have to change the environment. You can do
this by clicking on your profile in the top right corner of the Teams client and switching to
"VDMA e.V.". See example image below:

synalis GmbH & Co. KG .

Kristin Weil (Guest) Kristin Weil
KW
Available Set statygeffessage Available Set status message
& | VDMAe. V. | o | VDMA e V.
[ | synalis GmbH & Co. KG (Guest) ® | synalis GmbH & Co. KG (Guest)
[-] Saved [] Saved
[z5] Manage account [£2] Manage account
Teams for personal use Teams for personal use
Sign out Sign out

Example: Change to VDMA e.V. Tenant

You will then find your VDMA groups in the Teams client. You can switch between the
environments at any time, as described.

Tip: Our recommendation is that you use the Teams web app in the browser when working
in the VDMA collaboration groups, because then it is not necessary to switch environments.
For this, you can proceed as described in point 3.2.4.

3. How is the committee page structured?
3.1. Header

In the header you will find the general committee description and the contact person at
VDMA.

3.2. Collaboration content
Below the committee description you will find the collaboration content.
3.2.1. News stream

In the lower section you will find the news stream (6) with current content and news
from the committee.

3.2.2. Documents
Via "To documents” (7) you can retrieve the uploaded documents.
3.2.3. Participants

Via "To participant list" (8) you can see who the other participants in the committee
are.



3.2.4. Collaboration

Via "To collaboration" (9) you have access to Microsoft Teams. Here you can share
information, work on documents and much more.

VDMA Topics v Services Events & fairs Q Search ® myVDMA

Villwock, Maik

Collaboration Working Group N
CO m pl ia n Ce & maik.villweck@vdma.org

Q +49 69 6603-1973

© You are a member

For the VDMA and its member companies, compliance with applicable laws Is a matter of course and forms an essential

part of entrepreneurial activity. In this context, compliance with antitrust law is at the heart of "compliance" for the

AAAAAAA

v Show more

Documents Participants Collaboration

Document storage exclusively for downloading/editing in List of all participants in the committees with contact information Al functions of collaboration in Ms Teams
collaboration

To participant list To collaboration

Current content and news

Example committee detail page

When you click on "To Collaboration”, a new browser tab opens. Here you need to
click on "Use the web app instead".

i -
. ) 0
Wi —
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o

Stay better connected with the Teams desktop app

Download the Windows app Use the web app instead

Do you already have the Teams app? Get Started

Example: Using the web app instead of the desktop app



4. How does the collaboration within the Teams Group work?
4.1. Compliance notice

Observing the compliance rules is essential for using the collaboration platform and a
prerequisite for a secure, value-added interaction between all participants. You can find all
important information on VDMA compliance here.

4.2. Working in Teams

Teams works both in the browser (web app) and via an installable Teams client (desktop
app). If you already use the Teams client in your company, we recommend opening the
VDMA Teams groups via the browser. This way you can stay connected to your company at
the same time.

Microsoft provides detailed documentation on the functionalities in Teams, either within the
Teams software via the "Help" or online. Here are the most important links for introduction
from our point of view:

Video: What is Microsoft Teams?

Collaborate in Teams

Chatting and sharing files in Microsoft Teams



https://www.vdma.org/collaboration-compliance
https://support.microsoft.com/de-de/teams
https://support.microsoft.com/en-us/office/video-what-is-microsoft-teams-422bf3aa-9ae8-46f1-83a2-e65720e1a34d
https://support.microsoft.com/en-us/office/video-what-is-microsoft-teams-422bf3aa-9ae8-46f1-83a2-e65720e1a34d
https://support.microsoft.com/en-us/office/collaborate-in-teams-31e38b35-96ab-447a-acb2-97bb5c0716c0
https://support.microsoft.com/en-us/office/chat-and-share-files-in-teams-d7978db0-33b5-4ad3-93ac-ef0bd3c2a670

