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Introduction

The web system www.ifsn-actionaid.org is an information and communication platform
developed in the frame of the International Food Security Network project, co-financed
by EC. Its objective is to reinforce civil society in developing countries using the Internet
to provide information and training concerning food security and the fight against

poverty.

The web system is divided in two areas: a public and a private one.
In the public area any visitor has access to:

Institutional information about the International Food Security Network, ActionAid
and priority campaigns;

Partners of the network

News and Events in which IFSN participates;

View and download the contents of the Virtual Library;

View the platform tools;

Register on the site in order to participate in the Working Groups and to receive
newsletters

Login into the system.

In the private area, the web system also has several tools available for the communication
between members of thematic working groups, like Shared Learning, E-learning, chat,
discussion, forums, netmeeting and others. The objective is to promote the discussion and
the sharing of information between the participants of the network.

To access the private area you have to register in the Header of the main page. Then you
will be attributed an access level. The existing access levels are:

Public
With this level of access you can:

1. Login into the system;
2. Login to e-learning platform using the e-mail and password used to
register,;
3. Register in the Working Groups and:
- Send help messages;
- Participate in chats and netmeetings;
- View the contents of the Forum and the Board.

Visitors
Besides the tools of the public access in the Working Groups you can also:

- Participate in the message board,;
- Access the calendar and notes;
- View the contents of Shared Learning and events.

Participant of the network
This level also aloud you to:
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Participate in the Forum and Shared Learning.

Administrator
An administrator can:

- Update the page whether he is in Vietham, in Ghana, in Guatemala, or
in any spot of the world.

- Access all the tools available in the System;

- Customize all the contents available in the Main Page

- Insert and delete files, bibliographic references and terminology to the
Virtual Library;
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Main page

The main page shows several sections:
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Platform Tools

Section that shows the tools available in the platform. If you are already logged into the

system, you may proceed to those directly, just by clicking on the tool you want.

[2] Prataform Tools

& Working Groups
El E-learning

3 Shared Learning
[ Virtual Library
(B Chat

@1 Forum

[ Netmeeting

Partners

Includes the logo and the link for the web pages of the IFSN partners.

Join Us

Includes a link to Contact Us, where you can send e-mails with up two attachments and

view the contacts of IFSN.

International Food Security Network

This section, like all those of the main page, is dynamic and contains information about
the IFSN. Clicking on Read More, the user will have access to a page with

complementary information.

ActionAid

Contains information regarding ActionAid. Always where Read More appears, the user

may click on that hyperlink to proceed to a page with the detailed information.
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News & Events

Contains news or events in which the IFSN patrticipates.

Campaigns

Shows current or upcoming ActionAid campaigns.

Login

Section for logging into the system.

Header

Let's now have a look at the various items in the header of the page.

) ¥ the nternational _ _ _ _
M Home | How to use this plataform | FAQ | Links | Contact us | Registration
% FOOD

k. _#s SECURITY
¥ NETWORK

Select other language | English v

Home

Gets you back to the main page of the platform.

How to use this platform

Download the user's manual of the platform.

FAQ

Contains frequent asked questions about the project IFSN.
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Links

Contains hyperlinks ranked by categories. The first page gives the several existing

categories.

= Home > Links

Food aid

Food Security / Food Systems
Gender

GMOs and Biosafety Legislation
Land and Natural Resources
Sustainable Agriculture

UN links

WTO and International Trade Regime

When we click on one of the categories, the several links of this category will be shown.

" Home > Links

Euronaid

Eurondid is an European netwark of non-governmental arganisations founded in 1981 as a non-profit association, active in the
field of Food &id and Food Security. The main purpase of Eurondid is to facilitate the implementation of NGO programmes and to
promote & critical dialogue on food aid and food security policies with the European Commission (EC) as well as with other
interested parties.

Food Aid Management {FAM)

Created in 1989, FAM aims to promote the efficient and effective use of food aid resources to help alleviate hunger and contribute
ta food security.

More and Better Campaign

The international carnpaign More and Better has been established to support and be a part of the fight to eradicate hunger and
poverty,

Contact us

Shows the IFSN contacts and allows the user to send a message with up to two

attachments.
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Select another language

Permits the selection of the language in which the pages will be shown. If the user does

not choose another language the page initially will be shown in English.

Registration

Clicking on the Registration button a form like the one below shows.

* Required
E-rnail * 1
Enter Password *
Retype Password to Confirm b
u
Prefix
First Marme e
Farmily Mame b
Country of origin | Select [v]
Drate of Birth
Country | Select [v] *
Upload Photograph Browse...

Gender & male O Female

This form will take your personal data. Fields signalled with “Required” are obligatory.
Push the Save button to submit the file. A message confirming the successful
registration will appear. The registration is free. After registering you immediately login to
the system, and enter the Workspace, although with some limitations. You will be able to
access the platform tools according to the access level you were granted. You will use

the e-mail and password you registered to login to the system and to the e-learning tool.

four registration was successfully effectuated.
You'll be contactated soon.
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Login

In the main page fill the Login form with the e-mail and password you used to register
and then submit it by pushing the login button.

E-mail

Password

If you forgot the password to access the system you may recover it by clicking on the
link “Forgot the password? Click here”. You need to give the e-mail you used on
registration and then submit the form by clicking the Send button. The access data will

be sent to your e-mail.

Forget a pagswiord? Click here

To effectuste the login, you should use the e-msil snd the
paszword you used in registration

In case you've fargat the password, use the box below to
recover .

Meww user? Click here.
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Workspace

After login you go to the Workspace of the platform. In this section you find several
options.

After registering one does not immediately access to all the tools available in the
platform, and the Workspace will be like the image above. After being granted access to
the remaining tools, the Workspace will be like the one below.

Working Groups

Go to working groups section. You may also access this section by clicking on the link
Working Groups in the header.
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You can see the Working Groups available by Regions, Themes, or view all the
Working Groups .

Choose a way to view the Working Groups. A list will appear with the nhame and a brief

description of the Working Group, like in the image below.

To subscribe to a Working Group, click on the Pre-registration button.

Then a form like the one below will appear.

If you want to send some information you may use the field Remarks. Then, use the
button at the end to submit the form.
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After submitting the form you are pre-registered. But only after it has been validated by
one of the coordinators of the Working Group, you will access it.

Once validated the pre-registration, the Working Group you joined will appear in the
section of Working Groups you're assigned to.

To enter in a Working Group click on its name.

After entering a Working Group we have a new section with new tools, which can be
accessed through the menu on the left side.

Chat

Where users chat in real time and simultaneously.
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Workspace of the chat

The chat consists of four principal areas:

Messages

Where all the messages sent by you or other chat users appear.

Online
Shows the users connected to the chat.

To send private messages click on the name of the user you want. A window will open.

After typing the text in it, click on the transmission button.

The message you wrote will appear on the screen of the user to whom it was sent. If a
user sends you a private message, it will only appear to you, signalled as a private

message.
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Write here

Type here the messages you want to send. They will appear in the area named

Messages and will be seen by all the users connected in the chat.

Menu

The area menu permits two configurations:
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Layers

To choose a new appearance just click on the new layer and it will be applied to the

chat.

Save the chat

Click the option Save. A new window containing all the conversation will open. Then
click the option Save the Chat. A new window containing the whole conversation
appears. Click on File and after on Save As, then choose where you want the

conversation to be saved as.
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Netmeeting

Besides writing, Netmeeting alouds you to use video and sound.

To activate the video and audio transmission, click on one of the windows on the top.
The transmissions will automatically be activated. All users connected will be able to

see. The volume of the microphone is at the right side of the video.
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Run the mouse through the window where you are transmitting to see the options.
To free the window to other user click on the cross button, and the transmission will stop.
Only two users may simultaneously transmit video and audio, while all the others may

view.

To pause the camera or the microphone just click on the camera or microphone symbol.

To resume them just click again.
In order to login type your hame, choose the type of connection you've got and click the

Login button. You may also choose the colour of your text, as well as purge the content

on the board.

At the bottom, at left, you'll see the users connected at the moment.

To send messages to the board you have to use the box at the bottom. Here you type

the message you want to send and then click the button Send.

User's Manual 19



IFSN — International Food Security Network

The messages will appear in the white space in the middle.
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Forum

Organized by topics, lets you read and send messages.

You can answer the messages either you are online or offline. When you enter at the

Forum area, you see the list of the existing forums.

Create a forum

Click the Add New Forum button. Only users with the network participant level may

create forums.

In this box you give a name and a brief description to the forum. Then click on the Save

button.
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Topics

Each forum is composed by several topics.

To add a Topic, click on the name of the desired Forum.

A list of the existing Topics appears. Click on the Add New Topic button.

Choose a subject and write a message to the topic. Click on the Save button.

The topic you created appears.

User's Manual
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To view the list of a Topic’s messages, click on the name of the Topic. If you want to

reply to a message, type the text on the Reply Box and then click on the Save button.

The message will appear in the Replies box.

To remove or edit a message use the buttons at the right of the message
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Edit
To edit a message you use the pencil button, then you may change its content.

After changing the content of the message, click on the Save button.

Delete
To delete the message you use the button E. Preview opens.

To delete the message permanently, you click on the Delete button.

User's Manual
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The message will no longer appear in the list of messages.

Board

In addition to these tools there's also the Board, which is a space where you may leave

sequential messages. It resembles the forum, but it is not organized by categories.

To introduce a comment on the Board just insert the comment in the Board box and then
click on the button Send Comments. If you want you may also include a file in the

comment.

Shared Learning

This is a space where it is possible to share knowledge. Several contents may be
inserted that will be viewed by the persons who have access to the Working Group. It is

also possible to leave comments regarding the pages of each content.
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When entering into the Shared Learning, the list of the existing contents will appear. If

you want to view a content, you click on the name of the content.

A resume of the content appears. Below the resume appear the collected pages of the
content appear. You may navigate through the various pages to view the content and
the corresponding comments of each one.

Comments

In the Comment box you just type your comment and then click on the Save button.
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Edit comment

To edit the comment you click on the button

In the box make the changes and click on the Save button.

Delete comment

To delete the comment you click on the button 3. Preview opens.

To delete the comment permanently, click on the Delete button.

User's Manual
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Pages

The content of the Shared Learning may have several pages. To introduce a new page,
click on the Add New Page link.

Choose a name for the page and insert the content. You may also attach a file. Finally

click on the Save button.
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When you insert a page you're automatically redirected to the page you have just
inserted.

You may navigate through the various existing pages, and also access the resume. Here
you may also introduce, edit and delete comments regarding the page, simply using the

box Comments . Each inserted comment will be associated to the respective page.

It is also possible to attach more files to the page, just using the box Files.
If you want to edit the content of the page use the button , at the end of the

page.

After having changed the content, you click on the Save button.

Events

Lets you view and introduce events of the Working Group.

Insert an Event
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Click on Add a New Event tab. A form like the one below appears.

Fill the data and then click on the Save button.

The event you introduced will appear in the list and will be accessible to all that Working

Group users.

Edit
Click on the button
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Here you may change any data of the event and then click on the Save button.

Delete

To delete the event you click on the button &4, Preview opens.

To delete the event permanently, click on the Delete button.

Types of Events

To choose the types of events, click on the Event Types tab.

To introduce the type of the new event you use the box at the right side of the list of
Types of Events and click on the Save button. The type of event appears automatically
in the list at the left side.

Edit a type of event

To edit the type of event you click on the button
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Change the data and then click on the Save button.

Online

Lets you view the users who are actually connected to the platform.

Online Helpdesk

Send a message

Lets you send a message to the assistants of the system.

Organiser

Calendar

Lets you view a calendar with all the events of all the Working Groups to which you
belong. The events that are private appear with the indication pvt in blue. Today's date

will be indicated in red, in order to identify it rapidly.
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At the end of the calendar appear the number and the name of the events indicated in

the calendar. If you click on the name of the event you may view its details.

Events

Lets you view the events available. The difference between these events and those
inside the Working Groups is that if you have access to the Working Groups you also

may insert events. Here you only may look.

If you click on the name of the event you may view its details.
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Notes

Lets you insert notes and remarks, to which only the user who inserted them has

access.

When you enter in the notes, a list of the notes appears.

Insert a note

Click on the Add a new note tab. A form like the one the below appears. Fill the data

regarding the note and click on the Save button.

Edit a Note

To edit a note you click on the button

After having changed the data, click on the Save button.

Delete a note

To delete the note, click on the button &, Preview opens.
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If you really want to delete it, click on the Delete button
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External Resources

Virtual Library

Lets you share Files, Bibliographical References and Terminology. This section has free
access, thus it is not necessary to register to access it. Only Administrator level users

can insert data, the others may only view the contents.

You may choose to view the contents organized by Themes or Regions or you can use

the search tool.

Insert
To insert contents in the Virtual Library you click on the tab Add new .
Three options appear, you can insert: Files, Bibliographical References and

Terminology

Files

To insert a file, click on Add New and then on the option Files.

A form like the one the below appears.
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Atfter filling in the data, you choose which regions and themes this file will be associated
with. To select more than one option, click on the Control button of your keyboard.
Finally you click on the Save button.

Bibliographical References

To insert a Bibliographical Reference click on Add New and then on the option
Bibliographical Reference

A form like the one the below appears.
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After filling in the data, you choose which regions and themes this Bibliographical
Reference will be associated with. To select more than one option, click on the Control

button of your keyboard. Finally you click on the Save button.

Terminology

To insert a Terminology click on Add New and then on the option Terminology .

A form like the one the below appears.
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After filling in the data, you choose which regions and themes this Terminology will be
associated with. To select more than one option, click on the Control button of your
keyboard. Finally you click on the Save button.

The content
The order of presentation of the contents will be first the Files, followed by the

Bibliographical References and at last the Terminology.

By region
A list of the several available regions appears. To view the contents of a certain region,
you click on the name of the region.

Here appear the various contents, Files, Bibliographical References and

Terminology only of the region you selected.

By theme
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A list of the several available Themes appears. To view the contents of a certain theme,

you click on the name of the theme.

Here appear the various contents, Files, Bibliographical References and

Terminology only of the theme you selected.

Search

You may find the content you want, using the search tool. Click on the Search tab. In

criterion box write a word associated with the data you are looking for.
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You may filter the search choosing the regions and themes you want to search in. Then
click on the button Search.

The result of the research will be presented in the same way as that by regions and

themes.

Each Bibliographical Reference or file may be edited or deleted only by the user who

introduced it or by users with the administrator level.

Files

View

Click on the file to open its details.

On this page we have a resume of the file. To download the file click on the Download
file link.

Edit

To edit a file you click on the button
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On this page you may change the data you want and then click on the Save button.

Delete

To delete a file you click on the button &,

If you really want to delete it, click on the Delete button.

Bibliographical References

View

If you want to view a bibliographical reference, click on the name of the reference.
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On this page we find the data of the bibliographical reference. If you want open the URL,

just click on it and the page to which the URL refers will be opened.

Edit

To edit a bibliographical reference click on the button

Change the data of the bibliographical reference, click on the Save button.
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Delete
To delete a bibliographical reference, click on the button &. Preview opens.

If you really want to delete the bibliographical reference, click on the button Delete.

Terminology

View
If you want to view a terminology, click on its name.

You will find the meaning of the terminology. If there's an illustrating image it can be

viewed. If there's also a sound, you may hear it, just clicking on the link Download file.

Edit

To edit a terminology, click on the button
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Change the data of the terminology, then click on the Save button.

Delete

To delete a terminology, click on the button &3, Preview opens.

If you really want to delete the terminology, click on the button Delete.
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E-Learning

Lets you access the learning platform from a distance. The learning platform at a

distance is outside the platform of IFSN.
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Profile of Example

Login Data

Lets you change the login data to the system.

Contact Info

Lets you change the contact information.

Work Experience

Lets you change the information about your work experience.
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Educational Training & Skills

Lets you change the information about your personal competences.

Other Details

Lets you change others details about you.
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Working Groups that you are a co-ordinator of

If you have access as a coordinator, in this section you'll get the list of the Working
Groups of which you are a coordinator. The coordinator of each working group will also

validate the registrations of the users that pre-registered to it.

The numbers that appear between parentheses indicate the total number of registrations

(the first number) and after the slash the number of registrations not yet validated.

To view the existing pre-registrations you click on the link pre-registration .

Here you get the user list of this Working Group, indicating which are valid and which are

not.

Validate a registration

To validate a pre-registration you click on the button

You access a page with the data of the pre-registration. To validate the registration, you

click on the button Validate .
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IFSN — International Food Security Network

Removing a registration.

To remove a registration, click on the button &2

You access a page with the data of the pre-registration. To remove the registration, you

click on the button Remove Validation .
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