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Chapter I: Introduction

This user manual is prepared to address the usage of the collaboration features present on the ECA
knowledge hub site. Currently there are three collaboration functionalities present on the site. These
are:

1. The ECA Discourse: An ECA-sponsored peer-to-peer facilitation service for ECA staff,
conference participants, development partners/practitioners and policy makers to come
together and discuss issues of common interest and concern by sharing their knowledge and
experiences towards the common objective of enabling the economic transformation of Africa

2. Team Project Portal: The ECA Team Project Portal is an ECA service allowing ECA staff,
conference participants, development partners/practitioners and policy makers to come
together and manage a joint-project using standard project management tools. The ECA
Shared Project portal allows multiple stakeholders to have visibility across a shared project
with features such as task assignment, notifications, reporting, Gantt charts, etc

3. Live Document Services: The ECA Live Document service is a real-time document
collaboration service that allows multiple people to collaborate in real-time around a single
document all working together at the same time. The service allows users to author
documents, publications, reports, etc. together with ECA colleagues, conference participants,
development partners, and policy makers, all working on the same document at the same
time

Exploring the ECA Knowledge Hub Site

The ECA Knowledge hub is one stop-shop to information on the latest social and economic
development issues in Africa. The site can be reached by typing the site address (URL)
http://knowledge.uneca.org/ at your browser. The site shown in Figure 1 appears.

The ECA Knowledge Hub

Your one stop-shop to information on the latest social and economic development issues in Africa.

Figure 1 : The ECA Knowledge Hub home page
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To access feature of the site, click on the “Menu” link at the top left corner of the screen shown in
yellow background or click on the “Access ECA Knowledge” button in the middle of the screen also
shown in yellow background (refer to Figure 2 bellow)

The ECA Knowledge Hub

Your one stop-shop to information on the latest social and economic development issues in Africa.

) JAFRICA
[l10 FIRST

Figure 2: ECA Knowledge hub menu links

Upon clicking on the links the screen shown in Figure 3 appears

« MENU
ey
¢3TJECA
S~

Figure 3: ECA Knowledge Hub main menu items lists

Since our interest is in the collaborate feature, clicking on the menu item link “Collaborate” shown in
red circle in Figure 3 above will take us to the collaborate page shown in Figure 4 bellow
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Collaborate  Thematic Portals  Contact Us.

Collaborate

FACILITATION SERVICES

)

The ECA Discourse Team Project Portal Live Documents
Services

here

Figure 4 : ECA Knowledge Hub collaborate page

Clicking on the links shown in red circle on Figure 5 will take us to the specific collaboration features

Collaborate

FACILITATION SERVICES

)

The ECA Discourse Team Project Portal Live Documents
Services

here

Figure 5 : ECA knowledge hub collaboration features links

e Clicking on “The ECA Discourse” will redirect us to the discussion forum service portal
e Clicking on “Team Project Portal” will redirect us to the project collaboration service portal
e C(Clicking on “Live Documents Services” will redirect us to the document collaboration portal
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Chapter Il: The ECA Discourse

The ECA discourse home page shown in

[ £Ci Discourse ® +

€ OB hipsiourseunecanrg e | Q searn 4B 4w O =

Welcome to the ECA Discourse Communities

An ECA-sponsored peer-to-peer facilitation service for ECA staff, conference
participants, development partners/practitioners and policy makers to come together
and discuss issues of common interest and concern by sharing their knowledge and
experiences towards the common objective of enabling the economic transformation
of Africa

[ steventn | i s

Al Discussions o Preparing for COM 2017 -
B ot N
o Africa Trade & Regional Integration Portal >0
. slavei
| s a African Statistical Community .
=
B re ’
a o African Planners Community o oo
L
e o African Gender Observatory &m oo
a
Urbanization -
. a0 e <o
L]
African Social Development Index e oo
. o

Figure 6 provides links to perform different functions in the forum.

G ECA

Welcome to the ECA Discourse Communities

An ECA-sponsored peer-to-peer facilltation service for ECA staff, conference
participants, development partners/practitioners and policy makers to come together
and discuss issues of common interest and concern by sharing their knowledge and
experiences towards the common objective of enabling the economic transformation

of Africa

w i o

Al Discussions o Preparing for COM 2017
B ot N

o Mn. ca Trade & Regional Integration Portal
o i\\!n[:an&m(lsn:alcnmmumw v eon conre o stsones JRER)
o African Planners Community
o African Gender Observatory

° Urbanization

o African Social Development Index

B Genera
Figure 6 The ECA Discourse home page

The following functions can be performed from the home page:

1. The top bar provides features to Search the Site, Change language (English, French), Sign Up
(to register new users) and Log in (for already registered user to login)

2. The left pane provides features to Start a new discussion and provides links to show all
discussions or specific discussion topics (tags)
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3. The middle pane shows discussion topics as selected from the left pane. By default, it shows
all discussions. To change to a specific topic or tag select your desired tag from the left pane.

Please not that only registered user can start new discussion or reply to comments

New user registration
If you are new to the discourse service portal click on the sign up link at the top bar as shown in Figure
7

_

Welcome to the ECA Discourse Communities

Figure 7 ECA knowledge Hub Sign up link

The sign up page pops up as shown in Figure 8

Sign Up

Username

Password

Already have an account? Log Id

Figure 8 : The ECA Discourse Sign up page

To proceed with the sign up fill in the required information (User Name, your email and your password
for the site) and Click on “Sign Up”
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You will be redirected to the home page with a message to activate your account from your email
address as shown in

We've sent a confirmation email to SESEESENMRGRMN 't doesn't arrive soon, check your spam folder.  RESEND CONFIRMATION EMAIL S

Welcome to the ECA Discourse Communities

An ECA-sponsored peer-to-peer facilitation service for ECA staff, conference
participants, development partners/practitioners and policy makers to come together
and discuss issues of common interest and concern by sharing their knowledge and
experiences towards the common objective of enabling the economic transformation
of Africa

Can't Start Discussion Latest g v

© Al Discussions e Preparing for COM 2017

T . -

* alawah rey
* Following

Figure 9

We've sent a confirmation email to ISR 't doesn't arrive soon, check your spam folder.  RESEND CONFIRMATION EMAIL S

Welcome to the ECA Discourse Communities

An ECA-sponsored peer-to-peer facilitation service for ECA staff, conference
participants, development partners/practitioners and policy makers to come together
and discuss issues of common interest and concern by sharing their knowledge and
experiences towards the common objective of enabling the economic transformation
of Africa

Can't Start Discussion Latest & e v

© Al Discussions e Preparing for COM 2017

+ alawah re

icnrcaramicrony sl

far

* Following

Figure 9 The ECA Discourse Sign up message

The next step is to activate your account from your email account. If you do not receive an email, click
on “RESEND CONFIRMATION EMAIL”

Logging In
If you already have an account on the ECA discourse portal click on the login link at the top right
section of the portal as shown in Figure 10

[ ECA Discourse X 4+

€ ©a nupsy/d rse uneca.org ()

e 3

Welcome to the ECA Discourse Communities

An ECA-spon: peer-to-peer facilitation service for ECA staff, conference

participants, development partner titioners and policy makers to come together
and discuss Issues of common interest and concern by sharing their knowledge and
experiences towards the common objective of enabling the economic transformation

of Africa

m ST =

S All Discussions o Preparing for COM 2017
. kil

’ Africa Trade & Regional Integration Portal
B Macroeconomic Policy alewak

Figure 10
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[ ECA Discourse X
€ @@ hitps//discourse uneca.org ¢ Q Search w8 3

I N S <= S e W

Welcome to the ECA Discourse Communities

An ECA-sponsored peer-to-peer facilitation service for ECA staff, conference
participants, development partners/practitioners and policy makers to come together
and discuss Issues of common interest and concern by sharing their knowledge and
experiences towards the common objective of enabling the economic transformation
of Africa

m e g

¥ Al Discussions C Preparing for COM 2017

Macromonom Posey.

B Tags
' Africa Trade & Regional Integration Portal

B Macroeconomic Policy

Figure 10 The ECA Discourse login link

Clicking on the “LoglIn” link will pop up the login screen as shown in Figure 11

LogIn

USernamE or Email

Password

Forgot password?

Don't have an account? Sign Up

Figure 11 The ECA discourse login page

Fill in the required information (User name or Email and your password) and click on log in. If wrong
information is entered, the following screen is displayed (Figure 12)
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Log In

Your login details were incorrect.

Yishaklbrahim

Forgot password?

Don't have an account? Sign Up

Figure 12 The ECA discourse invalid login information

If your login is correct your will be redirected to the home page with your account name displayed at
the top right corner of the screen (Figure 13).

ECA Discourse x

€ 08 ny unecaorg ¢ Qs *Ee A0

I . T

Welcome to the ECA Discourse Communities

An ECA-sponsored peer-to-peer facilitation service for ECA staff, conference

ind policy makers to come together

y sharing their knowledge and
ing the economic transformation
5

Start a Discussion Lotest & e v
Q@ AllDiscussions a Preparing for COM 2017 P—
* Foliowing
(R . Africa Trade & Regional Integration Portal P e vose e B

0 African Statistical Community [t cam Conure tor Satoics B B

. African Planners Community

Figure 13 The ECA Discourse home page after logging in

Setting Personal Profile

After login in, to setup your personal profile click on your login name at the top right corner (Figure
14) and click on the profile link
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Latest % ‘n
m & Settings

2 All Discussions e Preparing for COM 2017 ® Logout
“~ alawah replied 31 Mar

* Following,

L . 0 Africa Trade & Feglunal Integration Portal 1
alawah started 16 Feb

@ wmacroeconomic Policy African Statistical Community . -

o1

 alawah replied 31 Jan

. Social Development

@ Regional integration and... e African Planners Community X))
alawah started 26 Jan

Natural Resources Mana...

Figure 14 The ECA discourse personal profile setting

On the profile setting page (Figure 15) the logged in user can set his/her own details as well as get
general information

[ eca Discourse X+

€ D@ https;/discourse.uneca.org/u¥ishaklbrahim @ QSearch

@ Yishaklbrahim

In African Social Development index

0

Posts 0

Discussions 0 @ Yishaklbrahim 5 minutesago [=

e m

Mentions

-]

Settings

Figure 15 The ECA Discourse Profile setting page

On the profile setting page you can set:

1. Your Profile Image by clicking on the plus icon inside the circle to the left of your name
2. Write short text describing you (just below your user name)
3. Make Settings changes (Figure 16) which enable to change account information, notification
and privacy settings
4. In addition, you will have reports related to:
a. How many posts you have made,
b. Number of discussions you participated on
c. Number of mentions made to you

The details can be found by clicking the links for each (posts, discussions and mentions)
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[E] settings - ECADiscourse %+

€ @@ nhttpsy/discourse.uneca.org/settings e Q Search

|
Yishaklbrahim

@ 7minutesago  Joined an hour ago

© Posts 0 Account
= Discussions 0 Change Password  Change Email
@ wMentions

Notifications

4 settings n
(=]
Web Email

# Someone renames a discussion | started v x
&) Someone likes one of my posts v x
8 Someone locks a discussion | started v x
4 Someone replies to one of my posts v *x
@ Someone mentions me in a post v *x
% Someone posts in a discussion I'm following v v

Automatically follow discussions that | reply to

Privacy

@ owothers o see whentam oniine

Figure 16 The ECA Discourse setting page

Starting a new discussion

To start a new discussion, click on “Start a Discussion” link on the home page (Figure 17)

Welcome to the ECA Discourse Communities

An ECA-sponsored peer-to-peer facilitation service for ECA staff, conference
participants, development partners/practitioners and policy makers to come together
and discuss Issues of common Interest and concern by sharing their knowledge and
experiences towards the common objective of enabling the economic transformation
of Africa

—— b

2 Al Discussions Preparing for COM 2017
 alawah pa

*  Following

22 tags

Africa Trade & Regional Integration Portal

@ wmacroeconomic Policy

African Statistical Community
- ol . B

African Contra for Stausics SRS

Figure 17 Starting a New Discussion

A popup screen appears at the bottom of the home page as shown in Figure 18
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Welcome to the ECA Discourse Communities

An ECA-sponsored peer-to-peer facilitation service for ECA staff, conference
participants, development partners/practitioners and policy makers to come together
and discuss issues of common interest and concern by sharing their knowledge and
experiences towards the common objective of enabling the economic transformation
of Africa

Start a Discussion Latest & 2 v

2 All Discussions o Preparing for COM 2017 o2
* alawah replied 31 Mar

W Following
Africa Trade & Regional Integration Portal

= s ) 5 5 .1
alawah started 1

@ wMacroeconomic Policy African Statistical Community . -

o1

“ alawah replied 31 Jan

@ sodial Development

@ Regional integration and... a African Planners Community rE— )
alawah started 26 Jan

@ nNatural Resources Mana..;

@ innovation and Technol.

@ Gender {Choose Tags ] [Discussion Title

@ covernance \write a Post...

@ African Centre for Statist.

@ African Trade Policy Cen...

@ African Climate Policy Ce...

African Minerals Develo...
@ Land Policy Initiative
@ institute for Economic D.

Figure 18 popup up windows to create a new discussion

On the popup windows

Choose you tag,

Type the Discussion Title

e Write your post

Finally, when done, click on Post Discussion

The new created discussion appears on the home page (Figure 19)

x

Welcome to the ECA Discourse Communities

An ECA-sponsored peer-to-peer facilitation service for ECA staff, conference
participants, development partners/practitioners and policy makers to come together
and discuss issues of common interest and concern by sharing their knowledge and
experiences towards the common objective of enabling the economic transformation
of Africa

[¢]
<

Start a Discussion Latest %

Mobile App!
Yishaklbrahim

© All Discussions

ation fo_r Social Development y
few seconds

* Following
2 1o Preparing for COM 2017 o2

4 alawah replied 31 Mar

@ macroeconomic Policy Africa Trade & Regional Integration Portal .
®
b

alawah started 16

Sodial Development

African Statisti

+ alawah re|

Regional Integration and...

African Centre for Statistics RG]

African Planners Community oo

alawah started 26 Jan

Innovation and Technol...

Gender

9 99 9/

[ ]
e
@ natural Resources Mana...
a
[ ]

Figure 19 The ECA discourse home page after adding a new discussion topic
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Interacting with newly created forums

After creating a new discussion, the owner/creator can perform additional tasks such as renaming the
title, following other participating in the discussion, or deleting the discussion as a whole. To do that
click on the vertical three dots to the right of the forum name as shown Figure 20

English

Welcome to the ECA Discourse Communities

An ECA-sponsored peer-to-peer facilitation service for ECA staff, conference
participants, development partners/practitioners and policy makers to come together
and discuss issues of common interest and concern by sharing their knowledge and
experiences towards the common objective of enabling the economic transformation
of Africa

Start a Discussion Latest % < e

< All Discussions Mobile Application for Social Development -
o0
Yishaklbrahim started i minutes ago
W Following
o a Preparing for COM 2017 * Follow
lacroeconomic i
* alawah replied 31 Mar
™ & Rename
Macroeconomic Policy e Africa Trade & Regional Integration Portal
alawah started 16 Feb
. Social Development W Delete
B Regional Integration and... e ,:\:‘rl‘can Etatlstlc_a\ Community o
alawah replied 31 Jan

. Natural Resources Mana...

Figure 20 Setting options for newly created topics

Besides this clicking on the forum title will also take to a dedicated page where one can see the reply
of others and also can set the options indicated above. The dedicated page for each discussion is
shown Figure 21 bellow
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Social Development

Mobile Application for Social Development

A new mobile application is being developed to enhance easier and real time information exchange

° ® Yishaklbrahim 10 minutes ago m-

vr Follow -

»

‘Original Post

° Write a Reply...

1 of 1 post
May 2017

Figure 21 Discussion topics detail page

Editing individual posts

When a discussion is created different users can post to the topic. Each individual can edit or delete
his/her own post. This can be done by clicking on the horizontal ellipsis (three dots) at the right end
of each post (Figure 22). You can either edit or delete the post

Social Development

Mobile Application for Social Development

A new moebile application is being developed to enhance easier and real time information exchange

° ® Yishaklbrahim 14 minutes ago _.
Reply

- ¥r Follow -
Reply [ ==

Like

»

Original Post

# Edit

W Delete

° Write a Reply...

1 of 1 post
May 2017

Figure 22 Editing individual posts

Replying to a post on existing topics

If you are a logged in user, you can reply to other people posts. This can be done by typing inside the
reply box or clicking on the “Reply” button on the right pane. When writing a post to address a specific
individual use the “@” tag. This will bring option of available users as shown in Figure 23.
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Social Development

Mobile Application for Social Development

A new mobile application is being developed to enhance easier and real time information exchange

° Yishaklbrahim 20 minutes ago m-

¥ Follow -

»

Original Post

Michael
< * @ On what platform does the application run on?

1 of 1 post
May 2017

“*~ Mobile Application for Social Development -« X
@| On what platform does the application run on?

° Yishakibrahim Reply to #1 — A new maobile application is being develc

== -

Figure 23 Replying to posts

The discussion topic looks like as shown in Figure 24 bellow after a second person posts to a topic

Social Development

Mobile Application for Social Development

Yishaklbrahim 26 minutes zgo

A new maobile application is being developed to enhance easier and real time information exchange

¥r Follow -
# Original Post
® Michael zfew seconds ago
* Yishakibrahim On what platform does the application run on?
1 of 2 posts
May 2017
g Write a Reply...
¥ MNow

Figure 24 Discussion topic after a second person posts
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The discussion topic creator and anybody following the discussion will be notified when new posts are
made unless it is turned off as shown in Figure 25. Clicking on the notification will bring a list of the
notifications (Figure 26). Then clicking on the individual notification again, will take you to the specific
discussion topic.

Social Development

Mobile Application for Social Developmenti

° ® Yishaklbrahim 28 minutes ago m

A new mobile application is being developed to enhance easier and real time information exchange

¥ Follow -

# Original Post

® Michael 2 minutes ago

*5 Yishaklbrahim On what platform does the application run on?

LA

Figure 25 Notification after a new post

NOTIFICATIONS

Social Mobile Application for Social Development

MDb"E Applicatio ” * Michael replied to your post 23 MINUTES AGO

A new mobile application is being developed to enhance easier a..

A new mobile application is being developed to enhance easier and real time information exchange

Michael 232 minutes ago
* Yishaklbrahim On what platform does the application run on?

® Yishaklbrahim 17 minutes ago

° ® Yishaklbrahim an hour ago “

¥r Follow -

A QOriginal Post

4 of 4 posts
May 2017

* Michael Itwill run on Android and Iphone

Figure 26 Notification popup list

Based on the site setting a new post may not be publicly visible write away. If there is a site moderator,
it has to be approved as shown in Figure 27
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Social Development

Mobile Application for Social Development

® Yishaklbrahim =5 minutes ago
A new mobile application is being developed to enhance easier and real time informaticn exchange

¥ Follow -

Original Post
Michael @ minutes ago
* Yishaklbrahim On what platform does the application run on?

»

4 of 4 posts
May 2017

Awaiting approval " Approve W Delete 2 Dismiss Flag

Yishaklbrahim =

* Michael itwill run on Android and Iphone

Awaiting approval " Approve W Delete @ Dismiss Flag

Yishaklbrahim

It will be ready in a couple of weeks

Figure 27 Approval of a post

The red circle shows the specific user is a moderator/Admin. On his /her screen, he will find an
approval notification where he can approve or delete the post. After approval, the post appears for
all to see and reply to.

After four replies, the discussion topic looks like as shown in Figure 28. If you like a specific post you
can like it by hovering over the topic and clicking on like (Figure 29)
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Social Development

Mobile Application for Social Development

® Yishaklbrahim 41 minutes ago
Reply

A new mobile application is being developed to enhance easier and real time information exchange

¥ Follow -

# Original Post

N R . 4 of 4 posts
® Yishaklbrahim 2 minutes ago May 2017
* Michael It will run on Android and Iphone
@ Yishaklbrahim s minutes ago8 minutes ago

¥ Now

It will be ready in a couple of weeks

Michael 16 minutes ago15 minutes ago
* Yishaklbrahim On what platform does the application run on?

Figure 28 The discussion topic after 4 posts

Social Development

Mobile Application for Social Development

® Yishaklbrahim 24 minutes ago
A new mobile application is being developed to enhance easier and real time information exchange
¢ Follow -

# Qriginal Post
Michael 18 minutes ago
* Yishaklbrahim ©On what platform does the application run on?

N N 4 of 4 posts
® Yishaklbrahim 12 minutes ago May 2017
* Michael It will run on Android and Iphone
D

® Yishaklbrahim 10 minutes ago

¥ Now
It will be ready in a couple of weeks

Figure 29 Liking a specific post

Following up a topic

To follow up a topic, hover you mouse over the topic on click on “Follow” in the vertical ellipsis (three
dots) as shown in Figure 30
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< All Discussions Mobile Application for Social Development A
Social Development RO H
* Michael replied 38 minutes ago
* Following
B o a Preparing for COM 2017 e
5 alawah replied 31 Mar
@ macroeconomic Policy Africa Trade & Regional Integration Portal
»
alawah started 16 Feb
' Social Development
B Regional Integration and... a African Statistical Community o1
5 alawah replied 31 Jan
. Natural Resources Mana...
. Innovation and Technaol... a African Planners Commumw o0
alawah started 26 Jan
. Gender
African Gender Observatory
S D e &m oo

Figure 30 following a discussion topic

When you are following a specific topic a circle in yellow appears in the topic as shown in Figure 31

English % .Lo Y
< All Discussions 6* Mobile™gplication for Social Development -
o o
* Michael geplied 40 minutes ago
* Following
B Tags 0 Preparing for COM 2017 oo
* alawah replied 31 Mar
@ wacroeconomic Policy Africa Trade & Regional Integration Portal . .
rica Trade & R »
alawah starte b Fed

. Social Development

Figure 31 Markers on the topics you are following

To unfollow a topic just click on the vertical ellipsis where you clicked on follow. This time the follow
text will be replace by unfollow (Figure 32)

Start a Discussion Latest ¥ g v

<2 All Discussions 6* Mobile Application for Social Development
# Michael replied 42 minutes ago

W Following

2 Tae a Preparing for COM 2017 N % Unfollow
*~ alawah replied 31 Mar

Figure 32 Link to unfollow a post

Searching the forum
To search on the home page type in your key word the top of the screen (Figure 33), the system popup
option related to your keyword. You can either select from the lists or click on enter to search
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B £CA Discoune x CF

€ D@ hupss/ascoorse unecacrg *E 4 A O =

(@)ECA ooid

Welcomeé Q search all discussions for “mobile™

An ECA-sponsore( African Social Development Index
ASOI Mobile appication completed

participants, developm ether
and discuss Is5ues of | e iie aopiication for Social o and
experiences towards t , ,e,, mobise appicaron i baing ceveioped to ennance easier ana ress  BUON

m o9 e X

Al Discussions

‘ African Planners Community
. African Gender

Figure 33 Searching for topics

The search result will be displayed in the middle of the screen, with the keyword highlighted (Figure
34)

Welcome to the ECA Discourse Communities

An ECA-sponsored peer-to-peer facilitation service for ECA staff, conference
participants, development partners/practitioners and policy makers to come together
and discuss issues of common interest and concern by sharing their knowledge and
experiences towards the common cbjective of enabling the economic transformation
of Africa

Q
<

Start a Discussion Relevance %

2 All Discussions African Social Development Index .
o0
alawah started 26 Jan
* Following
- Yishaklbrahim ASDI Maebile application completed
== Tags
Yishaklbrahim #alawah The ASDI mobile up development completed
. Macroeconomic Policy
@ social Development Mobile Application for Sccial Development
: ; o1
@ regional Integration and... 4 Michael replied 31 minutes a
@ Natural Resources Mana... Yishaklbrahim A new mobile application is being developed to enhance easier and real time information
exchange
. Innovatien and Technol...
. Gender
. Governance
. African Centre for Statist...
. African Trade Policy Cen...
. African Climate Policy Ce...

African Minerals Develo...

Figure 34 Search results page
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CHAPTER IlI: ECA Project Management Portal

To go to the ECA project management portal click on the “Team Project Portal” link as shown in
chapter | (Figure 5 : ECA knowledge hub collaboration features links). The link will take us to the login
screen of the project management portal (Figure 35 Project management Portal login Screen)

)

| Remember Me

Knowh
Copyright © 2017 United

Figure 35 Project management Portal login Screen

On the screen, type in your account information (your email and password) assigned from your
administrator and click on “Login”. If you have entered an invalid credential, you will receive a
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notification (Figure 36Figure 1) and you have to renter your account information. If your credentials
are valid you will be redirected to the home page of the project management portal (Figure 37).

Please not that if you do not have an account information please communicate to your project leader
or administrator who can create accounts for their team members. If

Welcome to the ECA Project
Managment Portal

Please enter your portal credentials and click the
'‘Login® button below.

Error: Mo match for Email andsor Password

+| Remember Me

Password forgotten?

Knowledge Services Section
Copyright @ 2017 United Nations Economic Commission for Africa

Figure 36 Project Management portal invalid login message
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Ma reports found ta disglay on dashboard

Figure 37 Project management portal home screen

The project management portal has three sections:

1. Left Pane: This area hosts application menus where a user can select to perform specific
activity

2. Top Pane: This hosts the application name, which when clicked will take you to the home
page, and on the right side of it shows the logged in user name. Clicking on the user name
will enable you to set personal profiles as well as provide you functionality to log out.

3. Middle Pane: This area presents information or data entry form based on the functionality
selected from the Left Pane.

Managing projects

Creating a New Project
Users can view their project or create new projects. To perform tasks related to new project expand
the projects menu (Figure 38)
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Figure 38 Project management portal project management features

To create a new project, click on “Add Project”. The screen shown in Figure 39 appears. The popup
page has three sections of data to be filled:

1. General Information: Project Name, Type, Status, Project Site, Project Phases (Figure 39)

2. Team Information: Area to select team member who will participate on the project (Figure
40). If your team member does not exist on the list, then an account has to be created for
the user (Adding a new user)

3. Attachments: If there are any documents to be attached, by clicking on the attachment tab
a feature to upload documents will be visible (Figure 41)
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New Project

Attachments
Type DA

Status Open

* Name | |

Project Repository
Umaoja Project Site

Programming Phase

Identification Phase

Formulation Phase

Project Approval sz

Implementation Phase a2

Description 132 || @ @ | 5| @ M = © Q| Msuce |0 & | D |
B I US| L|® =|x: ¢ E[» 8a B2

Figure 39 Project management portal project creation

New Project

General Team Artachments

Admin

[ ] user
[] Ahmed Al-Awah

Manager

I:l User

[ ] Irene Onyancha
[ ] Titus Lyaruu

| | wishak

[ ] ¥onas Hagos

Save Close

Figure 40 Project management portal team selection
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New Project

General Team Attachments

X Add Attachments

Figure 41 Project management portal document attachment

After making any changes to the data entry forms please do not forget to click on “Save” so that the
data will be persisted.

Viewing existing projects

To view or edit created project clicking on the “View All” button under the project menu (Figure 38)
will take us to project view page (Figure 42). Under the action column, the user can either edit or
delete the project.

Erilters v

X Statusv Open

With Selected ~ Q search~  Order By ~

Crested At

May 11,2017 11:84

Figure 42 Project management portal projects view page

While viewing a project list we can use filters to shorten the result displayed (Figure 43). Project can
be filtered by status, project type or team members
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Figure 43 Project management portal project list filter

Adding new task to a project

Once a project is created, the next logical step is to create a task for it. To do so expand the task
menu on the left pane and click on “Add task” (Figure 44). Then the task management screen shown
in Figure 45 appears.

ECA Project Management Portal

Figure 44 Project management portal task menu items
On the new task creation page three basic information has to be filled

1. General Information: This will enable entry of task name, status, to whom it is assigned,
priority etc.

2. Time Information: This will enable entry for task start and end time, progress and estimated
time to complete the task (Figure 46)

3. Attachments: If there are any documents to be attached, by clicking on the attachment tab
a feature to upload documents will be visible (Figure 47Figure 41)
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Whenever a task is assigned to a team member, the system will automatically send an email

reminder to the team member.

New Task
Project Enhancement ECA Knowledge Hub Portal \.‘
General Time Attachments
Type P-5taff (Hourly rate $150) ~
* Name
Status Open —
Priority Medum ~
Label Task ~

Developer

Assigned to
Haile Yohannes

Select All

Manager
wishak
Description | = @ g”@Source 0O = @l
B I U S L = | = 1=+ 4% |» B A B ?|
A
Created By Yishak ~

Figure 45 Project management portal new task creation
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Edit Task

General Attachments
Estimated Time

Start Date
Due Date

Progress

Save Close

Figure 46 Project Management Portal task time range input

Edit Task

General Time Amachments

X Add Attachments

Save Close

Figure 47 Project management portal task document attachment page

Viewing existing tasks

Once a new task is created it can be visible in the task view all page (Figure 44). To view all task
under a given project, click on “View All” button under the task menu (Figure 48)
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Enhancement ECA Knowledge Hub Portal

Starum Open Type:DA More Info Edic Derads

% Stats = Open, Wasing Assesamens Ae-apened

with Selected = Qsearch=  OrderBy~

Action  Group Friority .~ Name Stats Type AssignedTo © Est.Time Work Hours Due Date

+ Medum es Open  (GSeaff (Hourly rae $100) Haile Vohannes

+ Medum Fix cr  Open  GSalf (Haurly rate $100) Haile Yohannes

Displaying 1 -2, Towk 2 1

Figure 48 Project management portal task view page

By selecting each task, we can either edit or delete the task. On each task we can edit the information
to change the status (for example from open to closed) or modify the progress markers. If the number
of tasks displayed are many we can use filters to shorten the results (Figure 49). A task can be filtered
by Priority, status, label, type, team member, project it belongs to, project status and project type.

ECA Project Management Portal

Filters =

Priority

Status
Label »

| Type » 0 Selected =

AssignedTo ¢

CrestedBy

QSearch~  OrderBy~

Projects
Projects Status »
Projects Types » | * Mo T

Displaying 1 -2, Totak: 2

Figure 49 Project management portal task filters

Managing task groups, versions and Phases
Once a project and tasks are created we can group tasks, create versions and break tasks into

phases. To create groups, view existing tasks or projects and click on the project/task name (Figure
50)
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Tasks
Filters =

XSS Open, Wasing Assessment, Re-opened

LCURCER  With Selected ~ Q@ Search~  Order By~

Action - Status Type AssignedTo  EstTime WorkHours DueDate = Project
Cl3 er  G-Seaf (Haurly rate $100) Haie Vohannes Enhancement ECA Knowledge Hub Portal
Cl2 en G Seaf (Hourly rate $100) Haile Yohannes 20 May 23,2017 Enhancement ECA Knowledge Hub Portal

20 [

Displaying 1 -2, Totak 2

Figure 50 Project management portal viewing detail of each task

Clicking on a specific task will take us to the detail page as shown in

ECA Project Management Portal

Mare Actions = i 6

Fix bug when the image rotator button back buton is cicked Label: Bug
Status: Open
Priority: Medum
ckd Comwment Type: G Sealf (Hourly raze $100)
Action Comment t Created At Estimated Time: 2]
Mo Records Faund Start Date: May 08,2017
Due Date: May 23,2017
Add Comment
Progress: 0%
Hacigrad Ty (R s vohannes

Mey 11,2017 1338

Figure 51 Project management portal task detail page

From the menu bar highlighted in red circle in Figure 51 we can use:

1. Task Groups menu link to create and view groups
2. Versions menu link to create and view versions
3. Phases menu link to create and view phases

To create a new group, click on Task Groups - > Add Group, the page shown Figure 52 appears, type
the group name and save.

Page | 30



The ECA Knowledge Hub Service User Manual '" II' ]

FIRST

New Group

Figure 52 Project management portal group creation

To create a new version, click on Version - > Add Version, the page shown Figure 53 appears, type
the status, version name, description and due date and click on save.

New Version

Descripton 1R ) @ @ F @@= ©Q Q| @swe D& B
c#(» B A @] 7

Due Date

Figure 53 Project management portal version creation

To create a new phase, click on Phase - > Add Phase, the page shown Figure 54 appears, type the
status, version name, description and due date and click on save.
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New Phase

Figure 54 Project management portal creating a new phase

Once a group, version or phase is created, we can edit or delete them by viewing them to do so we
can click on “View All” from their respective menus (Figure 51 ).

1. To view groups: Task Groups - > View All
2. Toview versions: Versions - > View All
3. Toview Phases: Phases - > View All

Clicking on the “View All” link will take us to the detail page were we can see groups. Figure 55
Shows the view all page for phases.

ECA Project nt Portal

Enhancement ECA Knowledge Hub Portal

oY
(¥)ECA B

Projects Phases

Action  Status Mame Due Date

@ @ Open Daveiopment Phase May 30,2017

B @ Open Tesmng

Add Phase

Figure 55 Project management portal phase view page

Associating groups, version and phases to a task
To associate a task to a given group, version or phase we have to start by Viewing existing tasks.
Once a list of existing tasks appear, we have to edit the specific task. On the popup page that
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appears (Figure 56) we can associate the task to groups, phases and version. After associating click
on save.

Edit Task

General | Time  Amachments

Type GStaff (Hourly rate $100)

*Name Fix image rotator back error

Status Open

Priority Medum v
Label sug

Assigned to

| Haile Yohannes

Seloct Al
Manager

Yishak

oescrpton 132 | @ @ |F||=BM = © QBswe D B B
Ius = = E » U A-B|?

Fix bug when the image rotator button back button is chicked

Figure 56 Project management portal associating task to group, version and phases

Commenting on tasks

To comment on existing task, you have to view the existing tasks as described in the previous topics
(Viewing existing tasks). Once the list of tasks appears click on the name of the task you want to
comment on. This will take you the screen shown below (Figure 57)

« Bug Fiximage rotator back error [Open] <

Comment | Edit Details  More Actions >

e 6
Fix bug when the image rotstor button back button is clicked Labet: Bug
Status: Open
Priority: Medum
e P ra———
AcERE Created At Group: Bugs
No Records Found Phase: Development Phase
Version: Final Version
.
Extimated Time: »
Start Date: May 09, 2017
Due Date: May 23,2017
Progress: 0%
Assigned To: (Bl Hose Yorames

Crested At: May 11,2017 1338

‘mml

Figure 57 Project management portal commenting on a task

Tickets
Tickets are used to raise some point/question that needs attention by a service desk or admin
personnel. This could be a simple raising question or reporting a bug to name a few.
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Adding a new ticket
To create a new ticket, expand the ticket menu and click on “Add Ticket” (Figure 58). The ticket data

entry form appears (Figure 59)

ECA Project Management Portal

Configure Dashboard

N reports found to display on dashboard

Figure 58 Project management portal ticket menu item

New Ticket
Project Enhancement ECA Knowledge Hub Portal s
General Artachments
Department b
Type Request 2 Change ~
Status Mew =
* Subject
Description 32 Ww| ® @ = = 8 = © Q| Bsouwee | O @ | 3|
B I U s | Ll =iz == 229 M| A B 2|
|
Created By wishak B
) Manager
Mot
otify Yishak
Save Close

Figure 59 Project management portal ticket data entry
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On the new ticket creation page two basic information has to be filled

1. General Information: This will enable entry of department raising the ticket, type of ticket,
status, subject and description for the ticket

2. Attachments: If there are any documents to be attached, by clicking on the attachment tab
a feature to upload documents will be visible (Figure 60Figure 47Figure 41)

New Ticket
Project Enhancement ECA Knowledge Hub Portal b
General Attachments
£, Add Attachments

Save Close

Figure 60 Project management portal ticket document attachment screen

Viewing existing tickets
To view or edit existing tickets clicking on the “View All” button under the ticket menu (Figure 38)

will take us to ticket view page (Figure 61). Under the action column, the user can either edit or
delete the ticket.
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Tickets
Filters =

% Status = New

— Qseach- ortrty-

Action 1d Staws Type Name Degartment Creaed By Created At Project

Mo Recards Found

Figure 61 Project management portal ticket list view page

Managing Users

Adding a new user
To add a new user to the project management portal, click on “Add User” under the Users menu on
the left pane. (Figure 62)

ECA Project Management Portal

Configure Dashboard

o reporiz faund to display on deshboard

Figure 62 Project management portal user menu item

Clicking on the “Add User” will take us to user creation screen (Figure 63). Fill in the required
information and click on Save. The login details will be sent to the user.
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Close

| send login detalls to user

Figure 63 Project management portal user creation

Managing existing users

To manage existing user, click on the “View All” button under the Users menu item. The screen
shown in Figure 64 appears. We can either edit the details of the user or delete the user if not
longer required.

Users

Filters =

Export st Qseaane
Acton 14 Group © Phow | Neme Email Phone © Active?

§ @ 3 Adwin ‘— [Ss Yes

§ @ § Develcper ‘~ Ny 0911650137 Yes

B @ 4 Manager ‘— e Yes

® @ 5 Manager ‘— —— Yes

€ Manager E— L=

Figure 64 Project management portal existing users view page

Sending Emails

The project management portal enables us to send email to existing users. To do that click on the
“Send Email” options under the Users menu item. This action will present us the send email page
shown in Figure 65
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Send email to active users
= Details
From  Yishak <yomer@uneca.org-

To
Select & Chent

Subject

Message X BE P A@EQQ Bowe D @B
BIUS L = == % 1 B A B 2

Send Message

Figure 65 Project management portal email sending page

Reports
The project management portal has features for different aspect of projects that are defined in the
system. To view reports, click on the Reports menu item link ()

ECA Project Management Portal
Canfigure Dashboard

N reparis found 2 displsy on dashbosrd

Figure 66 Project management portal reports menu item

There are five type of reports:

Project Reports
Task Reports
Ticket Reports
Time Reports
And Ghantt Chart

v wnN e
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Clicking on any of the links takes us the report selection view page, where we can create our report
and save if for viewing (Figure 67). If there are pre-defined reports we can view them by clicking the
name of the report (for example in Figure 67 we can click on “Task by Type” exiting report resulting
in the report shown in Figure 68 ). Once a report is opened we can analyse it or if we can edit it by
clicking on the “Edit Report” button.

ECA Project Management Portal

Figure 67 Project management portal report view page

ECA Project Management Portal

Status Type AssignedTo ~ Est.Time Work Hours Due Date
images Open  G-Staff (Hourly rate $100) Halle Yohannes

or  Open  G-Staff (Hourly rete $100) Haile Yohannes 20

Figure 68 Project management portal sample report

If we do not see the kind of report we want we can create our own report by clicking on “Add Report
“(Figure 67). This will take us to the project creation page shown in Figure 69
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New Report

* Name
Dislay on dashboard

TacksFhers  Bxra  Proj

Consultant (Hourly rate $250)

GStaff (Hourly rate $100)
P-staff (Hourly rate $150)

open
Status .

Walting Assessment
Re-opened

done Change
Done? Plugin

clos Task

sed
Completed

sug
\dea
Quote
tssue

Paid
Suspended
Lost

Assigned Admin
T Ahmed ALAwah
Developer
Haile Yohannes
Manager
Irene Onyancha
Ttus Lyanu
vishak
Yonas Hagos

Figure 69 Project management portal new report creation page

Once we select parameters for our report, we can type a descriptive name for the report and save it.
Once saved the report appears in the report view page (Figure 70) for its type (project, task, ticket
etc...).

anagement Portal

Tasks Reports

Display an dashboard

‘Add Report

Figure 70 Project management portal report list view page after adding a second report

Profile Management

Each user of the system can manage their own personal profile by clicking on the drop down link
from their user name (Figure 71)

Page | 40



The ECA Knowledge Hub Service User Manual '" ll‘ x

FIRST

= Detalls

Figure 71 Project management portal personal profile

From the drop down menu user can manage:

1.

Personal Details: The link will enable user to change their password, upload photo or change
system language setting (Figure 72)

My Time Report: Enable users to see their performance report

My Scheduler: Enable users to set their calendar and schedules

Change Skin: Enable users to change the skin/colour of the software to fit their preference
Log Off: Enables the user to sign out of the system

= Detalls

Figure 72 Project management portal personal details page
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Managing Schedules

To manage personal schedules click on “My Scheduler” link (Figure 71). The page shown on Figure 73
appears. On this page, any schedules you have saved will show up. To enter new schedule, click on
any cell. The screen shown in Figure 74 appears.

|

VL:'!;}ECA & Personal Scheduler
) <> (o May 2017

Sun Man Tue Wed Thu i

g

Figure 73 Project management portal schedule view page

20170816

EdDaste 20170516

Details

Figure 74 Project management portal new event registration

Fill in the subject, start date, end date and details. If there are document attachments upload the
document. Finally click on save. The saved detail will appear on the schedule viewer (Figure 75)
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S May 2017 o e

Sun Mon Tue Wed Thu Fri sat

Figure 75 Project management portal registered event view
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Chapter IV: Live Document Service

To go to the ECA Live Documents Service portal click on the “Live Documents Services” link as shown
in chapter | (Figure 5 : ECA knowledge hub collaboration features links). The link will take us to the
login screen of the portal (Figure 76)

)

ECA

S
ECA Real-Time Document Collaboration

. W

|
Crea

Login for Private Group Pads Public Pads
Login o create and manage Frivate Groups Pad ad. Evaryon can see and odi

Register [Padnan |

LR T LT R RO R TR LTI LT TER T TR TR R TR [T LT

Figure 76 : Live document services login screen

The login screen will allow the following functionalities:

1. Registration of new users
2. Logging in as anonymous users or
3. Logging with registered user credentials

Credential management

Registering as a new user

To register as a new user click on the register link (Figure 77). This will pop up the register link shown
in Figure 78. On the Screen input your full name, email address and your password for your site.
Finally accept the terms of usage and click on the register button. You will receive a confirmation
message (Figure 79). Once the system administrator approves your registration, your account will be
activated.
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ECA Real-Time Document Collaboration

Login for Private Group Pads Create/Login Public Pads
ogin o cr nage Prvate Groups Fads . Evryons can sao and sdt

L oate and manage Py Croate or open Public Pad. Evary

Login Create with Random Name

[Frsrime ]

LR LT R R R TR T TR T T TR TR R R TR (TR LT

Figure 77 Live documents service register link

b 5 Register User

Full Name:
Email address:

[

Password:

[ Password

[ Repeat Password

)1 have read and accepted the terms of usage.
Register

Figure 78 Live Document Service registration screen
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b & Registration Successfull

Flease check your E-mail.

Figure 79 Live document service registration confirmation message

Logging with existing account information
If you already have a user account for the live document services portal you can login to the site by
clicking on the login link (Figure 80). This will open the login window show in Figure 81

{

N
P)ECA

ECA Real-Time Document Collaboration

.

Login for Private Group Pads Create/Login Public Pads
Login fo croate and manage Frivate Groups Pads Cruato or open Fublic Pad Everyons can see and od

Create with Random Name
Regisier [FadName

) pen

LR T LT R RO R TR LTI LT TER T TR TR R TR [T LT

Figure 80 Live document services login link

Type in your credentials (email address and password) and click on login. If correct credential is
provided you will be redirected to the home page (Figure 82)
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L Login Etherpad Account

Figure 81 Live document service login screen

Wishak rahim Omer | Logout
| PublicPads | MyGroups | Help

University Pad

ublic Pad

] creae

Open my recently used Groups
You are n no Greup af fne mament

BT LU TTR LR BT BT T T TR TR T T TR LT L (T TR L RTO R TR TR TR T T L[|

Figure 82 Live document service home screen after logging in

Logging as anonymous user

If you just want to work on a document without having to register type in a document name (pad
name) and click on open as shown in Figure 83. Documents created this way will be publicly
available.
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ECA Real-Time Document Collaboration

Create/Login Public Pads

Login for Private Group Pads
Login o croata and manage Frivate Groups Pads

ST Gpen Fublic Fad. Everyo

Create with Random Name

Login

Register

LR T LT R RO R TR LTI LT TER T TR TR R TR [T LT

Figure 83 Live document service working as anonymous user

Creating Groups and pads
If you are a registered user, you have the option of creating two kind of document from your home

page (Figure 82). Registered user can create:

1. Private Groups: Only users belonging to the group can collaborate on the document.(Figure

84)
2. Public pads : All public user can work on the document (Figure 85)

‘Yishak lorahim Omer | Logout
| PublicPads | MyGroups | Help

University Pad

As Private Groups B Public Pad
vaw GroUDE 2N 0paN YOUr Fecently U5ed GrouDs Opena Pabic P by N

== ) open

TR e eI e e e

Figure 84 Live document services creating a private group
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Wishak rahim Omer | Logout
| PublicPads | MyGroups | Help

University Pad

Work with Pads alone ar in groups. public ar prival
To create & private Pad you first have o create &
private Group.

e

A Private Groups B Public Pad

(Craata naw Groups and opan your racently used Groups Opan a Pubiic Pad by Nama

[Gromriane ) create (Foaiams

Open my recently used Groups
You are in N0 Group a1 s momens,

Figure 85 Live document services creation of a public pad

Creating a private group
To create a private group type in the group name and click on the create link (Figure 84). This will
open a window where you can add users to the group.

X User Management

Add User
[E-Mailaddress(es)

If there are more than ene, separate with ;

Figure 86 Live document services screen to add users to groups

Once a user is added to the group, you can access your groups by clicking on the group from the
links shown in Figure 87
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University Pad

Work with Pads alone or in groups, public or private
To create a private Pad you first have to create a
peivate Group

Ay Private Groups B Public Pad

Creall new Groups and apen your recentty used Graups Open a Putlic Pad by Name

[sroup-Nama )| create [Pasame ] open

Cpen my recently used Groups
* khub

IRV VIR e e e IEn e N i e e

Figure 87 Live document service group lists

Clicking on the group list will take you the group page (Figure 88)

My Groups - Group: knub

s khub

H Create Private Group Pad

Add a Private Pad to this Group

[Pad—Name ]| Create |

] Manage Private Group Pads

Manage Frivate Pads of this Group

There are no Pads in this group at the moment.

A e e

Figure 88 Live document service group page
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Creating a private pad

After forming a group, a pad has to be created. To do this type in the pad name and click on the
create button (Figure 88). Once a pad is created, the list of pads appear on the group page (Figure
89)

‘Yishak loranim Omer | Logout
Home | PublicPads | MyGroups | Help

My Grcaps - Groug: bhub

A khub

W Create Private Group Pad

Add a Private Pad 1o this Group

[Pao-tame ] creae

B Manage Private Group Pads

Manage Private Pags of s Group

(LB LRI LR R TR TR TR TR L T LR BT LT TR L TR (T

Figure 89 Live document services pad lists

Clicking on the pad link (Figure 89) will take you the document collaboration page (Figure 90)

Yishak lorahim Omer | Logout
Home | PublicPads | MyGroups | Help Ea Lo Etherpad

My Grougs - G k0w

B I US&

o =0« s«
Wl Erver yourname

Style v TI A A ® w

1 Wakcom to EGA Live Document Callaboration Servicst

3 This pad test s synchronized as you typa, 5o thal everyana viewing this pags 5ees the same lest. This allows you ta collaborate seamlessly on documents!

Chat

ATV T LT TR T STV WIRT T BTRJTH T TTR TR TTRTERT LT TEET LTI BT T ST (TR TN TP TR TR TR L

Figure 90 Live document service collaboration page
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Creating a public pad
To create a public pad type in the pad name and click on create on the home screen (Figure 85). This
will take you the live document collaboration page (Figure 90)

Working on a live document

The live document collaboration page (Figure 90) will enable multiple users to work on a single
document. The screen will be the same for logged in or anonymous users. The screen is also similar
for private or public pads.

Home | PublicPads | MyGroups | Help

] B L Eterpad

IR HirIETiiErnnnEnmnmnein e rnriEn nmEnmnnEin e

Figure 91 Live document service collaboration page sections

The screen provides the following sections (Figure 91):

1.

Document editing shortcuts (Shown in red mark): This will provide functionality to edit our
document such as making text bold, italic, text aligning, changing font type etc...
Collaboration Menu links ( Shown in blue mark ) : This will enable printing of document,
showing revisions made on the document, save revisions, sending an invitation to people or
seeing members of the group

Users working on the group (Shown in black mark): This will show active users working on
the document. The colours on the document correspond to the user’s colour, which is
intended to indicate which user edited the specific text. As shown in Figure 91 the current
user is “Yishak” shown in light green. In case of public pad, if your user name is blank, please
type in your user name. Any Edits made by this user will be shown in light green (Figure 92)
Document Editing Section: The screen will enable us to type in our text for the document.
This is where we type all content for the document
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Home | PublicPads | MyGroups | Help

isnak iranin Omar | Logout [ *]

Figure 92 Live document services document edit marking

After typing in your content click on the “Star” icon (Collaboration menu) to save your revision.

Screen shot of multiple users working on a single document is shown in Figure 93.

Home | PublicPads | MyGroups | Heip

B I1\UlS

E=saa

OC ® ¥ x; tvomal ¥ TI A A ™ ™ = ===

Véelcome to ECA's Live Document Collaboraticn Sendce!

= This pad

Etherpad
8 =olv oo W

| ™

W Yishak

Figure 93 Live document service multiple users working on a single document

Collaboration Menu link

o % &« |

=

—
—

Chat
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e Click on the print icon to print the document

e C(Click on the arrows to export the document to other formats such as word or html
e Click on the clock icon to view the revision made on the document

e C(Click on the start to save your document

e C(Click on the gear to set the setting for the document

e C(Click on the “</>” icon to send invitation to users

e C(Click on the users icon to view users working on the document
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