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Note to the working-group :

The working group in which you are enrolled participates in the S-PASS Territoires platform.

This tutorial helps you to discover some functions of S-PASS Territoires.

Enter : http://portail.s-pass.org
You are on a site assembling resources shared by all the groups participating in S-PASS Territoires.

I.   LOG TO S-PASS TERRITOIRES :

Click «Langue» 
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Choose your language 
and close the window 
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Click «connection»
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Enter your login and your 
password then sign in
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Click «My space»
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You can manage your profile, read resources and produce in your group.

Click to see your groups

Click one of the tools 
to see the website, read 
documents or manage 

your group

Click «Administration» to 
contribute
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II.   READ A FORM

Click «Ressources» and 
choose «Observatoire» 

(for example)

Untick «uniquement dans mes 
ressources» 

Only your own contributions appear. Untick «Uniquement dans mes ressources» to view the contributions of others. 

You can add a «filtre» 
to narrow your search
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your own space in red

public in white

the community in blue

your group in green

This page shows your contributions and those shared by other persons in your group (padlock on green background), in S-PASS Territoires’ community  (padlock on blue back-
ground), or to the public (padlock on white background). If your contributions are unshared, the padlock appears on a red background.

Resource sharing levels :
- public (on the internet), 
- the community of S-PASS Territoires’users 
- the working group 
- your own space
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Click the eye to read a form

Localize

Read documents

           See details about this form
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III.   ADD YOUR CONTRIBUTION

When you are logged in, you can add your contributions. 
You have access to all the documents, as well as new functions:
- In Observatory «Observatoire» : add your contributions
- In Interactive mapbook «Atlas»: display dynamic maps and use the tool for creating cards, compare cards ...
- In Digital publishing «Publications» : read published digital books and use the digital books realization tool

For example, in the observatory, you can add a «mark»

Click to create a new form
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 Enter the name of your 
group then click
«Sélectionner» 

Click the «ressource» you 
have choosen to add

Click «Créer»
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Add : title, commentary, 
keyword

Add the copyright of the 
form

Choose one of your 
pictures to illustrate

As soon as the lines in red are filled, a button «Enregistrer» appears : click to save your form. 
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Close the form

Your form is created

Click «partage» to 
share it with your group
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Choose to share with 
your «Groupe»
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Click to geolocalize 
your contribution

Enter the location in the 
navigation bar and click 

entry

Click «positionner» 
when your contribution 

is located then close 
the  page
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You can
delete, edit or read the 

resource
added

The group leader 
has to validate the 

new resources!!
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IV.   PRODUCE A DIGITAL BOOK

S-PASS territoires provides access and allows to produce documentary and cartographic resources and valorizes the productions of a group in a digital book.
This digital publication assembles the observed datas or productions in text format, images, dynamic maps, videos ...
The digital book is the edition format of the productions of SPASS Territoires’ users.

Click to add your 
contribution
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Click «publications»

Click «créer»

Enter the name of your 
group then click
«Sélectionner» 
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The cover page appears

The first and last cover 
pages appear down in 

the gray strip

Add pages

Add images, maps, texts 
or videos

Click to see the blocks  
and grids 

(recommended)

View your additions 
under the word «Calque»
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Click «Fichier» and 
«Sauvegarder» to save 

your work

To save your work in progress or completed :

Add a title

Add a brief summary 

Click «Enregistrer» then 
close the confirmation 

window 

Choose the «Collection»

Add at least one keyword 
agreed with 

members of your group
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Select the frame size 
with the left mouse 
button, a blue frame 

allows you to calibrate 
your insertion.When 

you release the click, the 
white frame is ready to 

be filled

Double-click the pen to 
see «Ajouter une image»

Click the bottom right 
hand corner : the icon 

«tool» appears

Choose «image» 

Click to add images (Image), dynamic maps you or other contributors have created (Carte), text (Texte), or videos 
(Vidéos):
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Click «Ajouter» when 
your picture is loaded

Click the pen to crop and 
zoom your image

Click to see the icon in 
the bottom right hand 

corner

Click to choose a picture 
in your files
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Click on it if you want to 
change the framing

Click the white squares 
to move the frame

Your image fills the 
area 
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Click «texte» to add a 
text area

The selected tool is 
displayed in blue

To create the text area, 
select the frame size 

with the left mouse but-
ton, a blue frame allows 

you to calibrate your 
insertion
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Add your text

Click to see the icon in 
the bottom right hand 
corner and click the pen
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Choose the typography

In the case of a text insertion, the bar appears and offers fonts, colors or alignments ...
You can also insert a link by clicking the infinity sign.

«Text» is written in blue : 
it is selected.

«Text» is above«image»

Choose a background 
(colored or transparent)

Customize your text!
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Click the gear to shift, 
delete or copy a page

To add pages

Click «page» 
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To assemble a collaborative work, you can import digital publications shared with the group into your own digital publication.

Click«Importer»
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Click «Publications du 
groupe» to find it

Enter a keyword to find 
the publication to be 

added to yours
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Click «Importer»

Select the publication to 
be added

Don’t forget to save your work! 
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Click «Fichier» and 
«sauvegarder» 

To save your digital publication in progress or completed :

Change the title 
if necessary

Change the summary

Click «Enregistrer» then 
close the window

Change the collection 

Add keywords
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Your publication is 
created

Click to share it with 
your group

Click  «Groupe»



   35

Click to geolocalize 
your publication

Enter the location in the 
navigation bar and click 

entry

Click «positionner» 
when your location has 

been found
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You can delete, edit or 
read the publication

On this page you access your own productions and those shared by members of your group (green lock), to the S-PASS Territoires community (blue lock), or to the public (unloc-
ked).

The group leader has 
to

validate the new 
resources!
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V. Create a map

Follow the same steps as for the form or for the publication, choose your group and click «Atlas» to add a new map.

Click to create a new form
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Click «navigation» to find an 
adress

Click «données» to add datas
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Click «ajouter données» to add  
base maps

In «Contenu» 237 maps are 
available, to add one, click on it, 

then «ajouter»
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Click «dessiner» to draw

Click to see your drawings, 
select one, delete or change it



   41

Click the pen to add attributes to 
the drawing

Change the type, color, size of 
your drawing, add a picture, and 

a text 
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Click «fichier» to save your map

Add a title and a text and click 
«enregistrer» to save your map
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Click to end 

Click «oui» to save your map



   44

Your map is created

Click to share it with 
your group

Click  «Groupe»
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You can
delete, edit or read the 

resource
added

The group leader 
has to validate the 

new resources!!

IF YOU HAVE ANY QUESTIONS DON’T HESITATE TO CONTACT US!

CAUE du Nord

Delphine LEMANSKI
dlemanski@caue-nord.com
0033 320 57 67 67


