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Welcome Group"lf_

There are many groups on the Ocean Decade Network (ODN),
organized in five categories:
e National Decade Committees (NDCs)
Thematic Communities of Practice (COPs)
Regional Communities of Practice (COPs)
Open Groups
Working Groups

For more information about the types of groups, please review our
"Understanding Groups" fact sheet under the "Resources” tab of the
ODN.

Each group has been assigned either a Group Lead (in the case of
COPs) or Group Admin. This designation gives you authority to edit and
manage your own group, including adding members, posting content,
and coordinating discussions.

If you are a Group Lead or Admin, please take a moment to flip through
this user guide.
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If you are a Group Lead or Admin, you will see this "Admin Panel" upon
logging in. This will take you to the back-end of the Ocean Decade
Network (ODN) to edit information about your group.

(EI )

ortunities Admin panel

Among other things, you can change your group's photo, add and
manage members, add a group description, and add files to the group's
Media Centre.

If you think you should be a Group Admin but do not have access,
please reach out to the Ocean Decade Network Manager
(oceandecadenetwork@unesco.org) with your group's name.

There can only be one Group Admin per group. However, some groups
have created a group email address (and an associated ODN profile),
which allows multiple members to help manage the page via the one
email address.

If you would like details about how to begin a new group, please first

review the "Understanding Groups" and "What are Communities of
Practice?" Fact Sheets, found under the Resources tab of the ODN.
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FI n d yo u r Go to the "Groups" tab and type a unique keyword in

the Search function to find your group. Then click on

the name to go to your group.
group

Groups Super categorics Settings Imports Exports

GROUP CATEGORIES (5)

Set your own group categories here, so that each time you create a new group, you will be able to tag it with the relevant category (optional).

Searcha unique  'owossecmme s OmGuoss  RugmlComntisotaci s ThmicCmeeso e £ WotisGoups
keyword to find
your group
You can choose which
features to activate. All are
allowed except i
"Memberships", which is
not used for the ODN.

GROUPS (81)

Keywords Categories

EI 2 3 4 Ne
Group Features

Cover picture D Title Categories activated Members Publication

Home
Events
Members

Memberships Pin to suggestions

28846 Early Career Ocean News s576 Publc © m

Professionals (ECOPs)
Media centre

Forum
Projects
Click your group's Opportuniies

name to go to the

group Do NOT adjust these
settings. All groups should

be set to "public" and

"published", regardless of

their specific privacy

settings.

Published
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Home Page

Once in your group, make sure your
group's home page is updated with
a logo, banner photo, group
description, key team members,
important links, and partners.

Settings

Next, go to the "Settings" tab, where
you can adjust key information
about your group (including which
pages you would like to feature,
notifications you will receive, and
auto-emails to interested members).

Resources

Take a look at the User Guides &
Tutorials under the "Resources" tab
of the ODN. Please guide your group
members to the "ODN User Guide"
so that they can learn the platform's
basic functions, including how to set
up their profiles.



Home page

Groups > Coastal Ecosystem and Community Resilience (COP)

Home

Members & Prospects

GEMERAL INFORMATION

This is a private group
Hide from global group list for nen-group members

Automnatically pre-approve prospects

Do NOT adjust
these settings nor
the name of your
group. Contact the
ODN Manager if
you feel they
should change.

Mame

Location

BANNER / COVER PICTURE

Caover picture wide
Recommended 1143x260px (ratie 4.40) - The fle must not exceed 8 MB
Final display will depend upon the user's resolulion and screen size, So that your users get the best display possible, it will be beneficlal not to add text, a logo or peeple nelr the edge of your image as
they might get cut off.

Cover picture narrow
Recommended 757x418px (ratie 1.81) - The file must not exceed 8 MB
Final display will depend upon the user's resclution and screen size. So that your users get the best display possible, it will be beneficial not to add text, a lege or people near the edge of your image as
they might get cut off

=

Add a promo video
here, if you have
one

Add a short
description of your

group
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Coastal Ecosystem and Community Resilience (COP)

Scoring Member requests (129) Events Mews Campaigns
Opportunities Group tabs Payments Admins Settings
LOGO
Recommended 150x150px - The file must not exceed 8§ MB
*] (& Editimage

& Editimage

Media centre

Don't forget to save!

Projects Farum

Update the logo and
banner photo for your
group. This will make it
look much more
"complete" for users who
are scrolling through the
groups.

" F" i o 1
' &1 Edit image
| 8
=~ .
Video URL
Description's language English (GB] +
Description
Format size B I U A E E 5 =
The Coastal Eo & C itii ilience (COP B) is a community of practice under the United Nations Decade of Ocean Science for Sustainable Development an open

space in which debate and exchange best practices about the coastal areas around the world.

The Community is a volunteering group in which discuss about specific items. All the interested in the Community must be subscribed in the COP8 as endorsed action at the
Stakeholder Global Forum website.

The area of work of the COP8

CATEGORIES

Categories

X Thematic Communities of Practice

LINKS

Title =

e

Here, you can add links
to social media,
YouTube, etc.

Do NOT adjust this.
Contact the ODN
Manager if you feel
it should change.

URL

Paragraphs: 11, Words: 238
ragrapl | Words: 236
o
—
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Home page, continued...

Add key contact people
here. It will link to their
ODN profile (which means
they must already be a
member of the ODN to
appear here).

CONTACT(S)

User®

PARTNERS

Logo
Recommended 300x300px - The file must not exceed 50 MB

The
lobal
stuaries
onitoring
Programme

[&] Editimage

Add partners here,
including their Logo
. Recommended 300x300px - The file must not exceed 50 MB
logos, websites,
and descriptions.

M
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Commission

To add more people, click
the + sign. Note that they
will appear in the order
that you add them and you
cannot adjust the order
afterwards without

deleting them.
+
Title
or
Mame End date
a o
ur
hitps:fwww.eceandecade.orgfactionsiglobal-estuaries-me
Description
The Glot
Name End date
. a
urd
——
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Settings

Coastal Ecosystem and Community Resilience (COP)

Home Members & p Seoring Mermber requests (129) Events Mews Campaigne Media centre Projects Forum

Opportunities Group tabs Payments Admins Settings

FEATURE ACTIVATION

Home tab enabled
Live Feed tab enabled
Events tab enabled
Members tab enabled

Memberships tab enabled

News tab enabled You can choose which
Media cente tab enabled features to activate. All are
Forum tab enabled allowed eXcept
Projects tab enabled " . . .
Memberships", which is
not used for the ODN.

Opportunities tab enabled

Display network bar in the public office

SELECT THE LANDING PAGE

Please choose which page the user will land on when they enter the group frem the Groups' tab.
Please ensure the page is not restricted to only some users, and avoid deactivating a page that is set as your landing page.

Live feed

_ Click "Edit" to

adjust the auto-

Make sure the EMAILS SETTINGS

email text. We

Group Lead's email senpea recommend that

Sender email Sender name

and name appears
here

you make the
emails more

personalized for

INVITATION EMAIL

Invitation email enabled

This is the email sent to external users (iLe. users who aren't part of the community yet) when you invite them to join your group. You can edit it

If you are vetting
Member Requests) T Coastal Ecosystem and G ¥ (COP) <nadia it
en ab l.e th ese th ree Join the topic Coastal Ecosystem and Community Resilience (COP)

aU tO‘ e m al lSZ Here is a named invitation to join Coastal Ecosystem and Community Resilience [COP).
To register and get started, click below,
Kind regards

"Invitation" will be

sent When you (:DNFIRMAT\?N EMAIL
invite users ‘Confirmation email enabled
directly to your

This is the email sent when a user joins your group. You can edit it.

g ro u p . Coastal Ecosystem and Community Resilience (COP) <nadia.pinardi@unibo.it>

Welcome to the Coastal E and C i (COP)

n 1 1 n 1
CO nfl r m at I O n WI ll Thank you for joining Coastal Ecosystem and Community Resilience (COP).
be sent When you g:darr:ge;:i;ed to have you aboard
accept a member
request.

REJECTED EMAIL

Rejected email enabled

n H Woagt
R eJ ecte d WI |.|. be This is the email sent when an admin rejects a user's request to join the group. It can be edited.
sent when you
de ny amember Coastal Ecosystem and Community Resilience (COP) <nadia.pinardi@unibo.it>
Your request to join the group: Coastal Ecosystem and Community Resilience (COP) has been
req ueSt' . rejected!
Sorry but it seems that you are not allewed o join the group Coastal and Ci (COP) and your request has been rejected!

Warm regards,

your group's

needs.

09



Members

If you are administering an open group (either an NDC that has chosen to be
an open group or another non-COP), you will not need to manage member
requests, as people will be able to join automatically. Also, if you are
managing a closed NDC or Working Group that has a specific list of
committee members, you do not need to manage member requests. In either
of these cases, please contact the ODN Manager to remove the "Member
Request" tab for your group.

If you are managing a Community of Practice (which only accepts members
who are affiliated with endorsed Decade Actions) or another closed group
that requires vetting, you must individually approve or deny member requests.
We ask that all Group Leads review member requests at least weekly.

You can add
members as long
as they are already
part of the ODN. If
you would like to
add members who

You can export do not yet have an

member lists here ODN profile,
please reach out to

the ODN Manager.

Under "Members & Coastal Ecosystem and Community Resilience (COP)
P ros pects n s yo u Home Members & Prospects Engagement Scaring Memberghipe  Mamber requests (129) Events flews  Campaigns Media ceritre Projects Forum

Oppartunities Group tabs Payments  Adming Suttings

can see all of your

roup's members
g p MEMBERS LIST P otmerbors  import users
0 Keywords First name Last name

126

users found < Show filters
Page @

Name Contact emadl Clusters User status Last visit
Al @
ee Ocesn Decada IOC/UNESCO ocenndecadenatwork@unescoon General Pulsic Marnber 23 Mar 2023 m

m Racliffe Lai wengslaid@eityu.edu hk Early Carcer Doean Professional Member 17 Mar 2022 m
w Chise Numn chibebnunniigmai. com Early Careor Ocoan Profossicnal Maomber T Mar 2023 m

& Evgenia Kostianaia evgenia kostianaia@gmail com Early Career Ocean Professional Research Member 23 Mar 2023 m
P e Maiie Melster anne-marie melster@artport-projectorg NGO Member PIOVReTeru . | . |

Coastal Ecosystem and Community Resilience (COP)
Home Members & Prospects Engagement Scoring Memberships Mamber nequests (L29] Events Mews Campaigns Media centre Projects Fomim

Opportunities  Group Tibs——Pajiment] “wAdmins  Settings

You can see all of
A S S your member
el ot requests here

AUTO APPROVAL

Click "next" to
accept or deny
s e their request

LIST OF REQUESTS TO JOIN

Maid
First name Last name il Cluster Email Dite of request
name

@ owa O'Sulivan Governmert. Research ursharedoctan@mariie ::f:;ffs m
@ MwiaChng  \atawea Research chingillanveva@itreenaedr e m
©®  Mawshin Alam Goneral Public 990 Inawshinfigmai com ;:f::?‘“ m
B  NEMALIDINNE  REDDY Private Sector tmefdhinmun.com 2oz ™A ;M
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Media Centre

This is where you can store files (and links to
external files), such as PDFs, documents, photos,
and videos. Only the Group Admin can update this

page.

Coastal Ecosystem and Community Resilience (COP)

Home Members & Prosp.

Media Center

FIND YOUR RESOURCES
Search for resources

Search by keyword

FOLDERS (0)

FILES (3)

m Communications & Outreach Guidelines

a first meeting

B 1rst Meeting_COPB8.docx

@ Meet and Greet Notes.docx

unesco

Intergovernmental
Oceanographic
Commission

Searing Member requests (129) Events
Opportunities Group tabs Payments Admins
Filter by type of file
-
Other Policy & Strategy Repaort

Description

Video of the Meeting 22nd of November 2021 first
meeting of the COP 8

Minute of the 22nd of November 2021 meeting

Naotes of the 22nd of November 2021 meeting

News Campaigns

Settings

Created at

4 Jan 2022 18:52

4 Jan 2022 18:56

4 Jan 2022 18:57

You can add folders or
files here

Add folder Add content

Media centre Projects  Add files

Add external file

"External files" means
you can add a hyperlink

Last updated -~

13 Mar 2023

13 Mar 2023
16:29
13 Mar 2023
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You can send email campaigns to all of your group

E m a | | Ca m p a |g n S members - essentially mail-outs and newsletters,

similar to Wix Shout-Out or Mailchimp

Coastal Ecosystem and Community Resilience (COP)
Home Members & Prospects Scaring i Member requests (129) Events  MNews  Campaigns Media centre Projects Forum

Oppeortunities  Group tabs  Payments Admins  Settings

Campaigns Reports

g /ck here
ew email campaign

m Draft Published Scheduled Created from network Related groups Created from events to create
anew

Subject Categories Sentat v Recipients .
email

campaign

Email campaign | Draft

m- Design >  Recplens Review and send

Follow the step-by-step

CAMPAIGN INFORMATIONS . . .
Instructions, starting
Subject . . . N
with inputting the basic
Draft . .
information for the
Sender name Reply to [Mame) .
mail-out
Coastal Ecosystem and Community Resilience (CC Coastal Ecosystem and Community Resilie
From Reply to
pinardi@unibaoit nadia.pinardi@unibadt
CATEGORIES (if at least one category is selected, users who have ibed to the i ies will be notified,)

Mo category is defined for this type of content.

Integrate an activation button for all non active users (Displayed by default in the preview)

RELATED GROUP(S)

¥ Coastal Ecosystem and Community Resilience (COP)

MNetwork events

ADD ATTACHMENT TO EMAIL

Click on "Upload file’ in order to add an attachment to your email.
The size of your attachment cannot exceed 10Mo

Upload file

You can create
Next templates (or use pre-
made templates), which

can be saved for future
Email campaign | Draft

mail-outs
Information m . Recpients > Review and send
Create a new email
Here is the title of this email News
announcement
=}
\ b
h
E My 30323 5 PW

Headline goes here for this Title of your event
editorial Lo, Linteet Krgrioes

Start from a blank email "
minded ndevihish. Siend st brares Mt Md4sd
et roanetes Sttt s st et it e
Announcement Editorial Event announcement

Use template Preview Use template Preview Use template Preview

unesco

Intergovernmental
Oceanographic 1 2
Commission



Events

This section is similar to the main Events tab of the ODN. The difference is that
events created within your group are only for your group members.

If you would like to create a public event (for all ODN members), go through the
+ (share) tab located on the top right of the main page, not through your group

page. If you would like to link your public event to your group, please reach out
to the ODN Manager who can do this for you.

Coastal Ecosystem and Community Resilience (COP)

Home Members & Prospects Engagement Scoring Memberships Member requests (129) Events News Campaigns Media centre Projects Forum
Opportunities Group tabs Payments Admins Settings
EVENTS (2)
Keywords Locations Category
( = Create a new event by
v Select an option -
: clicking here
m Upcoming  Past  Draft  Published  Public  Private  Created from network  Pinned on Feed(s)  Online Events
Event name Creator Category Start Date Location Registrations @Public
Coastal
Ecosystem and
e — :
Resilience
(coP)
Coastal
Ecosystem and
Resilience
(coP)
Coastal Ecosystem and Community Resilience (COP) | | cngisnice) ~ Preview Save
Details | Registration | Participants | | Communications|  Customtabs  Report
0 This event was created from Coastal Ecosystem and Community Resilience (COP)
Once you fill out the GENERAL INFORMATION
details and publish the = mme
85 characters max advised [to aptimise mobile views)
event, you can manage
the event by tracking
hOW many people haVe DATE AND DURATION HOW TO GET THERE
. Start date * Wenue
registered and by
H 23/03/2023 1941
sending out
H H End date * Addi
communications e
: 23/03/2023 19:41 Q
(reminders, changes,
Timezane * Virtual

links) to all participants.

Europe - London

Display Add to Calendar to registered users only

EVENT IMAGES

THUMBNAIL
Recommended 400x400px - The file must not exceed 8 MB

Expose URL on event page

Add Zoom Meeting

Add a Zoom account in your in your back office under the Social Media tab to enabie Foom

meetings.

BANNER / COVER PICTURE
Recommended 1352x698px (ratio 1.9) - The file must not exceed 8 MB
Final display will depend upon the user’s resolution and screen size. So that your users get the best dispiay possible, it vl e—
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Under the "Forum" tab, you will see a discussion board. All group
members can add their own threads (by clicking
FO r u m S "+ New discussion") or contribute to existing threads.

This space is a great way to get involved in ongoing conversations
about a specific topic, project, or committee, so that they don't get
lost on the Live Feed.

The forum is only visible to group members.

Coastal Ecosystem and Community Resilience (COP)

Home & Prospects Seoring Memberships Member requests (129) Events HNews Campaigns Media centre Projects Forum

Opportunities Group tabs Payments Admins Settings

Forum Categories Report

Discussions
Search by keyword Categories
Please enter one or more characters All categories -
Updated recenthy Mast popular
Author Title Categories Created at Last contributors Pinned Total comments
6 new structure in the framework of the COP [P 3
o 5
Create a post
* Requured felds e marked with an asersk
Subject ¥
Include deseription *
o =B 0 & B I b =
=
Intergovernmental
Oceanographic 1 4

Commission



Other
functions

unesco

Intergovernmental
Oceanographic
Commission

News

All group members can add news items.
These will only be visible to group
members. If you would like to publish news
items for all ODN members, you can do so
through the main + (share) button rather
than through your group.

Projects

Most groups are disabling the "Projects”
tab, as it is not relevant. If you do decide to
use it, you may choose to do so for sub-
committees or group projects you would
like to showcase. However, please DO
NOT use this function to replicate already-
existing endorsed Decade Action pages.

Opportunities

All group members can add to this space to
share jobs, internships, collaboration
opportunities, or volunteer opportunities
with other group members. Like with the
News, Forum, and Events tabs, these will
only be shared within the group. If you
would like to share opportunities publicly,
please use the main + (share) button on the
top right of the main page instead of from
within your group.
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Schedule a live
tutorial

Thank you for acting as Group Lead.
Your role is pivotal to building
important dialogue around the Ocean
Decade goals.

If you would like to schedule a Live
Tutorial and Q&A to help you more
efficiently manage your group, please
reach out to our ODN Manager.

unesco
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Network URL
forum.oceandecade.org

Questions?

Please reach out to our Ocean Email Address
Decade Network Manager!
oceandecadenetwork@unesco.org




