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Introduction

The GCAP Web portal (www.whiteband.orq) is built on a Zope/Plone application,
which allows decentralized user access and editing.

Important : GCAP Web portal is designed to work with Mozilla Firefox. Some of
features described below are not available with old Microsoft Internet Explorer
versions. Change for Firefox a free powerful browser !

Global and regional secretariats, IFT members, task-forces and working groups
representatives, national focal points and translators are given access to the site.

National focal points have access to and can edit the following features of the portal:
Their National page
The Blog
The Photo Gallery

This document goes through the easy steps to update the National pages, to add a
Blog entry and to add pictures in the Photo Gallery.

To login: click on the login button at the bottom of the page, use your login and your
password.

A - National pages

1. Editing the page: an example
Clicking on a country name leads to the country folder; the page displayed is the
country homepage. It looks like this :

Suppose you want to raise awareness about the Seminar organized by COAST on
November 2007 and therefore have an hyperlink on your page to Coast website
(http://www.coastbd.org/) :

Click on the edit tab

Write "This month" and choose Headings style

Write "Seminar organized by COAST- November 2007" and choose

Subheadings style
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Higlight Seminar organized by COAST- November 2007

Click on the external link icon
Add the full URL

Click OK
Back to the page, click on save
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Working on your national pages, the tabs you will have to use are :
contents: lists subfolders and homepage

add to folder or add item: to add, a new page, an image, a file, a folder.
view: to display the page

edit: to edit the page displayed

2. Contents tab
Click on the contents tab:

Each country folder has 4 subfolders, News Room, Partners, Take Action,
Resources.

The only item meant to be at folder root is the country homepage. (Click on it once to
display it)

To open a subfolder, just click once on it :
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The subfolder Take Action contains 2 items. The icons says they are files (doc or
pdf).

Preparing 2008, you may wish to organize the folder Take Action. You may wish
having a subfolder 2007 and another one named 2008. Just click on "add item"

3. Add item tab

a. To create a subfolder Year 2007, in the folder Take Action
Re-open Take Action, if necessary
Click on add item tab and go to "folder"

In Title box, write the name of the new folder : Year 2007
Click on save
The folder Year 2007 is created, open Take Action to check.

Seems relevant to put the files "Highlights 07-07-07.... " and "All planned events.... "
| in the subfolder Year 2007 :

Mark the two files with a tick
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Click on cut
Open Year 2007
Click on paste

Seems now relevant to have a new page "Actions in 2007" in the subfolder Year
2007 :

b. To create a new page Actions in 2007 in the subfolder Year 2007

Open Year 2007

Click on add item tab and go to "page"

In Title box, write the name of the new page: Actions in 2007

Eventually, write (or paste from the buffer) the full content, some content,
or for the while no content as you will be able to edit the page later

Click on save

4. edit tab

We are going to do some work on the Actions in 2007 page
Display the page
Click on edit tab

a. To add content

You can write content directly or paste a text copied from a wordprocessing page or
an htm. page.

The Menu'’s format buttons are quite obvious.
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Note the different styles availables. Mostly we use Heading, Subheading and Normal
paragraph.

Tip : If you are having trouble with a sentence or a paragraph format, just click on

, a code page is displayed, click again on and see the result.

b. To create an internal hyperlink

Type (or paste) Highlights of the 07-07-07 - Click here to read the report (PDF)
Highlight Click here to read the report (PDF)

Click on

Select Highlights 07-07-07 events in Bangladesh
Click OK
Back to the page, click on Save
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c. To create an external hyperlink

Create a text, such as: See more on www.testimonies-whiteband.org.
Highlight it

Click on
Add the full URL
Click OK

d. To insert an image

Suppose you want insert an October 17 image.
Place your cursor where you want to insert an image

Click on &

Left column, click on Home

Right column click on Photos

Click on october 17,2007 around the world

Click on Bangladesh

Select Bangladesh 3

Select the size (mini/thumb, etc), play with the alignment (left/inline/right)
Click OK

5. About languages
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The website is being developed in 5 languages : English, Arabic, French,
Portuguese, Spanish. Languages editors will be ensuring that the website core
content is translated.

National coalitions working in English, Arabic, French, Portuguese, or Spanish, are
invited to write their pages in their own language and eventually use the "translate to"
feature to make their pages available in another of the 5 languages. For this, if
necessary, editors can provide support.

National coalitions working in other languages are invited to write their pages in their
own language AND to create an english version of each page. (Don't forget inserting
a link from initial version to english version and back).

What is a blog?

A personal diary that contains mostly topical content

It is structured in a diary format with most recent posts at top
Encourages a more open and personal style

Greatly encourages discussion with visitors and other bloggers

Learn more on the attached document “Guide to Blogging”

Go to http://www.whiteband.org/Gcap/blog

Click then on add item button, select weblog entry and create your blog. Do
not forget to add a short summary. At the bottom of the page, enable
comments and save it.

" #

Go to http://www.whiteband.org/Gcap/resources/photo-gallery

We have created a large folder for October 17, 2007 and countries folders
Click then on add item button, select Image and add your photo. Do not forget
to add a caption and the credits. At the bottom of the page, save it.

Check the various existing folders. For photos from 2007 not related to
October 17, we have created regional folders, such as Asia 07. Check if you
have a country folder. If not create it, by clicking on add item button, select
Folder and crate it. At the bottom of the page, save it. You can then start
uploading all pictures you want.

In case of serious mistakes, as this can happen, you can always go to the
footer and click on Undo. You will then have a list of all actions taken on the
site, by yourself and others. You can then undo yvour actions, if needed. All

actions on the site are sighed by their authors.

Good luck in updating your pages! Kindest regards
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For further support, please contact Henri Valot
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