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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€an also change the look of the site, do
maintenance, and much more

For the Contributor, Contefit 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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This is a training website
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Han Demo Biodiversity

National Clearing-House Mechanism Demonstration Website

Rwanda, African Parks s'engage a protéger a long terme le parc

national de Nyungwe

Le gouvernement rwandais et I'association de conservation African Parks ont annoncé mercredi 7 octobre la signature

d'un nouvel accord de 20 ans pour le parc...

[T

Latest news and updates

EVENT
Congrés mondial de la nature de I'UICN

Report du congrés mondial de la nature de I'UICN - Les nouvelles dates
seront annoncées prochainement. En raison des conditions sanitaires liées
a la pandémie de la COVID-19, la France et I'Union internationale...

READ MORE »
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Warsedie

: One World - One

Content statistics
€ 11 Ecosystems

& 13 Documents

£ 6Events

& 2 Photo albums

® 107 National targets

% 1 Related website

Loginto add items
and manage the
site depending on
your role
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HOME ABOUTUS ~

Log in

Log in Reset your password O

Email address=

handekoeiier@amail.com

Passwordx

AAA A AR L AR A A )

Han Demo Biodiversity

National Clearing-House Mechanism Demonstration Website

BIODIVERSITY v IMPLEMENTATION ~ INFORMATION ~

>

@OSSIbIlItytO resetyour
. O password in case you
have forgottenit

’& — Valid email address that has been
Q - given to the site manager who will

Q,v assignyou a role

- Password that the user has
created to log into the site




Han Demo Biodiversit)

National Clearing-House Mechanism Demonstratio

HOME ABOUTUS ~ BIODIVERSITY v IMPLEMENTATION ~ INFOHR

Reset your passwor@@

O Email address that you have
Log in Reset your passwor@ given to the content or site

Q& 5 manager and which is

Email address registered on the site

?\
X

Password reset instructions will be sent to your registered email address.
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 resetyour
password. If you don’t find this email in your inbox, you should check
your spam folderto see if it has arrived there.



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.



E Manage O\ Search 1 handekoeijer@gmail.com O Bioland Management

View profile Edit profile Logout

@ EEEEY Francais Espaiol Pycowii i fZ  £F Myaccount Logout

Han Demo Biodiversity Sear Q

National Clearing-House Mechanism Demonstration Wehsite

HOME  ABOUTUS v BIODIVERSITY v IMPLEMENTATION v INFORMATION ~

handekoeijer@gmail.com

View your profie =——-_,

View Edit

Han de Koeijer (contributor)
3 weeks 4 days

Quick links CBD links Bioland Social Media

Home CBD CBD country profile ¥ Twitter

Strategic Plan for Biodiversity GEF projects f racebook

Aichi Biodiversity Targets InforMEA country profile Instagram
CHM Network UNEP country profile YouTube
CHM Information services United Nations country profile Linkedin

BCH Biodiversity Indicators Summary

Contact Credits Terms of use © 2020 Secretariat of the Convention on Biological Diversity



E Manage O\ Search 1 handekoeijer@gmail.com

View profile Edit profile Logout

You can edit your
profile by clicking
on one of these

O Bioland Management

HOME

ABOUTUS ~

BIODIVERSITY »  IMPLEMENTATION ~

handekoeijer@gmail.com

View  Edit

Han de Koeijer (contributor)
3 weeks 4 days

Quick links CBD links

Home CBD
Strategic Plan for Biodiversity
Aichi Biodiversity Targets
CHM Network
CHM Information services

BCH

Contact Credits Terms of use © 2020 Secretariat of the Convention on Biological Diversity

Han Demo Biodiversity

National Clearing-House Mechanism Demonstration Wehsite

INFORMATION ~

Bioland

CBD country profile
GEF projects

InforMEA country profile

UNEP country profile

United Nations country profile

Biodiversity Indicators Summary

@ EEEEY Francais Espaiol Pycowii i fZ  £F Myaccount Logout

Social Media

Twitter
Facebook
Instagram
YouTube

Linkedin



= Manage ( Search 1 handekoeijer@gmail.com @ Bioland Management

Editing your Profile

My_account » Administration

Choose Content Manager role to allow other people to contribu ur website. Site Manager allows full management of the website!

To change your password first e
enteryour old passwordhere ————*

A cc:“ Is from tk to this ;,‘ T d d be used F
Type your new password here == """
Confirm your new password here === _
You can change your full name here == """ 05~
You can add a profile picture here b [N
You can change your default (> Lancuace sermws
language forthe site here N S s g

Time zone for your site. We advice you

not to change it as it is set by the site —*

Brussels

manager e (O
[
1y

g

¢ Coop &3 «——— Don'tforgetto save your changes !



By Cllcklng on “Bloland management” HOME  ABOUTUS v BIODIVERSITY ~ IMPLEMENTATION ~  INFORMATION ~

Managing your Content
s i i e

View pfile Edit profile Logout

@ BEE Francais Espafiol Pycawin i) @k £ Myaccount Logout

N L
rZI_m Han Demo Biodiversity Q

National Clearing-House Mechahispgp Deégonstration Website

or “manage”youwill open a window handekoeijer@gmail.com
where you can see the specifications
of your role, add content and manage ~\/

your content.
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View Edit

Han de Koeijer (contributof}
3 weeks 4 gays

Quick links CBD links Bioland Social Media

Home CBD CBD country profile Twitter
Strategic Plan for Biodiversity GEF projects Facebook
Aichi Biodiversity Targets InforMEA country profile Instagram

CHM Network UNEP country profile YouTube

CHM Information services United Nations country profile i Linkedin

BCH Biodiversity Indicators Summary

ABSCH

Contact Credits Terms of use © 2020 Secretariat of the Convention on Biological Diversity



Q AR Francais Espafiol Pycoruit sl (SR Q My account Log out

Han Demo Biodiversity

National Clearing-House Mechanism Demonstration Website

HOME  ABOUTUS - BIODIVERSITY v IMPLEMENTATION INFORMATION ~

Bioland Management

View | Translate

The links to make the site pr@fiageient easier. Not all links will show to all the roles.

Create new content by clicking Content Méhagement
here ™™ ¢ . . . .
—>  OCresropcdmcers Click here if you have Click here if you

See all content by clicking here ! @}}% questions to the contentor ~ want to consult the

- site manager about your manual integrated
See the content that you drafted=—— o drafted content in the Bioland tool
by clicking here . .

Community Documentation
@View the contact form BRead the manual




Contributor: Addina information to the Site

See the manual XX on the differentitems that can be added to the site

My account » Administration

« Before making any changes, make sure to read the Bioland documentation available here.

Document

Content that usually has an attached file(s). For example: publications, official documents, reports, agendas etc

) Ecosystem

Briefly describe a major ecosystem of your country.

Event
Describe a biodiversity-related event in your country. Can be featured in the home page 'latest’ listing or in image slider.

FAQ

Frequently asked questions are feature in a separate website section and should contains questions from your users or co

?\
&

Use for time-sensitive content like news, press releases, alerts etc. Can be featured in the home page 'latest’ listing or in image slider

n igsues.

) Gallery

Group multiple images into a nice image gallery.

2 News

. Organization

Add local organizations relevant to your country.

{H“. S
".'*] COoo4CED

Q

Person
Add relevant peaple involved in your co«sbiod/xfersiryarea. You can specify also their role.

Project

Describe a bod«ers@me in your country.

Protected are:

protected area in your country.
lated

website

Link to other websites with relevant information about biodiversity in your country.

Video

Upload a video to YouTube or Vimeo and feature it on your website!

Web page

Web page allows breaking content in paragraphs (rows) and arranging it on columns. Use for complex content such as presentation pages with images.



Content Management Role

e 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 inforpration

e They can publish information added by conttibutors after revision (See Manual

XX)

e They can organize the Menus (See Manual XX)

e You will have a different screenyeompared to contributor role after logging in.



Content manager role screen after logging in

Submissions: click here to
see what items you have
already added

Han Demo Biodiversity

National Clearing-House Mechanism Demonstration Website

Y/

Submissions that you have

HOME  ABOUTUS -~ BIODIVERSITY + IMPLEMENTATION ~ INFORMATION ~ created. Can be sorted on
date ascending or
handekoeijerl@gmail.com \/ dTSCGHdlng
<
View Edit SUDMISSION it ——y | U0TRSR0S l
Han de Koeijpr (contributor) Submission title, CreatedV IP address

weeks 2 days N/ ' ‘
There are no submisSions ‘_,‘E'[. |

See profile editing in the earlier chapter on

contributor role (no difference)
e

‘-r#} Coop



By Cllcklng on “Bloland HOME  ABOUTUS v BIODIVERSITY ~ IMPLEMENTATION ~  INFORMATION ~

Managing information on the Site
s e ol

View pfile Edit profile Logout

@ BEE Francais Espafiol Pycawin i) @k £ Myaccount Logout

N L
rZI_m Han Demo Biodiversity Q

National Clearing-House Mechahispgp Deégonstration Website

management” or “manage” you will handekoeijer@gmail.com
opena window where you can see

the specifications of your role, add d "( N
. Han de Koeijer (contributo
content and manage the site 3 weeks 4 gays

¢ F#\
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Quick links CBD links Bioland Social Media

Home CBD CBD country profile Twitter
Strategic Plan for Biodiversity GEF projects Facebook
Aichi Biodiversity Targets InforMEA country profile Instagram

CHM Network UNEP country profile YouTube

CHM Information services United Nations country profile i Linkedin

BCH Biodiversity Indicators Summary

ABSCH

Contact Credits Terms of use © 2020 Secretariat of the Convention on Biological Diversity



l handekoeijer@gmail.com 0 Bioland Management

‘\ Configuration

This is a training website

Q [ REIEN Francais Espafiol Pycckmit =) (SjEsRT Q My account Log out

Han Demo Biodiversity

R
] National Clearing-House Mechanism Demonstration Website

HOME ABOUTUS -~ BIODIVERSITY ~ IMPLEMENTATION ~ INFORMATION ~

Bioland Management

View Translate

The links to make the site management easier. Not all links will show to all the goles.

Content Management Website(Sthucture
©OCreate new content i=Al fgnus
Same as
. i=All content ENjenu - Main menu
contributor A
=All drafted content '=Menu - Green - Quick links
role
=Own drafted content =Menu - Green - CBD links
BEView archived content =Menu - Green - Country Specific links
OTaxonomy - Keywords =Menu - Green - Social media
fFPHome page slideshow iEManage web forms

Community

Same aS ®,Contact form submissions
Fa CO ntrIbUtOI’ I’Ole —) € ‘/iew the contact form

Website Configuration

#3Clear the caches

Same as
contributor role

Documentation

&Rezd the manual



1 handekoeijer@gmail.com e Bioland Management

R Francais Espafiol Pycckmin auws=)d @ ¥ Myaccount Logout

A

) L=
= Han Demo Biodiversity Searc Q

National Clearing-House Mechanism Demonstration Website
HOME ABOUTUS -~ BIODIVERSITY ~ IMPLEMENTATION ~ INFORMATION ~

Click to Bioland Management Click to clear the
see all caches of the website
drafted View | Translate (not usually

content The links to make the site management easier. Not all links will show to all the roles necessary)

that still Content Management Website Stfucture Website Configuration
needs ES— — s e cocnes

to be mat contens =g\ goin mens

published ™ _ .. o - creen- quick s

«+— Differentoptions to manage
the main menu bar and
the different menus of the
footer

=0Own drafted content CIle tO E=Menu - Green - CBD links
CI'Ck to BView archived content VleW =Menu - Green - Country Specific links

manage the/v OTaxonomy - Keywords arChlved =Menu - Green - Social media
keyWO r'dS $EHome page slideshow |te ms i=EManage web forms

T Community See the ~ Documentation
_ __submissions
5 coop Clllck to manage the m— made by the
<t Slideshow/Entity queue contact form

®,Contact form submissions &Rezd the manual



Content Manager Role (recap)

Common

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

Additional

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

e They can publish information added<by contributors after revision (See Manual XX
publishing information)

e They can see the submissians.\done through the contact form
e They can organize the Menus (See Manual XX structure of the site)

e They can clear the cashes of the site



Site manager role

Common

e See content manager role for most items

Additionally
e They can add users and assign rofes
e They can add Landing pages4@nd blocks for the landing pages (See Manual XX)

e They can configure the sife(See manual XX on site configuration).



Site manager role screen after clicking on manage

Menu to configure
Content as for the site

content managers

E Man ge Q Search 1 hdekoe jjer@naturalsciences.be 0 Bioland Management

Q REIEN Frangais Espafiol Pycckmin s (SRS O My account Log out

Han Demo Biodiversity » Q

National Clearing-House Mechanjsm Demoffsggghon Website

HOME ABOUUTUS ~ BIODIVERSITY » IMPLEMENTATION ~» INFORMATION ~

Structure as for content

managers with additionally
Block Layout Menu to add contributors and
,f'-"; Co0D content managers to the site

'\--, #



HOME

ABOUT US ~

BIODIVERSITY » IMPLEMENTATION ~ INFORMATION ~

Bioland Management

View Revisions

Translate

Additional options to configure
the site. Use mostof these only
if you are a web expert

The links to make the site management easier. Not all links will show to all the roles.

Content Management

©OCreate new content
i=All content

=All drafted content

Click to blocks
that can be
added to
landing pages

=O0wn drafted content
BView archived content

OTaxonomy - Keywords

Click to \

translate the \ fFHome page slideshow
user Inte rface &Translate user interface

Clickto "

translate the

EZManage dlocks

&g Translate configuratior

Cco nflg Urat|0n &+Create new account
&View existing accounts
'&‘
LR

User Management

Website Structure Website Configuration

i=All menus $Basic site configuration

=Menu - Main menu CIWebsite logo & Ul

=Menu - Green - Quick links #IClear the caches

=Menu - Green - CBDffinks ®Date and time formats

=Menu - Green Coungry Specific links @Password protect the website
=Menu

L
Clgenage URL redirects

- Gregn -$ocial media
v

MIRegional settings
O©Check CRON

; NaeVanage web forms AEmergency STOP

= G Content statistics block
“ Additional options for the

management of the site

Community Documentation

®,Contact form submissions &Read the manual

User

—

manageme (R
options



Site Manager Role

Add users and Assign roles

Click on People in the top left bar

E Manage Q Search 1 hdekoeijer@naturaisciences.be 9 Bioland Management




Adding a User

People

My account » Administration » Configuration » Development

I « Before making any changes, make sure to read the Bioland documentation available here

Click to add
anew user™ "

Name or email contains Status Role

s = Search options

Click to fiker permizsion W\ to look for users
the search :

optioNs ==t ([ Fitier

above USERNAME FULL NAME STATUS ROLES MEMBER FOR v LAST ACCESS OPERATIONS
jolienlvennema Jolien Venneman - contributor Active * Qgntributor S days 6 hours 27 minutes 54 seconds ago Edit
chm-cbd@mnhn fr CHM France Activg e Site manager 2 weeks 2 weeks 1 day ago Edit

. jvenneman®natu Jolien Venneman Agtive e Site manager 4 weeks 25 minutes 47 seconds ago Edit CI' k d H
Information ick to edit

—) handekoeijer@g. Han de Koeijer (contributor) Astive e Content manager 4 weeks 2 days 43 minutes 57 seconds ago Edit Ap— each
4

on the user cactl
Active e Site manager 1 month 7 minutes 36 seconds ago Edit Ind IVId ual

Bioland Contributor Active e Contributor 2 years 1 month 3 months 3 weeks ago Edit uSer

hdekoeijer®@nat

Status of the
user and ItS bioland-cm@&chm Bioland Content Manager Active e Content manager 2 years 8 months 3 months ago Edit

rOIe bioland-sm&chm Bioland Site Manager Active e Site manager 2 years 9 months 1 month ago Edit

.f"‘-# co0D Memberinformation and when last logged in. This will help
ks you to decide to change the status of the user



Add a valid email
address =%

Status of the user
 ——

Check if you want

to inform the

new user that their

account has =

beenmade (highly

recommended)

"%
{#. Coop

Peop

This web page allows administrato egister new users. Users' email addresses and usernames must be unigque.

Email address *

A valid email address. All emails from the system will be sent to this address. The email address is not made public and will only be used if you

receive certain news or notifications by ema

Type a password heré'and confirm the password.
Password strangth d— . .
I —— It will show if they.match

Criss @ passivoiu ws wes sy acooas oo 0oth fields

cannot log in into the website, choose only to disable a

Choose the role of the user here.
(Only.choose one role!)

Roles

e U5 +«— Add the full name of the user here

cht::m No file chosen __

Language and Time
¥ LANCUACGE SETTINGS i Zone for your Site-

=

N We advice you not to
This account’s preferred language for emails. This is also assumed to be the primary language of this account’s profile informatio Change it for an

v tocas sermnes individual useras itis
e . | site specific



Site Manager Role

Additionally
They can add Landing pages and blocks for the lahding pages (See Manual XX)

They can configure the site (See manual XX @r(site configuration).
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