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GENERAL INFORMATION ON ROLES​

4 types of roles​
• Anonymous – can’t add information and can only read information​
• Contributor – can add information on the site but the information will be saved 

as draft​
• Content manager: can add information to the site, publish information from 

contributors, add users​
and organize the site​

• Site manager: all of the above but can also change the look of the site, do 
maintenance, and much more​

● For the Contributor, Content manager and Site manager role you need to 
receive this role from the site manager

● To add information on the site you need to be logged in !
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Login to add items​

and​ manage the 
site​ depending on 
your​ role
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Possibility to reset your 

password in case you 
have forgotten it

Valid email address that has ​been 

given to the site manager ​who will 
assign you a role 

Password that the user has ​

created to log into the site​
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Email address that you have 

given to ​the content or site 
manager and ​which is 
registered on the site​

After clicking on the submit button you will receive an email from the 

system. It will give you a link that you can use for 24 hours to reset your 
password. If you don’t find this email in your inbox, you should check 
your spam folder to see if it has arrived there. ​
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Contributor Role

Contributors can add different types of information on a Bioland site. All the 

information that they will be adding ​will be saved as a draft version which has to 

be approved/published by a Content manager or a Site Manager.

It will not be visible on the site till it has been published.​

Contributors can translate items published on the Bioland site (See manual XX)​

In this section you will learn how to log in, what the contributor role allows to do 

and how to find your way ​around the site.​ You will first need to log in to the site 

as mentioned in the chapter before.DRAFT D
OCUMENT



View your profie
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You can edit your 

profile by clicking 

on one of these
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Your image here

To change your password first ​

enter your old password here​

Type your new password here​

Confirm your new password here​

You can change your full name here​

You can add a profile picture here​

You can change your default ​

language for the site here​

Time zone for your site. We advice ​you 

not to change it as it is set ​by the site 
manager​

Don’t forget to save your changes !​

Editing your Profile
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Managing your Content

By clicking on “Bioland management” 

or “manage”​you will open a window 
where you can see the ​specifications 
of your role, add content and ​manage 

your content.
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Create new content by clicking 

here​

See all content by clicking here​

See the content that you drafted 

by clicking here​

Click here if you have 

questions to ​the content or 
site manager about your ​
drafted content​

Click here if you 

want to ​consult the 
manual ​integrated 
in the Bioland​ tool​DRAFT D
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Contributor: Adding information to the Site
See the manual XX on the different items that can be added to the site​
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Content Management Role

● Content managers can add different types of information on a Bioland site. All 

the information that they will be adding can be saved as a draft version or be 

published straight away when adding the information​

● They can publish information added by contributors after revision (See Manual 

XX)​

● They can organize the Menus (See Manual XX)​

● You will have a different screen compared to contributor role after logging in.
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Content manager role screen after logging in 

See profile editing in the earlier chapter on 

contributor role (no difference)

Submissions: click here to 

see what items you have 
already added​

Submissions that you have 

created. Can be sorted on ​
date ascending or 
descending
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Managing information on the Site

By clicking on “Bioland

management” or “manage”​ you will 
open a window where you can see 
the ​specifications of your role, add 

content and ​manage the site​
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Same as  

contributor 
role​

Same as  

contributor role​

Same as  

contributor role​DRAFT D
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Click to 

see all 
drafted ​
content 

that still 
needs ​

to be 
published​

Click to 

view 
archived 
items​

Click to 

manage the 
keywords​

Click to manage the 

Slideshow/​Entity queue​

See the 

submissions 
made ​by the 
contact form

Different options to manage ​

the main menu bar and ​
the different menus of the 
footer​

Click to clear the 

caches ​of the website 
​(not usually 
necessary)
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Content Manager Role (recap)

Common​

● They can add different items to the site (see items for contributor role above)​

Additional​

● They can add additionally Basic pages, National targets and webforms items​

● They can publish information added by contributors after revision (See Manual XX 

publishing information)​

● They can see the submissions done through the contact form​

● They can organize the Menus (See Manual XX structure of the site)​

● They can clear the cashes of the site
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Site manager role

Common​

● See content manager role for most items​

Additionally​

● They can add users and assign roles​

● They can add Landing pages and blocks for the landing pages (See Manual XX)​

● They can configure the site (See manual XX on site configuration).
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Site manager role screen after clicking on manage

Content as for 

content managers​

Structure as for content 

managers with additionally 
Block Layout​

Menu to configure 

the site​

Menu to add contributors and 

content managers to the site​
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Additional options to ​configure 

the site. ​Use most of these only ​
if you are a web expert​

Additional options for the 

management of the site​

Click to blocks 

that ​ can be 
added ​to 
landing pages​

Click to 

translate the 
user interface​

Click to 

translate the 
configuration​

User 

management 
options​
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Site Manager Role

Add users and Assign roles​

Click on People in the top left bar 
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Adding a User

Click to add 

a new user​

Search options 

to look for users​
Click to filter 

the search 
options ​
above​

Information 

on the user​

Status of the 

user and its 
role​

Member information and when ​last logged in. This will help 

you to ​decide to change the status of the user​

Click to edit 

each 
individual 
user​
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Adding a User (cont.)

Add a valid email 

address​

Type a password here and ​confirm the password. 

It will show ​if they match​

Status of the user​

Choose the role of the user here. 

(Only choose one role!)​

Check if you want 

to inform the ​
new user that their 
account has ​

been made (highly 
recommended)​

Add the full name of the user here​

Language and Time 

zone for your site. ​
We advice you not to 
change it for ​an 

individual user as it is 
site specific​

Don’t forget 

to save your 

changes!
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Site Manager Role

Additionally​

They can add Landing pages and blocks for the landing pages (See Manual XX)​

They can configure the site (See manual XX on site configuration).
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Thank you for your attention!

Presenter contact details

Coming soon www.coop4cbd.eu Follow COOP4CBD
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