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SOCIAL PROTECTION PLATFORM USER GUIDE: WORKSPACES
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Introduction

The Social Protection Platform (SPP) offers the opportunity for researchers, experts and actors
in the field of social protection to work together online on projects.

A leader (administrator) of a project or group can create a workspace (WS) on the platform.
Also, he is able to select various tools within the WS and invite other SPP users to become
members of the project.

This Workspaces User Guide focuses on the following aspects:
» Creating a workspace
» Administration of a workspace
» Use of a workspace by project members, non-members and guests.

1. Creating a workspace

1.1 Who can create a workspace?
Any user who has subscribed for SPP can create a workspace.
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1.2 How to create a new workspace?

Go to Workspaces main page by
clicking on “Workspaces” in the top
menu of the Platform:

o P2 N . .
gf@*& Social Protection

\\w Building social protection floors
- - andd comprebansive socisl security systems

NEWS ) —

Austrase More (han 200000 AUSaliens Bped over S0 naw receving uremployment Denefils. new Hgures show Sociol transfors
Chils: NUmsen ce nUsves Sanuensdos pof o creciek mas dml doble ante 2015 y 2050

Socol Fsurance
UK Number of UK youth Iving in poverty couid reach 5m by 2020, says chaelty
Colombia: Colombiancs rescartes on of mxteror podran afillarse a proteccion socil
Formalzing employment in Brazit A simple” path to formal employ ment
How Obarmacare Hos Changed Heatth Insurance in The US Minmum ncome suppart
Espafia La cuantia te Las Densionis NUWS Cas DO RIMers v (6508 2000 Pensom

Unyerial & Categoncal Schames

PN protection

Franco's famiy allowanco not uieersal ary more
France: La crice a fak basculor 440.000 anfants cans @ pauvrote

FOLLOW UsS

Arneetinn: Com In MIH mimmntt I secolartracion v I neotnocon social A mas dn 3 A odlionne e rifos =% n a m a
B \i
i —

In the Workspaces main page click on
the button “Create a workspace”:
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Search workspaces
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Fill in the form in order to create the
workspace:

CREATE A WORKSPACE

Workspacs nama BN
Workspace name £5
Weorvspacs name FR

Type

Courdrias

Fest photo © Lacuber etans . MU fSems wCorado
Socond phats © Dacche bctes | NETHUS fShand stecoradn
Porsomalired werkspace

* wosgece Descrgton EN

|

@ IR ICT T

[
-~
=
»| &

FERIE FE W | “rae Fwrra ?

Let’s see in detail the fields of the form:

Workspace name: Provide a name to your workspace. All three languages fields are
mandatory [marked with (*)].

TIP: Choose a name that clearly identifies the project/ topic/ country/
region that the workspace refers to. This will help other Platform
users to search for your workspace.

Type: This option, when applied, allows you to catalogue your Workspace by type:
International Meeting, Publication, Quantitative Data, or other, thus helping other users to
search for your Workspace.

Country: When applied, choose the country(ies) the Workspace refers to. This is another
helpful tool to catalogue your Workspace and make it easier to search for.

First and Second photo: You can upload up to 2 images to customize your workspace main
page. You will need to adapt the site of the photograph according to your needs. 450 x 260
Pixels is a good average size.
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Personalized workspace: You can replace SPP default header by your own banner by
uploading an image:
1- Tick on the box to
personalize your workspace
Personalized workspace

Banner Escolher ficheire

2- Click on choose file to select the
new banner image from your

Please note: This function is currently being redesigned and will be
made available to WS administrators in the beginning of 2015.

Workspace description: Enter a description of your workspace and its main objectives or
issues, in the language of your choice.

Other information: You can add further information you consider relevant to your
workspace.

Add: Click on “Add” to save all changes made in the form and create your new workspace.

1.3 How to search for workspaces

You can search for other workspaces or projects on the workspaces main page
(http://www.social-protection.org/gimi/gess/ShowProjects.action?ctx=0):

Use simple search or click on
Advanced search for more
search options.

O CTIME B SINEDION. 0 USAT S0V DE giriensd to tne patiorm Newty Cemned wonapaces Wil be ooy

Soarch workspaces

Adminatratoe

Datto of croation

Togs

Types

Countries
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2. Workspace administration

Depending on the purpose of the workspace and on the objectives and needs of its
administrator(s) and members, workspaces can be public or private. A public workspace is
visible to all users of the SPP, as are all its resources and other contents; in a private
workspace, the main page of the workspace is visible to all SPP users but only workspace
members can see, access and edit the contents in the workspace.

Whether the workspace is public or private, it is necessary to activate the workspace to make
it visible. When the workspace is deactivated, only SPP Administrators are able to find it and
recover it.

The menu for workspace management is available only to workspace administrator(s). The
menu is located on the upper right side of the workspace, just next to the workspace
name/title, as illustrated in the following image:

INTERNATIONAL WORKSHOP ON MATERNITY PROTECTION - LESOTHO 2013 o L « ~

At the request of the Government of Lesatho and tripartite international
Labour Crganization (ILO) constituencies, a regional workshop on maternity
proetection was held In Masery, Lesotho, in Apel 23-24. 2013. The workshop
was organized by the Kingdom of Lesotho, the ILO, the Southern African
Deveicpment Community - Social Protection Experts Network (SADC-SPEN)
and the Friedrich Ebert Stiftung Foundation [FES)

Building on regional and international best practices and standards. the
purpese of the Workshop was Lo bring light 10 the moderm approachos (0
matornity protection and s feasibity for Lesotho. its different dimensons
and the importance of social insurance approach as a comer stone of
maternity Income protection As such, the workshop provided a platform for

« Dissamination of international and regional expertisa and background
for poticy making In Lesctho:

« Discussion amongst stakehoiders In Lesotho

« Exchange amongst stakeholders and experts in the SADC regon

This woerkspace offers a collection of papers and presentations presented dunng the Werkshop. You can also see the photos of the event in
the Photo Gallery below

This menu allows you to:

1- Add tags to your workspace
By clicking ontheicon & you are able to add tags to your workspace. Choose the tags from

the tag wall by ticking on the boxes and this will help other users to search for your workspace:
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Don’t forget to click “Submit”
to add the selected tag(s) to
ko your workspace.

2- Edit the workspace.
By clicking on the icon # you can edit the workspace main page, as described above in
the guide, under point 1. Creating a workspace.

3- Change the status of your workspace: Public or Private.

The icon <% allows you to decide whether to keep your workspace public by default and thus
visible to all other users, or make it private and only visible to selected members of the
platform. Remember that the home page of the WS will be public even is the WS is private.

4- Activate your workspace.
To make your workspace active and visible, whether its status is “public” or “private”, you must
click on the icon % so it changes from disabled to this icon: v

If you are not administrator of the SPP, your WS will be activated by the SPP global
administrator.

5- Manage workspace members.
When you click on the icon £ you can access the list of all workspace members. As a

workspace administrator you can also add new members and decide whether those members
are low administrators (members can modify the workspace) or users (members can
read workspace, serving only for private workspaces).

Type the name of the user
you wish to include in your

MANAGEMENT OF ADMINISTRATORS > workspace member list. ,
Select the new member’s
role in the workspace:
user or administrator.

Name Anm
Choose a role use
A (marrbe Click on “Add members”

when you’re finished.
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To edit the profile of the members, click on the name of the member in the members list:

MEMBERS LIST

Carla Alcobia
E-mai carsalcosiagomailcom
Luls Frota

F-rmai frotalglloog

To delete a member from the list, click on the icon in front of the member’s name: @ |

3. Managing workspace resources and contents

The menu for managing the workspace resources and contents is located on the right side of
the workspace page:

INTERNATIONAL WORKSHOP ON MATERNITY PROTECTION - LESOTHO 2013 v . ONTEN m

Man page
hove

SLTTION

fesouwces

Nevwn & Cvents

Maling-ists
Elop

Buking on regonsl sndd iRtemationad. best paacnces and stanciaon, the purpose
of the Werdohop wis 10 beng Ligh! 5 the modem cxroecrem o madermdy
WO Is fuasilty for Lemotho, its ifant 0ivansons ana the

Jﬁ.

palicy making n Lesotha

« Dscuseon Maheddars in Lostthe

S2hebolcors and experts In the SADC o0

* BExcrange
This worboguls cffurs & colction of papsrs 4! Sresairfalions prosednd dunng Sw Workodeg You s als s e ghcios of the vl in the

Photo Galery below

3.1 Contents

CONTENT m

Main page

home

Here you can create new wiki pages or folders to organize all contents related to your
workspace. Click on the green button “Wikis” on the right side menu to open the wiki list:
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Wk 30 Policy options
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4 Sy 3 Ercueserment
14 “Role play
15 Budcing a social cortract
1. Communicason srnagy
& Cove studies

Cace Shodes

3.1.1 How to create wiki folders and wiki pages

To create a wiki page or a wiki folder, click on the following icons on the top of the wiki list:

Create a Create a
wiki folder wiki page

LIST OF WIKIS > —

home & ]
06.05.2013 - Carla Alcobia

Please note that you cannot add an already existing wiki page to a wiki folder; but you can
create as many wiki pages you need within a folder. To do so, first create a wiki folder as
indicated above and then open it by clicking on the folder icon, as shown below:

LIST OF WIKIS > =

& introduction s ]
speseant] - Victoria Giroud-Castiella

Click on the page icon to create a new wiki page within that folder:

]

LIST OF WIKIS >

1 General overview
05122014 - Tormas Barbero

&

2. Introduction to SP 7=
05.122014 - Tomas Barbero

3, Risk and insurance O]
05.12.2014 - Tomas Barbero

4. National dialogue exercise s ]
05.12.2014 - Tornas Sarbero

5. Jeopardy 7 @
05.12.2014 - Tomas Sarbero
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To edit or delete a wiki page or a wiki folder, go to the list of wikis and click on the respective

icons:
LIST OF WIKIS > '5 G
home & )
06.05.2013 - Carla Alcobia
Edit the Delete the
wiki page wiki page

3.1.2 Choosing the order of the wiki pages in the wiki list

You can decide the order of your wiki pages in the list, when creating or editing them, to help
you organize better your workspace contents:

WIKI - EDIT >
Fields marked with an asterisk ('} are required
File name * wiki page 1
Title EN " wiki page 1
Title ES ~ wiki page 1
Title FR* wiki page 1

The default position ranking is
Position ranking o “0”, thus making the wiki page
appear first in the wiki list.
Comments

~ BodyEN
Change the position ranking of
G & G - || e other wiki pages to “1”, “2”, “3”
B IS L|:= = s E and. so on to set ther:n in the
desired order. The higher
numbered wiki page will appear
last in the wiki list.

» Body ES

» Body FR

Update

You can change the order of the wikis whenever you want; to do so, you will need to edit the
wikis page as indicated above.
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3.2 Section

3.2.1 Resources

SECTION

Resources
News & Events
Mailing-lsts
Blog

When you click on the link ‘Resources’ on the above-illustrated menu, you can view all
resources added to the workspace:

LIST OF RESOURCES > + -

Order by: Author, Title, Year, Date of creation

Cash and medical benefits for pregnant and breastfeeding women - / i
Frota, L, 2013 [Presentation (PowerPoint} Not published
International Workshop on Maternity Protection - Lesotho 2013 Programme - /s [}

Kingdom of Lesotho; ILO; SADC-SPEN; FES, 2013, [\Workshop! Not published

International and SADC Standards and Comparative SADC Country Perspectives - s ]
Clivier, M., 2013, [Workshop! Not published
International and SADC Standards and Comparative SADC Country Perspectives - Presentation - /s ]

Olivier, M., 2013, [Presentation (PowerPoint] Not published

Key Lessons and Experiences from Zambia - Towards the Ratification of ILO Convention 183 o s ]
Chikalanga, V. M,, 2013 [Presentation (PowerPoint|

Not published
Maternity Protection - /s [}
Bitso, B.P, 2013 [Presentation (PowerPoint! Not published
Maternity Protection Resource Package Leaflet e /s (]
International Labour Office, 2012, [Brochure / fact sheetl Not published
Maternity Protection at the workplace - s 7]
Kanyongolo, N. R., 2013, [Presentation (PowerPoint) Not published
Maternity Protection: Current legal and political frameworks in Lesotho - U]
Bitso, B.P, 2013, [Workshop! Not published
Safe Maternity and Protected Motherhood: Maternity Protection and ILO Convention No. 183 il /s (]
Addat, L., 2013 [Presentation (PowerPoint} Not published
Welcome remarks by the FES, Interational Workshop on Maternity Protection, Lesotho 2013 - 7 ]
Friedrich Ebert Siftung Foundation, 2013, [Workshopt Not publishied
Welcome remarks by the SADC-SPEN, International Workshop on Maternity Protection, Lesotho 2013 & s ]
Southern African Development Community - Social Protection Experts Network, 2013, [Workshop! Not published

3.2.1.1 How to create and rank categories

To better organize the workspace resources, you can create categories under which resources
are classified. Click on the green button “Categories” on the top of the list of resources:

LIST OF RESOURCES > + | -
Order by: Author, Title, Year, Date of creation
Display by Categories

More questions? Email us at gess@ilo.org 10
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To create a new category, click on the button on the upper right side:

WORKSPACE - CATEGORIES >

Social health protection / @
training resources & ]
& []

Unemployment

Fill in the form by providing a name to your category. You can set the position ranking of the
new category in the list, following the same procedure as explained previously for the wiki

pages:

VWORKSPACE - ADD A CATEGORY >

Fields marked with an asterisk {*} are required

Family and Children

Category EN”
Category ES”
Category FR* Set the position ranking. The
default position ranking is “0”,
Positi Ki . .
osenrantng ° thus making this category appear

first in the list of categories.

Click Add when
you're finished

To change the position ranking afterwards, edit the categories:

WORKSPACE - CATEGORIES >

Social health protection & W
Training resources & ]
& (]

Unemployment

3.2.1.2 How to add, categorize and share resources

To add a new resource to the workspace, click on the button:

LIST OF RESOURCES »

More questions? Email us at gess@ilo.org 11
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At this point, you have two options:
1- Search for a resource in the SPP Library and add it to your workspace:
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\&f L"‘}‘y Social Protection

Search a
PRIy resource using
these fields
THis © e Socml Protection aooe
Autror ©
Yuar [
Regon O Ml :
Type © i )
Languagw ¢ mi :
Country O
Togs »

Rescaacam rwilind to GM|

Feacaroes: twirtend 10 the Loncmriaton

S—

From the list of results, select the resource(s) you wish to add to your workspace:

UMNESCO 20

o Sociol Protéeefion Fioor ntlstive . Select the

ey

G , ' resources
UNESDD. 2006 Aot sty
n Y | - L
| 8 3l Securty Deparyrene, wag
" T ol Maating on the CEE Socinl Protection Floos
L0, Sockal )-(uh -\\ll"l i 1006
¥ 3 » ! wl 1w » ” - <
s . Soclal ¥ ] i

Tun G, ot Nzt sttty

red Click Add when
you’re finished

2- Insert a new resource in the workspace:

ADD ANEW RESOURCE

Fill in the form. All
Type ' © = mandatory fields
e e are marked with *
Subtitie ©
Authar " ©
Year ' 0
Region ' @

Upload resource © Escotwe fchere  Nerhum Acheiro selecionaco

-

URL adddiress ¥ resource avalable online ©

Upload picture of resources cover Laconhe ichere  NEMUM FChEig selacionaso
Language 'O — N
Cou L) Afgharesian . .

-~ Albana Tick the box Copyright to

vk R ensure you’re entitled to share
Category IWorkspace] e | theresource.
Activated
Copyright Tick the box Publish to make
d a_q q
Pl the resource visible in the
add workspace to all users.
More questions? Email us at gess@ilo.org 12
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When adding a new resource to the workspace, you can categorize the resource according to
the workspace categories created previously:

ADD ANEW RESOURCE >

Type ' © -—- Zh
Title ' ©

Subtitle ©

Author " ©

Year '@

Region ' @ == i $)
Upload resource © Escoler ficheiro . Nenhum ficheiro selecionado

URL address if resource available online @

Upload picture of resources cover Escoler ficheiro  Nenhum ficheiro selecionado

Language ' © - 3)

Country © [Afghanistan
|Albania Select one of the
‘ s
|Algeria . .
o — categoglfas ;:\rewously

Category [Workspacel v = Crealze in the

Social health protection workspace.

Activated Training resources

Copyright Unemployment

Published i

. Click Add when

you're finished

The resources will appear on the list under the selected categories.

To share a workspace resource in the SPP library, you need to access the list of resources and

click ontheicon “  asshown below:

Jash and medical benefits for pregnant and broastfeeding wormen
Freta L 2013 H’vvuf{x‘.ﬂ\ Gmwao-nl

A Dbty

The publication of the resource in the SPP library will be submitted to the Platform
Administration, that will in due time activate its publication in the library.

In the resource list you can also edit or delete the resource:

Edit the Delete the
resource resource

ash and medical banefits for pregnant and broastfeeding wormen
Freda L 3013 Pregaedation PowerP ol

AN bty

More questions? Email us at gess@ilo.org 13
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3.2.2 News and Events

SECTION

Resources
News & Events
Mailng-lsts
Bleg

When you click on the link ‘News & Events” on the above-illustrated menu, you can view all
news and events added to the workspace.

You can add news and events by clicking on the button on the right-side menu next to the title
of the page:

NEWS & CALENDAR ~ &

Similarly to the previous item on how to add a resource to the workspace, there are two
options:

1- search for a news or event published in the Platform and add it to your workspace:
SEARCH NEWS *

Title

Serch For further search functions,
click on the icon
Search for news
or events.

From the list of results, select the resource(s) you wish to add to your workspace:

Select the
to r < o n f n

news

1} Tl Harratior mi yh o i 1o o aie ar upport t opMme: ol

s 44 05

o Click Add when
you’re finished
More questions? Email us at gess@ilo.org 14
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2- Create news or events in the workspace:

CREATE ANEWS / CALENDAR

Type"® News Calendar * Nows & Calendar
Category ‘0 = :
TRie EN'O

TRIeES"©

Title FR* O Select whether you
Link & want to create news,
SelorcirTHie IN® publish an event on

Calendar Title ES G
% < the calendar or both
Caloncar Title FRO

Display from © 25 | Il peyy
Display untd © = M ;
Contribution from © If you select
e 17 “Calendar” or “News
Antigus anc Harbucda & Calendar”, add the

Publish © calendar title and the
Archive © dates of the event

« Boay EN

@6 & S - M EEEE Q| ESoms
BIS L zx 4 »niEsss sw Fom 2
» Bogy ES
+ Body FR

Click Add when
you're finished

Don’t forget to click on “Publish” so all users can view it in the workspace. If you select “News
and Calendar” and add a date in the form, the event will be displayed on a calendar in the
workspace main page:

INTERNATIONAL on TY ~LESOTMO 2033 ’ > CONTEM s |
M= page
- horee
e e——
Moo ook

> %
| Materuity Fregects
. Newn & Eversy

Mading-Lrs
#an
o Decambor 2034 o
~ Mo Te W ™ L Sa
=1
AR 07 et 1 it SADS mgon
THE SreiDaco OFG-T 3 COUGCHON Of DA0ES 300 DNNanlat g Dovtatad UG NS WOASHOD YOU Can U150 06 e DAOLOS OF 11N et In NG
Pots Galey Delow
More questions? Email us at gess@ilo.org 15

Last updated: December 2014


mailto:gess@ilo.org

({i[O}y) Social Protection

\\I‘QV}} Build | floors
ilding social protection
\L < and co:lprehen’:lve social security systems

As with the resources, you can share the news and events you've created by clicking on the

FES

icon on the list of news:
Report on Maternity Protection in Europe = A o ®
02122014

The publication of the news in Platform will be submitted to the Platform Administration that
will in due time activate its publication.

3.2.3 Blog

SECTION

Resources
News & Events
Mailng-lsts
Blog

You can create blog posts on your workspace to share your insights with other users. Click on
“Blog” on the right-side menu and add a post by clicking on the icon -

Fill in the form:

BLOG - ADD >

Title EN ~
Title ES”
Title FR"

~ Abstract EN

@ @ @ g-|@ o m@m= ol[R)|B s

Biglunsalsvallima:= £ [H= = ; -1[2]

Styles Format 2

+ Abstract ES
» Abstract FR
+ Body EN
» Body ES

, Body FR

Add
Fields rmarked with an asterisk (7 are required.

More questions? Email us at gess@ilo.org 16
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The posts will be shown in the blog’s main page:

wateonsion of matanity pratection it Africs . Main page

oo ces
Hwws & [ verrts
Mading lists
Elog

4. Linking workspaces

A WS can be associated to other WS with similar objectives. This function facilitates the
navigation between a family of WS.

Data & indicators Toels

ASSESSMENT BASED NATIONAL DIALOGUE LABNDI IN THE KYRGYZ REPUBLIC @ = 8 & Provede

. & . . .
You should click on and the following box will appear. Write the a word of the WS you
would like to associate with your WS and do “Enter”, then select the WS you would like to
associate and do “Enter” once more.

ASSESSMENT BASED NATIONAL DIALOGUE (ABND) IN THE KYRGYZ REPUBLIC e g e

5 Round Tabis no 2
6 Sarimary réoon

7 Sound Tase 3

The associated WS will appear on the right menu under “Related Projects”:
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TOfy Social Protection

M/ Building social protection floors
7 N and comprehensive social security systems

(i

SECTION

Resources

News & Events
Mailing-lists

Blog

RELATED PROJECTS

Mongolia: Assessment based o
national dialogue on social protection and
employment promotion

Philippines: Assessment based [
national dialogue on social protection,
employment premotion and disaster
management
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