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I. Free surfing
Having a look at the whole
	Step 1
	From the platform homepage, in the box at the right menu “Knowledge base” click on any listed topic.
Check the following elements appear on the screen:

a) the topic title with a short introduction
different small boxes devoted to:

b) flagship resources (bulb icon) including the title, a short description, at least one link More information
c) other resources + icon + a link Suggest other resources
d) training + icon + a link See training
e) discussion lists in G-Forum + icon + a link See the whole list
f) experts + a link click here
and administration data:

g) page last update

h) page responsible (at least one person) data: name, e-mail address, picture

	Step 2
	a) In the Library box click Suggest other resources and check you are lead to a page of ‘Access not authorized’, since to make any kind of contribution you previously have to sign and log in. 

b) Click the books icon and check you are lead to the library homepage.

	Step 3
	a) In the Training box, click See training and check you are lead to the Training homepage. Click ‘Back’. 

b) Click the training icon and check you are lead to the Training homepage.

	Step 4
	a) From the G-Forum box click on an item from the list (if any) and check you are lead to the corresponding discussion list. Click ‘Back’. 

b) Then click See the whole list and check you are lead to the G-Forum homepage, which lists all ongoing discussions.

c) Click the G-Forum icon and check you are lead to the G-Forum homepage. Click ‘Back’

	Step 5
	In the Experts box click the link click here and check you are lead to a page of ‘Access not authorized’, since to access this page you previously have to sign and log in. 

	Step 6
	At the bottom of the page (administrator’s data):
a) Click on the administrator’s name and check you are lead to his/her profile space. Click ‘Back’.

b) Click the administrator’s e-mail address and check an email window opens. 


II. Adding contributions 
Users wish to communicate their view about a resource
	Step 1
	a) Go to the sign in box and log in.

b) From a topic page click on any resource (eg the flagship resource). When arrived to the resource summary page, scroll down to the comments box.
c) Add your comment then click the ‘Add a comment’ bar.

[image: image1.png]Your comments:

Add a comment

A reuised varsion has been published recantly





	Step 2
	Check the following elements appear on the screen:
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(i) your user name         (iii) your comment
(ii) date of comment       (iv) a link for removing your comment

	Step 3
	Click Remove and check your previous comment has been deleted and that you are automatically back in the resource summary page.


Users wish to publish a resource in the library
	Just one step
	a) Click on any topic of the Knowledge base, then go to the Library box and click Suggest other resources.
b) Check you are lead to the form for adding resources. Follow the Library indications to add resources. 


Users look for experts
	Just one step
	a) Click on any topic of the Knowledge base, then go to the Experts box and click on click here.
b) Check you are lead to the search form and follow the indications.


III. Managing contents
Having a look at the whole as administrator
At least one person should become responsible for developing a topic page so she/he has the proper administration rights. Some resources, news, trainings, discussion lists, experts and terms need to be available in GESS databases to fill in topic pages.
	One single step
	a) Log in with your administrator name

b) In the same box click Administration, then go to Theme Module, click Management of theme and then on Add a theme at the top of the page.

c) Check the different form fields; almost all of them correspond to one of the platform modules
Theme Title                        Library
Ranking                              Training
Introduction                        G-Forum
Key Questions                    Glossary
Flagship resources             Links
Community news                Experts


Editing a page
 Introduction
	Step 1
	Accessing the editing action

There are two ways of accessing the theme page for editing.

a) In the login box click Administration, then go to Theme Module and click Management of theme; then click the ‘Edit’ bar. Click ‘back’ at the top of the page.
b) In the right menu click the title of your topic page, then at the right of the title click [Update]. This way is faster.

	Step 2
	Filling in the Introduction part
a) Open a notepad file and copy/paste the following text (or a text you have prepared in advance):

You can use the PowerPoint wizard to help create and organize your presentation. You can also create a new presentation without using the wizard.
b) Then copy/paste it in the Introduction English (EN) and Spanish (ES) boxes.
c) Click ‘Submit’ and see the result. 

	Step 3
	Introduction layout

a) Click [Update].
b) Come back to your notepad text and add the following red characters (html tags): <b>  before the first word ‘wizard’ in the copied text and </b> after, with no spaces, then <br> after the first sentence, as shown below:

You can use the PowerPoint <b>wizard</b> to help create and organize your presentation. You can also create a new presentation without using the wizard.<br>
c) Copy your text from the notepad and past it in the Introduction boxes (EN and ES), previously deleting the former text.
d) Click ‘Submit’ and see the result.


Key Questions

	Step 1
	Filling in the Key Questions box
a) In the right menu click the title of your topic page, then at the right of the title click [Update]. 
b) Go the Key Questions box and click ‘Add’.
c) A list of all questions available in the database concerning the topic chosen appears with a checkbox on the right.

d) Click the checkbox of 2 or 3 questions you wish to make appear on your page and click ‘Validate’ then on ‘Submit’ at the bottom of the form.

e) Check a yellow box appears with your questions plus two more links: Add a question and See all questions.
f) Click on the links corresponding to your questions and check you are driven to the answers.

	Step 2
	Removing Key Questions
a) In the administration form go to Community News, click ‘Add’ and tick the boxes of questions published that you don’t anymore wish to publish, then tick the right ones.

b) Click ‘Validate’, then ‘Submit’. Check the results.


Flagship resources

	Step 1
	Identifying flagship resources
Identify the resources you wish to highlight in your topic page through the search form and get the right details (whole title, summary, etc.) and the URL address. Take this example: “Can low-income countries afford basic social security?”
a) Open a notepad file.
b) Search the resource in the library, when found, click More info
c) In the notepad copy and paste the resource title, the first sentence of the summary and the resource URL address. Make sure you copy only the URL last part:
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	Step 2
	Filling in the resources box
a) You are in your topic page, click [Update] and go to flagship resources box.
b) Copy/paste in the EN and ES boxes the text of the notepad.

c) Click ‘Submit’ and check the result in your Theme page.

	Step 3
	Resources box layout

a) Go to your notepad, write or copy/paste the following html tags in your text:

<div class=gimi-subtitle> before the resource title, and </div><p> after the title without any space.

b) Go to your page in GESS, click [Update] and copy/paste your notepad text in the EN and ES boxes.

c) Click ‘Submit’ and check the results.

d) Go back to your notepad, write or copy/paste the following html tags:
i. <a href=> before the link and </a> after the link;
ii. cut the link and paste it after href= into quotation marks, as shown hereafter: <a href=“RessShowRessource.do?ressourceId=5951”>
iii. Write: More info, and then add the tag </a>. Save the changes.
e) Copy and paste in the EN and ES boxes.

f) Click ‘Submit’ and check the result in your Theme page.

g) Click More info and check you are lead to the summary page of the flagship resource.


News


	Step 1
	Filling in the News part
a) In your topic page click [Update], go to Community News and click ‘Add’.

b) In the form, you can search news by type and/or by country and/or by theme. For this exercise purposes chose the following criteria: 
Type: Community News
Country: Morocco
Theme: none (you may have to deactivate the by-default choice)
c) Click ‘Search’

d) From the list you can chose 3 news max. by ticking the box on the right.

e) Click ‘Validate’ then on ‘Submit’. Check the results.

	Step 2
	Removing, changing news
a) Click [Update] at the right of the topic title.
b) Under Community News there is the list of news published. Click Remove and check the results.
c) Click ‘Add’ and chose other news to publish (repeat step 1).


Library
	Step 1
	Filling in the Library box
You can present two lists of resources gathered under two different subtitles.
a) Click [Update], scroll down to Library and type Subtitle 1 (eg Case studies) in the EN box, copy and paste it in the ES box.
b) Click ‘Add’, you are lead to the search form where you can chose resources according to different criteria (region, country, theme, keyword, etc.). 
c) Click ‘Submit’
d) From the list chose those titles you wish to publish in your page on Subtitle 1 by ticking the box on the right and then click ‘Validate’.
e) Check that all the titles are listed under Subtitle 1.
f) Click ‘Submit’ at the bottom of the form and check the results.
g) Click on any of the titles and check you are lead to the summary page of the resource.

h) For Subtitle 2, type another one (eg. Other studies on Pensions) and proceed in the same way than previously.

	Step 2
	Removing resources
a) Click [Update], go to Library then click Remove in front of those titles you wish to remove (don’t worry, resources are not deleted from the database).
b) Click ‘Submit’ at the bottom of the form and check the results.


Training
	Step 1
	Filling in the Training box
A database is going to be created (2009) to automatically manage this function, but for the time being the box is 100% manual.

a) From the Training homepage or any other source identify the training information you wish to publish (titles, very short texts and links). For this exercise, go the Training homepage, click on the link Social budgeting.
b) Open a notepad file 
c) Copy the training title: Self-learning kit on Social Budgeting and paste it in the notepad.
d) Copy the URL address (very top of the page) and paste it in the notepad.

e) Write a short text describing the training. For this exercise copy the text below and paste it in your notepad: 
The Social Security Department offers a training course from 15 September to 15 November 2008 about social budgeting.

f) Go back to your theme page, click [Update] and go to the Training box.

g) Copy everything from the notepad and paste it in the EN and ES training boxes

h) Click ‘Submit’ and check the results.

	Step 2
	Training box layout

a) Go back to your notepad and copy the following html tags:
i. <a href=> before the title and </a> after the title;

ii. cut the link and paste it after href= into quotation marks, as shown hereafter: <a href=“showpage.do?page=%2Fwikisoci
albudgeting%2Fselflearning%2Fhome.wiki”>
b) Copy and paste into the EN and ES boxes.

c) Click ‘Submit’ and check the results.

d) Go back to your notepad and add the following html tag: <p> after the title and after the tag </a>.

e) Click ‘Submit’ and check the results.
f) A plus: Go back to your notepad, then copy and paste the following html tags, before the title and the first tag <a href=…:
<ul class="menu">
<li class="chip">text</li>
</ul>; 
before tags </a> and <br>.
g) Copy and paste into the EN and ES boxes.

h) Click ‘Submit’ and check the results.


Discussion lists G-Forum


	Step 1
	Filling in the G-Forum box

a) Identify from the discussion lists available in G-Forum the information you wish to publish in your Theme page (title and URL links)

b) Click on the discussion list name, copy it and the URL address and paste it in a notepad.

c) Go back to your theme page, click [Update], copy and paste this information in the G-Forum EN and ES boxes.
d) Click ‘Submit’ and check the results.

	Step 2
	Box layout
a) If there is more than one list, copy and paste the following html tags in your notepad:
< ul class="menu">
<li><a href=“URL of your first list name”>your first list name</a></li>
<li><a href=“URL of your second list name”>your second list name</a></li>
</ul>

b) If there is just one list, copy and paste the following html tags. For this example, write or copy the following text: <i>To access some discussion list you must sign in.</i>
c) Copy the contents of your notepad and paste it in the EN and ES boxes.
d) ‘Submit’ and check the results


Glossary


	One single step
	Filling in the Glossary box
a) You can publish in your topic page 3 terms max. from the Glossary. For this click [Update], scroll down to the Glossary part and chose your terms from the lists Term 1, Term 2 and Term 3. 
b) By typing a letter, the list automatically switch to the first term in the glossary starting by that letter, then you can move with the mouse to chose the term you look for.
c) Try several terms, click ‘Submit’ and check the results.


Links
	Step 1
	Filling in the Links box
a) Click the title of your topic page, then on [Update], scroll down to Links and click ‘Add’.

b) Tick the boxes of those websites you wish to publish on your page and click ‘Validate’.

c) Click ‘Submit’ and check the results.

	Step 2
	Removing links
a) Go to the administrator’s form of your page, scroll down to Links and click ‘Add’.

b) Tick again those boxes you don’t wish anymore to publish on your page and replace them by others.

c) Click ‘Validate’, then ‘Submit’ and check the results.


Experts
	Step 1
	Filling in the Experts ‘manual’ box
This part is to add short texts related to the topic page and experts. 
a) Open a notepad file, write or copy/paste the following text:
     Do you need an expert to assist you in designing household surveys?
b) Copy/paste it in the English box of the Experts part in the administrator’s form.

c) Click ‘Submit’ and check the results.

	Step 2
	Filling in the automatic Experts form
You can combine different searching criteria: languages, countries of expertise, type of organization, specialization branches in social security, educational background.
a) Chose for instance the following criteria and then click ‘Submit’. 

[image: image4.png]Branches of sodial security 2] [Family/Children
For T and

Languages =1 [enalish
For T and

Education =1 [Fesith scanamics

Submit




b) When you go back to your topic page click on click here in the Experts box; the choice previously made will result in a list of all experts that fulfil one or another of the criteria chosen.
Note: if you chose AND instead of OR, the list reduces to experts that fulfil all the criteria.
c) Click on click here and check the results.
d) If you wish to change the search criteria, go back to the administrator’s form, change and click ‘Submit’. Check the results.


Deleting a page


	On single step
	a) In the login box click Administration, then go to Theme Module
b) Identify the theme page you wish to delete,; then click Remove and on OK when the message “Do you really want to delete this record” appears.


Creating a new page

	Step 1
	a) Log in as administrator and click Administration, then go to Theme Module
a) Type a title for your topic page in the English (EN) box (eg ‘Benefits Test’), then copy/paste it in the ES box.

b) Fill in the Ranking box according with the pre-established structure of topics and then click ‘Submit’.

d) Check the new title appears in the list and write down in a piece of paper the in-brackets id number.

	Step 2
	a) In the login box on the right click Administration, then go to Menu Module and click Management of menu to add the title of the theme you have just created (ie ‘Benefits Test’).
b) For this, click the link add of the Knowledge base, write the title (ie ‘Benefits Test’) in the English box (EN), then copy and paste it in the other three boxes as shown below:
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c) In the Link box, copy and paste the following data (the last part of the URL address):  ShowTheme.do?tid=YYY 
then replace letters ‘YYY’ by the id theme number your wrote down in a piece of paper as indicated in Step 1 above.
d) In the Style box type ‘chipBlue’.
e) In the Ranking box retype the topic page id number.
f) Tick Publish box and then click on ‘Submit’. Your title must appear in the existing menu list.
g) At the top of the page, click Refresh right menu. Your Theme page title has to appear in the right menu.
h) Click on your topic title from the right menu to see the result. From this point on you can edit your page whenever you want.


IV. Managing the administrator’s list
	One single step
	a) Go to the administrator form of your page, click [Update], then on List of administrators.
b) Click ‘Remove’ in front of the by-default administrator, then click go back.

c) Click [Update], then on List of administrators. 

d) In the first box type your own e-mail and click ‘Add’.

e) Go back to your topic page and check that your name, e-mail address and picture are properly published at the bottom of the page.
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