Website instruction

The following text explains the how’s and why’s of the site. It also explains how to navigate the site. You may want to print this short "user guide". In addition, there are a few important rules to follow when working with the site which we refer to as "netiquette". Please click here to see them.

1. Reading only: 
You don’t have to be logged in for reading only. But you are missing out on some content that is destined only for members. Nevertheless, you will find a lot already by clicking in the left side menu on “read and work on existing content”. You will then see all types of posted content by all members.

In the books you find reports and notes from conversations and sessions and also pages where people work on the content together – like co-creating the invitation for a next gathering, keeping a list of weblinks, or writing together the report of a shared event. We try to keep the structure of all these pages ‘usable’ but as everyone can add a page it is not at all moments really clear. You will see the pages of the book listed on the top right side of the screen once you have entered a book.

The Policy Fora are our conversation places. When you click on “Policy Fora” you will see the titles of the different forums and how many topics and who posted the latest comment. Just read along!

Some conversations are really interesting? If you are registered you can ‘subscribe’ to a forum by clicking on the “subscribe post” at the bottom of the page. This will give you email alerts when something is posting in this topic. And you can always “unsubscribe post”. In fact, you can subscribe to any posting (blogs, events, etc.) that you have read to be kept up to data of changes to it or comments by others. Find out more about the notification system here!
Finally, to know what’s coming, you can consult the calendar of events in the left menu. You can also click on any of the upcoming events on the right side of the screen and you will go into the calendar.

You can also access our cybrary from the menu, the online library of the COP where you will find useful reference documents.

If you want to know what’s hot in the Community, you will also find on the left side of the screen “Recent posts” and “New forum topics”.

Remember, some content will be hidden unless you register.

2. First step writing:
Writing here is really easy. Everyone can learn to do it without much effort. It is more a matter of getting used to the ‘environment’, like when you first tried to send out your email. 

But you need to be registered to write! In this way, you user name will let people know where the content is coming from. 

Probably the first thing you want to write is your thought, your comment, your view on a certain subject or ask a question. As it concerns content that is already there, your starting point can again be clicking “read and work on existing content” or you can go via recent posts and forum topics.

On almost every page you can find at the bottom “add new comment”, click on it and you only need to fill in a title and your text in the “body”; then – important – don’t forget to click on “submit”! You will see your posting! Congratulations!

You want to do some editing? No problem: click on “edit” at the top of the page and you come back to the posting-page; make the improvements and “submit” again.

One thing to learn: “adding new comment” is different from “reply”. The latter is a response to a comment, sometimes relevant only to the writer of the comment. You can see while reading that comments line up to the left side, and that replies move more to the right. 

3. Writing a bit more:
Time to start your own blog now! Go to “create content” in the menu and choose “books”, "cybrary", "forum topic" etc. You can choose to restrict your message to a target group, choose to publish it as news and select a content subject. If you do not choose to restrict the post to, for example, the community, then your post will be visible to anyone visiting the site. You will also see a line called "Free tagging". Here you can fill in any key word you like. Think about how you would like other members to find your post. They will see these keywords appear in the top left corner of the site.

These free and predetermined "tags" will help other members navigate the site. Don't forget to click submit. 

When posting (e.g. writing a blog entry) you can also upload files as attachments: bear in mind there is a size limit for files. Turning documents into PDFs can help stay under the limit.

Now you are producing more substantial content, it is very important never to just copy/paste content out of Word, Excel, etc. into the site. The formatting can carry over to the menus of the site. If you want to copy/paste please first do this in "notebook", which you can find in your Windows start menu, under programmes / accessories. Please don’t forget!

4. Really engaging with the Community:
You want to develop some issues actively? You want to take responsibility for managing parts of the work going on? Then your first step is to contact the Community coordinator and ask him to upgrade your status. 

You will then be able to:

a) create new forum topics: start off a completely new area with discussion topics! You can also ask the Community coordinator to create an entirely new forum on which you can then start new topics. 

b) create events in the calendar: of course, make sure you only put events there when you are prepared to get questions from Community members if they can participate too or at least be informed of what happened!

c) create a book page to work on a project together with others

d) create a poll if you want to quickly find out what members think, for example about starting a new forum

e) Add entries to the cybrary
f) You can also askthe site coordinator to create fixed webpages and add these to the menu structure of the site. And you can ask to upload images and videos.

5. Navigating the site
Here you find some pointers concerning other possibilities of the site.

In 'my subscriptions' you can subscribe to get automated email alerts every time someone posts new content. 

'My account' allows you to see and edit your personal information that appears by clicking on your name in the user list. You can also see all your subscriptions to email alerts here. You can also choose how and when you wish to be notified about content you have subscribed to.

Under 'steering group' you get a description of what this is. Further access is restricted to the steering group only.

You will also find, below the left menu, overviews of upcoming events, new forum topics, who is new and who is online.

On the top right, ‘Search’ can be used to fill in any term that the site will then look up for you. This is a very useful feature to help you find content either by subject or by contributor.

Please don't forget to also visit the "netiquette" page. Click here.

If you have any trouble finding your way around, please feel free to get in touch with Petra Moser via moser@zsi.at or through the contact form.

We hope you will enjoy being part of this community!
