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An Introduction to Confluence Spaces
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What is a Space

Content in Confluenceis organized into spaces. There aretwo types of spaces.

e Global spacesare areas where you can put information that groups of people can view
and interact with. These groups can be“ everyone’ or a“class’ or some other
predetermined list of participants. Global spacesare listed on the Dashboard. Thereisno
[imit to the number of global spacesyou can create within Confluence!

e Personal spaces belong to a particular user. Personal spacesarelisted in the People
Directory. They can be private or open, depending on how the owner sets them up.

Confluencetreats each gpace as an independently managed wiki. What this meansisthat each
space functions autonomoudy within your ste. Each space:

e Hasitsown pages, news, comments, bookmarks, RSS feeds and mail.

e Hasitsown access control settings which are set by the creator of the space and control
who can see the space and who cannot.

e Can be separately exported PDF, WORD, HTML or XML.

Y ou can view global spaces within a Site on the Dashboard. Y ou can also group global spaces
together into "Team or Class Spaces to enable easy accessto the content.

Spaces: | My | BUGEELLN PREEITES SN B 1

Confluence (Do) '@Ij 7
Confluence 1.4 User Guide [(CoMFL4) @5
Confluence 2.0 User Guide (CoMF2O0) '@Ij 5
Docurnentation Staging (DoCPRIV] '@Ij :

Documentation Staging & (DOCPRIVE] '@Ij ¥
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Creating a Global Space

To set up anew global space:

T
|:\E:E" g{ Create a space

Click “ Create a Space’ below the list of spaceson the Dashboard.

Enter the following information into the “ Create Space” dialog screen:

e Space Name
Space names do not have to be unique

e SpaceKey
Simple keyword identifier
(A-Z, a-z, 0-9) Used for linking between pages
A Space Key MUST be uniquein Confluence

e Permissions
Me —you alone
Registered users — Anyone logged into Confluence
Anonymous— Anyone
Permissions can be changed after the spaceis created

Enter a space name

Enter a space key

—

A paces loy 1% & dhoel wirdioe of £8 name, gried 5o hak 19 quickly. B muil be usiged glehally

‘Whe can use this space?

Wirg Gan EyHomaze Shike pRrmissiond aece the Space is creted
“honga whe can view and cemiment an Conte Chosas wh can caniribube jcreale and add) ontest
F e F Ma

F Hegistered usars . anyone logged inte Confluenee P Rogisiered wiers - angens logged ints Canlluence
™ Amenymais . aspens, begged in o1 mel I Ansoymous . anyome, lagged in o net
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e Theme
Select a“look and feel” for your space

Choose Theme

To change the theme of this space, select one Balow

I & Default Theme
e Lige the giobaly configered look snd fesl You can custemise colou schemes and lgouts
marually.
=1
N " it Hndgation Ther
] Provecdas & navgatean bar on the el kend sl of the sceeen
I ' Bdaptads Themes Buldon
mmeme Al selecling the theme, click “Configure theme” to choose a layout. Some liyouls alse allow you
[— 10 customese colauns using the "Colour Scheme™ link $o the lefl. For mom information, wsi the

orebng user g.ldl’."

= T Comuence Classic Theme
e Confuince Classic Trama (with old typegraphy)

— ™ Clelks Theme
A giergln, clean Condypnce thams insginad by Flickr - vevew fickr com

Click the“OK” button

The“Home"” page of the new space is displayed

Click “OK”
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Working with Spaces

Viewing All Spaces

Onceyou login, thelist of spacesyou have permissonto view is displayed on your Dashboard
under the spaces section. If you do not login, you will be treated as an ‘anonymous user' and only
those spaces to which an anonymous user has 'View' permisson will be displayed on the
Dashboard. Permission to a spaceis granted by the Space Administrator.
Thelist of spacesis displayed under tabs:

e My Spaces: Spacesyou marked as favourites

o New : New spacesadded to the ste in the last seven days.

e All: All the spaces on the site.

Spaces: All

) ACITS Test Space @5
© ACITS Wiki Qs =
@) ArcGIS Wiki @

@ AY298B- Temp @

e Additionally, alist of personal spacesisavailablein the People Directory. A

Go to the Dashboard from any page on your ste smply by clicking the logo bes de the pagetitle
or viathe breadcrumb list located at the top of every page.

Eﬂ ﬁ@@ You can usethe*® Spaces List” Macro to generate alist of spaceson
R any page in Confluence.
wno

— Enter { spaces-list} into the pageand alist will be generated on the
page.
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Browsing a Space

Y ou can browse a space from either the Dashboard or from inside the space itself by clicking on
the“Browse Space’ icon: @ located at the top of every page. The tabs of thisview are:

1. Pages
(@) Browse Space (Alphabetically, updated, tree view)
= 2. Labels
(Ligt of labelsused on pages in the space)
3. Attachments
(Find, view details)
4. Mail
Mail (View, fetch, delete)
Bookrnarks 5. Bookmarks
(View)
6. News
(View)
Advanced 7. Activity
Space Admin (View)
8. Advanced
(View, edit, manage, export, etc)
9. Space Administration
(Management functions)

attachments

Hereisthe same view in another “theme” ...

Labels | Attachments Bookmarks | News @l Activity BELEELIGEAN Space Admin

Advanced .
MName: Confluence 2 User Guide

@ Space Details Key: COMNFZ0

Home Page: @ Confluence 2 Horme

Created By: David Loena (Jun 21, 2005)

Space Labels: ~name:favourite [Edit]

L@TE_WIM Team Labels: confluence [Edit]
Description:

L@ orphaned Pages
L@ Undefined Pages

Export User Guide for Confluence version 2

&
= Export Space

/ Edit Space Details

Subscribe
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Viewing Space Details

1. Click the “Browse Space” link for the space
This is at the top of every page and beside the space link on the dashboard

2. Go to the “Advanced” tab and click “Space details”

3. The following is a list of possible details that are displayed:
The Name of the space.
The Key used to refer to the space.
Any Labed s defined for this space.
The Homepage of the space.
The Creator of the space.
Space Description:

4. Hereisan example of thelisting:

Advanced
Advanced
Name: Technical Training
) Space Details Eey: TechTm
[ crphaned Page Home Page: g Home
. i 1 »
[t Undefined @ Created By: Mabnds Beanell (Jul 23, 2008)

Space Labels: training, pechnolegy, help, tuter, knowledge [Edi)
L Tarnplates Team Labels: (Nona) [Edit]
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Editing Space Details

Y ou need to be a space adminigtrator to edit the details of a space. To edit the detail s of a space:

Click on the “Browse Space’ link for the space

Gotothe*” Space Admin” tab and click “ Edit Space Details’
Y ou can:

Enter adifferent namefor the space

Enter or Edit the space description

Select a new home page from the drop-down menu
If you set thisfield blank, the home page becomesthe
“Pages’ tab of the “ Browse Space’ page

Y ou cannot edit the key or the creator’s name

3. Click “ Save’
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Managing Spaces
Viewing Space Activity
In Confluence verson 2.3 and later, statistics on each space's activity are available such as:
How many pages and news posts have been viewed, added or edited
Which content has been most frequently viewed

Which content is most frequently edited
Which people are the most active contributors/editors of content

AwbdhpE

To View a Space's Activity

1. Click on the “ Browse Space” link for the space.

2. Gotothe“Activity” tab

The number of pages and news posts that have been viewed, added and edited will be displayed
graphically, showing trends over a period of time, e.g.:

X) Space Activity

Pages [l Labels | Attachments | Mail | News QE.Y-A\YUI-"AN Advanced | Space Admin

Activity for week starting 31 December 2006

Period: month | week | day Week: =< Previous | Now | Next ==

See also: Global Confluence activity

Viewing

10,000
9,000
8,000
7,000
6,000
5,000
4,000
3,000
2,000

1,000

31-Decemb... I-January-2007 2-January-2007 3-January-2007 4-January-2007 S-January-2007 G-January-2007

This graph shows how many times pages and news posts have been viewed over the current time period.
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Thetop 10 most popular and most active pages and/or news posts will belisted, with alink to
each, e.g..

Most popular content (Views)

@ Confluence Documentation Home (2262)

|j Set JAVA HOME variable in Windows (1180}
|j Confluence Installation Guide (687)

|_°| Remote API Specification (467)

|j User Macros (436)

|j Installing Confluence Standalone (385)

|-7] JIRA Issues Macro (370)

|j Administrators Guide (353)

|_°| Cwvnamic Tasklist Macro (335)

. |j Freguently Asked Questions (320)

L v T L T o B B B

10

Moving Content from one Space to Another

While each space in Confluence functionsindependently, Confluence is flexible enough to | et
you move content easily between spaces.

Move a Page from one Space to Another

1. Go to the page and click the “Edit” tab

Click “Edit” beside “Location”

2
3. Select another space and click on it
4

If you want a “Parent Page” click on the “Choose Page” icon |% and select a page
If you want the page to be “Stand-Alone”, leave the field blank

5. Click “Save”

Any linksto the page from the current space will automatically be renamed.

Move a Family of Pages from one Space to Another (A Parent and all Child Pages)
Follow the same directions as above, except:

1. Check to box titled “Move Children”

2. Click “Save”
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Move an Attachment

Y ou can move an attachment from its current | ocation to any page within the same ste.

1. Gotothepagethat containsthe attachment
Click on the “ Attachments’ tab

2. Click the“Edit” link beside the attachment
Renamethe attachment in the“ File Name” text field (optional)
Update the existing comment or enter a new one under “New Comment” (optional)

3. Click on “Choose a Page” and select the page you want to move the attachment to

4. Select “Yes’ under “Update Links’ to make sureall linksto the attachment wor k
(If there areno linksto the attachment, you can select “No0”)

5. Click “OK”

Edit Attachment

This page allows you to move an attachrment, rename an attachment, or both,

File Name
childrenhide.gif

Update the file name here,

New Comment
Show children

Update the comment here,

Paqe

E

&

Specify the page you want to move the attachment to.

Update Links?

Links to this attachment frorm other pages will no longer work on rename/move, To prevent this, these links need to be updated. Update links?

O ves @ Na
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Deleting a Space

Del eting a space permanently removes the space and all of its contents. To be safe, create an
XML Space Backup before deleting a pace. Once deleted, thereis no way to recover a space
unless you have made an XML backup.

1. Click on “Browse Space”

2. “Gotothe Space Admin” tab

3. Click on “Remove Space’ under the “ Space Operations’ heading

4. Click “OK”

Converting a Global Space to a Personal Space

1. Go to the space and click on “Browse Space”

Go to the “Space Admin” tab

2.

3. Click the “Edit Space” link

4. Under “Convert to Personal Space”
Choose “Update Links” (optional but recommended)
Choose the “User” who will own the space

& Jarnesan | History | Erefersnces | Administration | &

Templates

Pl [Seece admin| @) Browse Soace [ Add Paae 5 Add News

Space Operations

Edit Space Details
7 Edit Space Details You nfluence has & home page which can be set hers. You may slso
G Edit Space Labels
@ Romove Space
[ TIrash

Descriptinn: Insert Link
1 e de for Conflusnce 2.0
Security
[ permissions
| Restricted Pages
Mail
2 Mail Acounts Home Page: | Confluence 2.0 Home -
[ Malbos fmport Save Cance 1
Lovk and Feel
(O Afe "o Convert to Personal Space
|l Themes Convert this space into & Personal Space for Iy 1 = per
& Colour Scheme space. IF snlect a user, this space v
T vaxaus
= wose t update all existing links to pages in s space 1 el
¥, Change Space Logo
Update Links: [
Import
% lmport Pages fr Choose Dwner: Users to add: | @, [(add ]
Convert Space
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Administering Spaces

To View the Space Administration Menu

1. Click on the “Browse Space” link

2. Go to the “Space Admin” tab

Administering Personal Spaces

Space Operations

/ Edit Space Details

1. Space Operations

@ Edit Space Labels o Edit aspace'sdetails
(3 Remove Space o Edit spacelabels and team labels
[ Trash o Removeaspace
o Purgeor restore content from trash
Security 2 Securlty. ..
— o View or set space permissions
(3 Permissions o Viewrestricted pages
@ Restricted Pages 3. Look and Feel
o Apply atheme
Look and Feel o Changethe color scheme

- 4, Edit the space's layouts
Fe) Themes

@& Colour Scheme
] Layout
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Administering a Global Space

Confluence Quick Start Guide

Space Operations

L_,? Edit Space Details

@ Remove Space 1.
Trash
Security
£ Permissions 2.

@ Restricted Pages

Mail s.
[ Mail Accounts

[# Mailbox Import 4.
Look and Feel

Themes

@5 Colour Scheme 5.
] Layout 6.

.%, Chanoe Space Logo

Import

$ .
o= Import Pages from Disle

Space Oper ations

Edit aspace'sdetails

Edit space labels and team labels
Remove a space

Purge or restore content from trash
Security

View or set space permissions
View restricted pages

Mail

M anage mail accounts

Import mail

L ook and Feel

Apply atheme

Changethe colour scheme

Edit the space's layouts
Changethe space'slogo

Import

I mporting Pages from Disk
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D eate Space l Search ]
GXD Create Space Welcome Sarah Maddox | Preferences | Administration | Log Out &

Content in Confluence is organised into spaces.

A space is where your pages live, where your news is posted, and where your mail is archived. Permissions determine who
can view or contribute to the content of a space.

There is no limit to how many spaces you can create.
Enter a space name

Enter a space key

A space’s key is a short version of its name, used to link to it quickly. It must be unique globally.

Who can use this space?

You can customize these permissions once the space is created.

Choose who can view and comment on content: Choose who can contribute (create and edit) content:
Me Me
Registered users - anyone logged into Confluence Registered users - anyone logged into Confluence

Choose Theme
To change the theme of this space, select one below.

® Default Theme

Use the globally configured look and feel. You can customise colour schemes and layouts
manually.

|
-

Ay
__ O Confluence Classic Theme
P — Confluence Classic Theme (with old typography)
ah
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Creating a Personal Space

Y our personal space isa place where you can publish your own pages and newsitems. Once you
have set up your personal space, Confluence users can reach it by clicking your namein the
People Directory, or you can keep it as a private space.

Creating Your Personal space

1. Click the “Preferences” link below the breadcrumbs at the top of the page

2. This displays your profile

Dashboard = People = A.D. Ministrator = View Profile l Search I

referent Welcome A.D. Ministrator | History | Preferences | Administration | Log Out &
A.D. Ministrator
View Profile | N3l BEACE Al DL {1l Create Personal Space
) You can create a personal space to keep your own pages and news. Profile Summary
Groups

Personal Details O confluence-administrators

User Name: admin O confluence-users
Full Name: A.D. Ministrator
Email: admin@example.com

Preferences
Site Homepage: Site Default
(Dashboard)
Preferred Language: English
Time zone: Australia/Sydney

Email Preferences

Daily report email: OFF
Motify on my actions: OFF
Email format: HTML

3. Enter details about your space:

Who can view it (this can be changed at any time)
Who can contribute to it (this can be changed at any time)

4. Choose a Theme

5. Click “Create”
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X, Create Personal Space

Tour personal space is your own private workspace within Confluence.

“ou can optionally let other people view or contribute to it

Who can contribute to your personal space?

You can custornize these permissions once the space is created.

Choose who can view content: Choose who can contribute {(create and edit) content:
Me Me
Registered users - anyone logged into Confluence

O Registered users - anyone logged into Confluence
[ Anonymous - anvone, logged in or not

O Anonymous - anyone, logged in or not
Choose Theme

To change the theme of this space, select one below,

I @) pefault Theme
-_—

[ Use the globally configured look and feel. You can customise colour schemes and layouts manually.

aly

Where is my personal space?

Once created, your persanal space will be accessible (to anyone who can wiew it) at:

http: / fconfluence.mycompany.com/fdisplay f~~me@mycompany.com

[ Create ] [ Cancel ]

Once you have set up your personal space, you can return to it any time by clicking your name

(next to the word 'Welcome' at the top of the page). Now you can start adding pagesto your
personal space. Y ou may also want to upload your photo.
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