“2 NIGERIA
£3i) GOVERNORS

CONTENTS

Introduction

Login page

User Management

Home
Documents
Bills and Issues
Events

Contacts

Email client
Experts database

Search entire CMS




Introduction

Nigeria Governors’ Forum
Private Website (Intranet)

Nigeria Governors’ Forum is an informal non-profit organisation that brings together the
democratically elected Governors of the States of the Nigerian Federation.

The NGF’s vision is “An effective, proactive, inclusive, non-partisan forum which actively fosters,
promotes and sustains democratic values, good governance and sustainable development in
Nigeria.” The Forum’s mission is “To provide a platform for collaboration amongst the Executive
Governors on matters of public policy; to promote good governance, sharing of good practice and
enhance cooperation at State level and with other arms of government and society.”

The Secretariat of the NGF has been in existence since 1999, and is currently undergoing a major
restructuring and reorientation aimed at redefining the role it seeks to play in the development of
Nigeria. A new Strategic Plan for 2010-2012 outlines organisational short and long term objectives,
one of which applied directly to this development:

“Develop an efficient and effective NGF Secretariat that is able to manage the day-to-day affairs of
the NGF and provide specific technical support in a range of areas, including:

e supporting Governors and their staff to develop their governance and management skills;

e developing and implementing an effective two-way communications strategy that ensures
that all stakeholders are aware of the role of the NGF and the contribution it is making to
national development and good governance, thereby enhancing the image of the forum at all
levels;

e identifying, researching, collating and analysing data on key public policy issues and
producing reports for consideration by NGF and others including, if appropriate, publication;

e providing a vehicle for debate and dissemination of ideas and proposals on key public policy
issues.”

The private organizational website, or intranet, is a secure website that allows authorised NGF users
to store, give access to and communicate important information related to NGF activities.

The main goal of the Intranet is to equip the NGF with appropriate information management tools
and technigues to enable them to be more effective and efficient in addressing organizational goals
and needs. The Intranet aims to facilitate accurate and timely information dissemination and
exchange between the NGF, Secretariat and key stakeholders through various communication
channels, increase awareness and greater transparency to NGF objectives and activities.

The Intranet is accessible from any computer with internet access. No additional software downloads
are required. The web address is http://ADDADDRESS.HERE.

Main Sections of the Intranet are:

The Document Database, which holds documentation relevant to successful running of the NGF,
including SPRM reports, administration documents,

Bills and Issues tracking allows users to track status of any Bills and Laws on Federal and State levels.

2



The Experts Database which holds information, including CVs and contact details, on national
experts involved in NGF activities.

The Directory of Contacts of NGF key stakeholders including their latest contact details.

The Shared Calendar displays NGF related events, helps to schedule events and meetings and track
attendance.

Authorised users can also access their Emails via a link on the Intranet.




The Login Page (USERS)

Logging-in
Users will need an email address. There is no public content on the website.

The email address can either be a personal email or a ngf email (available to Governors and NGF Staff
only) . Your administrator will tell you which email you should use and supply you with a password. If
you do not have an NGF email address you will still be able to log on to the site as a standard or guest
user. You will not, however, see the content in the MY FORUM section of the site (see under HOME

page).
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Forgotten Password

A password reset is available to website users that have forgotten their password. A user will be sent
an email with a link to the password reset section of the website. If you have any problems regarding
the site there is also the option to contact the site administrator via a contact form (bottom right of
screen).
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For security reasons, we store your password encrypted, and cannot mail it to you. 4]
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your passward.

Lost Password s

My amall address is

Start password raset

ot work for you (for example, if your email address has changed), contact the site

St Ay M B A DG Ml s T B e -8

22011Nigeria Governors' Forum Contact A

P gy SES P GBI Sy GOty M DI PO OSY o SO PR S N SRS

h



-USER MANAGEMENT (ADMINISTRATORS)

Creating new users
Administrators will be able to create new NGF email and website accounts. The website users are
added through the website administration panel .
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User Categories and Content Levels
Before we can create a user for the site we have to know what permissions we wish to give the user.

All the content on the site is published to three Content -Levels;

. CL1 (power user)
. CL2 (standard user)
. -CL3 (guest user)

The site is fully customisable and the administrator is able to publish content and sections (tabs) to
any level.

For example, it is possible to publish a folder in the documents section to be CL1; it will not appear in
the navigation in the docs section. It should be noted that content within the folder does not
automatically inherit the parent folders permissions and may have to be set to CL1 manually, if not to
appear in site searches.

Users Overview

Click the user's name to see and change the detals of a specific user. You can also add and remove users.

set here apply directly to a user, The symbol 3 ndicates a role mhented from membarship in a group.
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What the user roles allow you to do:

Contributor Can create content on the site, but cannot publish it

Reviewer Can review content submitted by Contributors, approve it and publishing it
(appears live on the website)

Member Can access this site (all login holders have this access)

NGF domain Has an NGF domain email

NGF Guest CL3 is available to Guest Users.

NGF Standard CL2 + CL3 is available to Standard Users

NGF Power CL1 + CL2 + CL3 is available to Power Users

NGF gapp admin Can grant Google app NGFs domain email names to users

Manager (CMS Administrators) Can add users to the site and publish content.

All content levels are available to managers



Reset Password
Remove User

Managers can reset users passwords by clicking the checkbox
Users can be denied access to the site by ticking this checkbox
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User Categories

User Group Description

User Group Permissions

CMS Administrators

- NGF’s CMS Administrators

Able to create, view, and edit
any content. Able to assign
Content Level to any content.
Able to assign users to different
groups.

Power Users

- NGFS Senior State Governors

Able to view all content
(content classified as CL1, CL2
and CL3).

Standard Users

- Secretaries of State
Governments

- Chiefs of Staff

- State Commissioners

- State Liaison Officers (PS, SA,
etc)

- NGF Secretariat middle
management (with NGF

Able to only view content
classified as CL2 and CL3. Not
able to view content classified
as CL1.




email accounts)

Guest Users - NGF Secretariat junior staff
- Federal Agencies

- National Assembly

- Donor Agencies

Able to view certain content
classified as CL3. Not able to
view content classified as CL1
or CL2.

CMS Reviewers - NGF Senior Management Able to approve submitted
content for publishing. The
same permissions as Members
of Power Users group.

CMS Contributors - NGF Middle Management Able to create new content and

submit for publishing. The
same permissions as Power
Users Group.

Changing a user’s permissions or group membership
Click on the name of the user in the User Overview — in the listing below the Add New User button.

The user’s Personal Information view will appear. Click on the “Group Memberships” tab.
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You can now remove the user from membership of any group by ticking its Remove checkbox in the
Current group membership section and clicking the button “Remove from Selected Groups”. You can
add the user to a group by ticking the checkbox of a Group in the Assign to Groups section and

clicking the button at the bottom of the page: “Add user to Selected Groups”.
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Make changes in the Group Overview interface. Click Apply Changes to save them.




Groups Overview
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Creating new NGF email accounts

The portal has been integrated with Google Apps, allowing users to link to specified Google Apps’
services from inside the portal. These services are:

e Gmail - a web-based e-mail service that allows an organization to run its e-mail system using
Google’s systems.

e Google Calendar - a web-based service for managing personal and team calendars. It
provides an interface for other users to view their calendars, schedule meetings with other
users, and see shared event information.

e Google Docs - provides web-based tools for creating and collaborating on documents and
spreadsheets. A user can create these documents through a web browser or upload
documents from their local machine, and can share documents with other users to jointly
collaborate and edit.

s Google Contacts allows users to create personal groups of contacts that can be used to email
many people at once.

The Google apps suite, however, is a separate entity to the NGF portal. Users will have to be
registered with the portal and may, or may not, be registered with Google apps. Those who do
register with Google apps (either personally or with an NGF domain) will be required to log in to the
portal and Google apps separately to fully utilise the Google applications.

Administrators can create new NGF email accounts using the Google apps admin interface for the
NGF domain.

" _mesmzmmé

Coogleares [0

If a user has been set up with an NGF email account, they will use this email address to login.

Up to 50 NGF email accounts will be created and assigned to the CL1 (Power User) Group (see
Permissions later) and some Standard Users (NGF Staff). These users will login with their NGF email
and passwords. To reset a forgotten password on the NGF Google Apps’ domain, the user must
contact an administrator.

Summary of features

USER MANAGEMENT page allows you to:
e Tomanage all users and their permissions

And you will be able:
e  Toadd new users
e To group people (User Groups and sub-groups)
*  To manage groups (add, delete, edit)
e  To assign user group (permission level)

¢ To edit users




Home (USERS)

Homepage presents an overview of the latest additions and updates to the portal. Navigation is

through eight tabs on the top horizontal bar.

NIGERIA

Search Site

Yeou are here: Home

NIGERIA GOVERNORS‘ FORUM .

Soluta tincidunt ultrices Morbi eu turpis etiam tortor facilisis. Vitae ex pulvinar nascetur, Elit Nulla insitam
insitam ante nonummy venenatis tation tortor sodales. Lectorum et quinta Prazsent is habitasse tristique
Fusce cum facit quinta convallis velit.

Etiam id pretium Nunc Praesent Ut. Aliquet Donec rutrum Vivamus etiam eleifend viverra nibh legunt nunc
conubia usus tincidunt Morbi.

Ridiculus ridiculus Investigationes sodales soluta Vivamus tation facit iaculis pulvinar Typi, Tempus illum
lectorum vulputate luctus sollicitudin sequitur luctus rhoncus Nam. Facilisis consequat quarta tempor est
lagare hymenaeos justo.
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posuere Quisque arcu vero quarta.

Ad stration documents

Lius putamus mollis Pellentesque netus. Risus tellus Mirum In lacinia adipiscing mus massa. Nisi
vestibulum delenit quinta quam congue tation cangue humanitatis ex eget erat Proin iis pellentesque.
Luctus etiam amet,

in

Ls

0 Sigte-level documents

Eodem quis mazim hac quis feugait fiant. Me lobortis lzctores inceptos pharatra per dui praesent qui
luptatum viverra videntur legere litora, Assum massa eleifend imperdiet platea habitant Cras dolore
Investigationes inceptos hac condimentum dignissim. Sagittis formas in mollis. Morbi pulvinar primis
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1. Site introductory text: This is a rich text field that can be formatted freely (and include

graphics and images if required)

2. Main Documents section: This gives brief summaries of the main sections in the documents

database.



| The home page is the only page that displays all contents of -the users’ My Forum (content items 3-
9). These links are automatically generated from content added to the portal.

3 Latest Documents These are the |latest -documents that have been added to or
updated on the site.
4 Latest Bills and Issues The latest modified or added Bills and Issues

5 Upcoming Events

Upcoming events (the most imminent at the top of the list)
from the NGF shared calendars and available to all users.

’ 6 My Bookmarks

Documents that the user wish es to create shortcuts to
-bookmark

7 My Emails

Only available to portal users
with a NGF domain Google
account.

Google does not allow Gmail to be opened from another site
for very good security reasons, and can therefore not be
integrated into the portal as another tab. However there is a
link to Gmail from the Email tab. This will open a new
browser tab or window where the user can access email.
Users will be able to view their latest unread emails from
their Gmail account in My Email portlet.

8 My Contacts

Only available to portal users
with a NGF domain Google
account.

This will include any contacts that that the user has added to
their own contacts list in Google Apps (NGF or otherwise).

9 My Events

Only available to portal users
with a NGF domain Google
account.

The most imminent events taken from the user’s personal
(NGF Google account) calendar.

To change the number of events/emails/contacts in the portlet listing, click the “manage portlets”
link at the foot of the portlet column, then click on the portlet whose display you wish to change. You
can then change the number of display items in the form that appears.
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What “My Forum” portlets will users see?
Power Users, CMS Admins and some standard users (i.e. anyone with an NGF email

account) will see

“My Forum” section: My Emails, My Calendar , My Documents and My Events. “My

Itl

Emai

portlet will show users’ new/unread messages from their NGF email
‘ accounts.




Other Standard and Guest Users (those without an NGF email account)
Will not have “My Forum” feature. They will have access to “My Documentss”
portlet (documents selected by a user to appear on his/her front page to allow quick
access).

Home (ADMINSTRATORS)
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The introductory text on the front page is added via the Rich Text Editor (RTE) .

Body Text

i:
dfsye. B/ EESEsEE=cEE o LA i by maed |

To reach the RTE From the front page .

e C(Click the edit tab
e Enter the text via the RTE area
e Save



Using the Rich Text Editor

The Rich Text Editor is the feature which allows you to enter variously formatted text, images, links

and tables into your files. There are a few simple commands you need to understand to use it.
Above the body text area is a toolbar containing all the icons of the tools

you have to use.
Mormrzl paraagraph Ivl

Sty Text Format for size and headings - To make your articles

interesting, highlight your text and use this drop-down menu to
create a variety of different styles of headings with different
attributes.

Text
b Normal paragragh
Heading

Subheading

B 7 ont style - Highlight your text and use these 2 buttons to

make text bold or italic.

Text List formatting - Unordered List, Ordered list, Definition, Qut-dent
(move left) and Indent (indent right).

% Insert/Edit Image - To insert an image, place the cursor in the desired location and
press this button. A pop-up dialog box will appear that lets you enter in the Image URL
and other information about how the image will display.

= Insert/Edit Link - To insert or edit a link, select the linked text to ungrey the icon and
press this button. A pop-up dialog displays that lets you enter details about the link.

=5 Important note about external links! - If any article published contains links to other
websites on the Internet, the links need to open "In a new browser window" or "Target
blank" for readers. This is done in the drop-down menu of the "Insert/edit link" dialog box.
For target, choose the the option "Open in new window (_blank)".

45 Unlink - To remove a link, highlight the linked text and press this button.

4 Insert/edit anchor - Creates a named anchored which can be used as a target to jump
to when using a link.

HEas S bty uE Create a table — Click the first icon to create the table, then
highlight the table and the other icons (which are greyed out normally) will appear. With
these icons you can set the table row properties, table cell properties, insert a row before,
insert a row after, delete a row, insert column before, insert column after, remove column,
split merged tahle cells, merge table cells.

HTML

Edit HTML Source - If you click this button, a pop-up displays showing the HTML source
code for your article and allowing you to edit the HTML source code directly.

=l Toggle full screen — allows you to maximise the RTE so it occupies the full screen of




your PC. Click the icon again to return the screen to its initial size.

To make a button or image Click-able to another article or website - To make a button or
image click-able to another article or website, you can use a combination of the last three
explanations. First insert the image or button into your article where you want it. Then click
the image to highlight it. Then click the "Insert/edit link" button in the toolbar = and enter
the URL of the link and update your article. This will make the image or button click-able to

the other article or website!



Documents (USERS)

This gives an overview of the five main sections with brief introductory notes.
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The Documents Database is presented in Folder — File structure. There are five main folders as
follows:

SPRM reports

Administration documents

State-level documents

Federal-level documents

Development partner documents

YR e

It is important to make sure that all content is assigned to appropriate folders. This will make it easier
for everyone to find any content. It is also important that documents are labelled correctly.
Document names should be descriptive but brief.

To search for a document use the Search function. Users will be able to search documents, attached
content (files) and tagged objects (photos, maps, etc).

Bills and Issues

Contacts

You are here: Home > Documents

i Documents
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The Document View page

: » Document Gevernor's speeches 1

Document Governor's speeches 1

last madified Aug 10. 201 4 — =igtory SBoakmark this page Manage bookmarks

Details
"“h
Publisk et Buka

Modified Date: Aug 10, 2011 15:44 AM
Status: Final
State(s): All

Surmmary

Morbi €a varius egzsstas po-ta. Accumsan Investicationes aliquip dis te. Bibendum liter typi soluta te. Ecdem eum sollicitudin
ac Morai morbi lacreet. Aliquam fringilla decima sociis. Pellentescue aliguam feugait mi prassent Proin pellentesque Cras
inceptos sem tempus magnis Vivamus claritatem. Nunc facilis s feugait mazim conuba Sec mnim tristque guinta.

Fusce arcu legere demonstraverunt purus platea vel convallis Nullam neque autem netus fiart sed Faucibus ante mi facilisis
lectus nascetur dignissin ligula Fusce Investigationes tempor Diis tempus processus natoque. Nulla volutpat montes
pharetra scelerisque ipsum mazttis ds in. Ultricies cum Integer nestra varus accumsan. Luctus quam sagittis mollis at facilisi
consequas vehicula insitam nunc Sed lzgunt aliquam erat I ttera. Nest-a nsts penatisus dolore luctus eum eu hymenaeos
possim Ultrices ac lazus per Phasellus gcthica lectus Duis porta at sollemnes. Suscipit claritatem Nula.

Clicking on the document in your search result, or navigating to the document via the
folders, will bring you to the Document View page. This page tells you the author(s) of the
document, the publication date, the date the document was last modified, document
version status, and whether the document is pertinent to specific states or all states.

Clicking on the author link takes you to a page which lists all the documents by the same
author.

Authors

Documsnts authored by Prcf A Author
Found 2 result({s)

B Docun

d: Aug 10, 2011

Montes augue hac fiant eorum purus nis. Suspendisse videntur Aerean dynamicus Curae aptent feugiat Typi qued cum
eleifend. Etiam turpis hend-erit inceptos te nobis pharetra. Inceptos conubia Morai putamus hac eum. Esse litora
malesuada seinpe ol parlurient, AL orci ipsuin. Zeril lecloram Pellentesque. Sodaes demunslraverunt decitnd melus
consequat magna senactus lacnia lagere assum sociosqu darturien: ex, Cublia adipiscing euismod nascetur voluzpat
primis pulvinar Integer autem.

3 Document State Bills 1

Last modified: Aug 1 011 Of:46 AM

velit auctor volutpat faucibus dui sagittis tristique condimentum Nunc odio modo. FaLcibus potenti claram ejestas
saepius dapitus justa ridiculus. Vivamus pulv nar nihil. Venenatis ve Morbi me elsifenc consuetudium strud lactus

The “Filed Under” link on the Document View page shows the Subject that the document
has been tagged with. Clicking on this link will take you to all the documents which have
been given this subject category. (Subject categories are optional and can be set when the
content is entered)
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3 Document Governor's speeches 1
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Managing Bookmarks

Bookmarked: Document SFRM Concept Note, Framework and Guidance Note 1

Document SPRM Concept Note, Framework and C

by zopeadmin — last modifie 9, 201 History 'Bookmarked page | Manage bookmarke

Details

= Author(s):

= Published Dzte: Aug 08, 2011 11:00 AM

» Modified Date: Aug 09, 2021 05:15 PM

= Status: Final

Surmmary

Inperdiet futurum ut sodales Suspendisse Maecenas. Maecenas litterarum nihil, Enim nihil Duis tristique formas accunsan
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You can bookmark pages which are important to you or on which you are working by clicking
the “Add to My Document page” link in the top right of the Document View page. The link
will change then to “My Documents page” and the page will become part of your own list of
bookmarks which will be available to you whenever you log into the site.

To see your list the documents in My Documents, click on the “My Documents” link.

You are here: Home » Documents » SERR SPRM Concept Note, Framework and Guidance Note » Document SPRM Concept Note,

Framework and Guidance Note 1

£ o G
Bookmarks
Dy zepeaomin - last

= Document 5PRM Concept Note, Framework and Guidance Note 1 (Delete bookmark)

= Document State Bills 1 (Delete bookmark)

Clicking on any of the -document links- will take you to the Document viewing page. You can
delete any of your -selected documents- by clicking on “Delete Document”. This will only
remove a document from “My Documents” portlet.




Managing Subscriptions

Yau are here: Home » Documents » State-level decuments » Governor's speeches

Governor's speeches

by zopsadmin — las: mo d Aug O1

All states - m

Found S items in this folder

Search this foldar

A Docurnent Governor's speeches 1

Montes augue hac fiant eorum purus nisi. Suspendisse videntur Aenean dynamcus Curae aptent feugiat Typi quod cum
eleifend. Etiam turpis hendrerit inceptos te nobis pharetra. Inceptos conubia Morbi putamus haz eum. Esse litora
malesuada semper at parturient. At orci ipsum. Zzril lectorum Pellentesque. Sodales demonstraverunt decima metus
conseguat magna senectus lacinia legere assum sociosqu partarient ex, Cubilia adipiscing euismod nascetur volatpat
primis pulvinar Integer autem.

i Docurnent Govarnor's sps
Last modified: Aug 01, 2011 10 g
Nibh senectus gothica Lorem Pellentesque, Iriure vitae notare porttitor praesent Etiam. Metus sapien sem sollicitudin
parturient. Praesent dui facit formas nulla Curae cubilia turpis. Enim rutrum morbi sociis autem aliquet facilisi In saepius.
Mutationem parum lectus viverra lectorum nisl veniam.

peches 2

more..

Document Governor's speeches 3

Users can subscribe to be alerted to any changes to a folder in whose documents they have an
interest. They will be notified when new content is published to a folder to which they have
subscribed, or when already published content is updated. Navigate to the folder to which you wish
to subscribe. Click on the link in the top right corner, “Subscribe”. You will be taken to the following

page:

You can now choose how you wish to be notified of the changes in this piece of content: by email or
by SMS or by both. SMS stands for Short Messaging Service, also known as "text messaging". If you
choose to receive notifications via SMS, they'll be sent to your mobile phone. Please make sure that
your up-to-date mobile phone number and email address are held in the profile information.. You
can also choose not to receive updates on this content any further by ticking “Unsubscribe”.

You are here: Home » Documents » SPEM reparts » State Plans of Action » Lagos State Plans of Action vl

Email and SMS Subscriptions

If you choose to subscribe to updates you will be notified when content is added, updated, deleted or moved.
Update subscriptions for the following content: Lagos State Plans of Action v1

Unsubscribe
Email
SMS
9 Both email and SMS

View all subscriptions

By clicking on the “View all subscriptions” link in the bottom left you can amend or delete other
subscriptions you have on the site. The “View all subscriptions” link exists also next to the
“Subscribe” link above. Both the “View all subscriptions” lead to this page



You ere here: Home » D Ents > State-level documents » Governor's speeches

All Email and SMS Subscriptions

i
18 AM

by zopeadrmin - last modified Aug 01, 2011 1<
You are currently subscribed to updates on the following folders/sections.
Subscriphions
Fourd 3 result{s)
Decuments - subscribed te email and sms updates (Manage subscriplion)
Lagos State Plang of Action vl - subscribed to email and sms updates (Mar

State Plans of Action - subscribed to email and sms updates (Manags subscription)

age subscription}

| Nb. A user does not have to update their subscriptions each time a document changes.




Documents (ADMINISTRATORS)

Adding a document to the site
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Those with rights to add content (admin users and contributors) can use the edit bar to
add/view/edit content according to their privileges. To add a document (or folder) to the site,
navigate to the folder in which you wish to add it, and then choose NGF Document (or NGF Folder)
from the dropdown menu. You can also create folders. Plus, each folder can have an unlimited
number of sub-folders.

Nb. Contributors can only add and submit content for publication. Admin users and Reviewers can
publish content.

Each document folder has a summary field that can be used to describe the folders contents. The top
level folders and their summaries (1 & 2 in the screenshot) are visible on the documents section view
(tab). If more top level folders are added to the Documents section by the admin, they will be listed
(with any summaries) automatically.

Each document will have an author(s) field that can be filled in when the document and metadata
(i.e. data about data... subject of document, keywords, author) is created. This is not related to the
actual 'added by' field.

In the Add Document form you can complete the following fields:

Title Keep document titles precise and short. Remember these will be visible to your
users.
Summary This is shown in the listings on the Documents tab and in searches. Summary text

appears in both document section and site search results, so should be kept
relatively short

Body Text Here you can add rich text, images, links and tables

Subject A specific branch of knowledge. e.g. minimum wage, health care

Keywords List of keywords associated with this item for index/search entries

Authors A list of the documents authors (one per line)

Status e.g. Final or Draft. This is a flag to mark the legislative status of a particular
document. It does not relate to its published status on the portal.

File attachment Upload a file as an attachment to this item



All states
State
Save as New Version

Tick this checkbox if this document should be associated with all states

Any specific states associated with this item

Select this if you wish to keep this version of your editing changes in your history.
You can choose to revert to a saved previous version using the history link on the
page.
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It is important to note that the Author field and Subject field are case sensitive. The user can, by
clicking on these links, create pages with groupings of all the documents by the same author, or on
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the same subject. For this to be successful, the admin user or contributor must enter the subject in
the same way. For example: Minimum Wage, Minimum wage & minimum wage will be recognized
not as one shared subject but rather as three separate subjects.

For this reason you should enter content in the following manner:
Author field: All elements should begin with a capital letter i.e. Prof A Author
Subject field: These should be entered completely in lower case i.e. minimum wage

User Categories and Content Levels:
Admin users can add and publish content, or update a publication state, to CL1, CL2 and CL3 levels.

It bears repetition that all the content on the site is published to three permission levels;

. CL1 (power user)
. CL2 (standard user)
. -CL3 (guest user)

The site is fully customisable and therefore the administrator is able to publish content and sections

(tabs) to any level.

For example, it is possible to publish a folder in the documents section to be CL1; it will not appear in
the navigation in the docs section. It should be noted that content within the folder does not
automatically inherit the parent folders permissions and may have to be set to CL1 manually, if not to

appear in site searches.

User Categories

User Group Description

User Group Permissions

CMS Administrators

- NGFS CMS Administrators

Able to create, view, and edit
any content. Able to assign
Content Level to any content.
Able to assign users to different
groups.

Power Users

- NGFS Senior Management
State Governors

Able to view all content
(content classified as CL1, CL2
and CL3).

Standard Users

- Secretaries of State
Governments

- Chiefs of Staff

- State Commissioners

- State Liaison Officers (PS, SA,
etc)

- NGF Secretariat middle
management (with NGF
email accounts)

Able to only view content
classified as CL2 and CL3. Not
able to view content classified
as CL1.

Guest Users

- NGF Secretariat junior staff
- Federal Agencies

- National Assembly

- Donor Agencies

Able to view certain content
classified as CL3. Not able to
view content classified as CL1
or CL2.

CMS Reviewers

- NGF Senior Management

Able to approve submitted
content for publishing. The
same permissions as Members
of Power Users group.

CMS Contributors

- NGF Middle Management

Able to create new content and
submit for publishing. The
same permissions as Power

25




Users Group.

To summarise

All content on the portal will be classified as one of the three available Content Level s (CL).
CL1 + CL2+ CL3_will be available to Power Users

CL2 + CL3_will be available to Standard Users

CL3 will be available to Guest Users.

Publishing Content
s, A “For Review” portlet is available
£ %@ NIGERIA , to Administrators and Reviewers to
M§ . GOVERNORS alert them to content which is

‘?f_ : | FORUM pending review prior to being
: published. Clicking on the links

mm - Bills and Issues allows them to review, edit and

publish new content.

Review List

B .

{3 gpo
Full review list...

Latest Documents Nigerg

Content can have a number of statuses (all content can be edited, viewed and published by admin
users and reviewers):

- private (only viewable by author (contributor) and manager CMS administrator)

- internal draft (viewable by other contributors/reviewers)

- pending review (viewable by contributors/reviewers. Reviewers can publish)

- published CL1 (viewed by CL1 permission users)

- published CL2 (viewed by CL2 permission users)

- published CL3 (viewed by CL3 permission users)

All document entries will be time and user-stamped with a link to their publishing histories.
-Admin users
Can create/edit/publish/checkout/delete content on the CMS as well as configure portal settings.

Basically they can do everything.

Contributors

Users that have been given a contributor role can create/submit for publication/checkout content.

Reviewers
This role is assigned to users that have rights to publish content, but do not have administration
privileges that allow access to the portal configuration.



So it may be that a small number of NGF middle management staff (Standard users) will be content
contributors, while a few members of the Senior Staff will be CMS Admins or Reviewers. NGF will
have separate staff members responsible for user management, content approval and content
contributing.

Contributors : editing content

Contributors can create content and_are able to check out and edit Prpivate content. To do this they
use the Actions tab on any document they wish to edit. Via the action tab, they click on the “Check
out” option.

*RM Concept Note Framework and Giidance Note 1

When they have finished editing an item they can SAVE their changes and then in the edit bar can
change the default status from “Internal Draft” (which could allow them to return to the same
document to continue editing later) to “Pending Review”. This means the contributor now believes
the content is ready for publication.

When a reviewer or admin user logs into the site, this content will now appear in the Review List on
the home page. Clicking on the content the reviewer or admin user will now be able to choose the
correct content level at which they wish to publish the item.

Content rules
The “For Review” portlet flags up items for review-; it is also possible for Admin/Reviewers to be
notified directly of new content for review.

Rules can be created that automatically perform actions on content when certain triggers take place.
Therefore, when new content is added emails can be sent to the admin users. When content is
published or retracted, the content provider can be informed via email.




At present these rules have not been created for the site.

Summary of features

DOCUMENTS page allows you to:

Store documents

Give controlled access to documents (supports varying access to docs based on UG levels)
Support the approval process for sending out notifications on documents

Have a “For Review” portlet for docs pending approval

And you will be able:

To upload new documents in various formats (Word, PDF, Excel, PowerPoint primarily)

To edit published documents

To delete published documents

To assign permission level to documents To change permission level on documents, i.e. allow Guest Users access
to certain previously restricted documents

To download documents To view documents

To search for documents (simple and advance search)

To send notifications of documents (with document URL link) to users (individual/group/all from Directory) using
email/SMS.To queue document for approval by designated user(s) before publishing/sending notifications (for
Contributors)

To approve document for distribution/publishing (for Reviewers and CMS Administrators).
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Bills & Issues (USERS)
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This page displays bills and issues listed by relevence. A user will then have the option to narrow
down the results using State, Type and Status filters.
There are two main sections here: one for State-level Bills and Laws and one for Federal-level.

Each Bill or Law are further categorized by types and statuses as below:

Bills and
fssues

Current laws

Private
Member Bills

Private
Member Bills




Finding your Bill/Issue

You are here: Heme > Bills and Issuas

Is Bills and Issues

Bills by zepezdmin — lzst modifizd Sug 01, 2011 10:03 &M Upcatz subscf

Bills intro text
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The Bills & Issues page allows you to filter your searches by state/federal, then by state, then by
whether the bill/issues you are looking for us is current law or archived lax, an executive bill or a
private members bill or a co-sponsored bill. The final search field allows you to search using the
current status of the bill (1 reading, 2" reading, 3™ reading...)

The dropdown choices are shown below:

State level

- Laws
o All laws
= Current laws
= Archived laws
Bills
o All Bills

=  Executive bills
e 1% reading
o 2" reading
e 3" Reading
«  Committee Referral
s  Passed
s Not passed
=  Private member bills
e« 1% reading
2™ reading
3" Reading
Committee Referral
Passed
s Not passed
* Co-sponsored bills
e« 1% reading
e« 2" reading
« 3™ Reading
. Committee Referral
+—Passed

« Not passed

Federal level

Laws
o All laws
= Current laws
*  Archived laws
Bills
o All Bills

=  Executive bills
s 1% reading
2" reading
3 Reading
Committee Referral
Passed
= Not passed
" Private member bills
« 1% reading
2" reading
3" Reading
Committee Referral
Passed
»  Not passed
= Co-sponsored bills
o 1 reading
e 2" reading
e« 3" Reading
*  Committee Referral
+—Passed
+«  Not passed

e o &
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Viewing a Bill

s S
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5 Slats kavurcari Bk Federal Laws and Bills

= F. Laves Anc Bills by zopwadmin — lsat modifed Lug 01, 2011 10:05 &AM Updste aubscriptions | View all subscriptions

Latestonts and issues T Ansmte o Anmwsend b+ Allets -

3 Fedaral Archived Law 1 - Aug 07,
2011 11:30 AM {Updated)

3 State Carrent Law 1~ Aug 01,2011
10:09 AM (Kew)

sldar: Faderal Laws #
iy Stare Archived Law L - Aug 01 PET PRI
2011 10:09 AM [New) Lastupdatad: fug 07,
3 Stae Exacuchva Bl L + Avg 01 Mirum platea tation delenit semper Sed Nullam. Cption zzril pellantesque cursus feugait accumsan. Hymenaeos faucibus tampor sapien fa

2011 10109 AM [New) Mara...

View the results of your search and click on the name of the bill you wish to view. This will take you
to the Bill View page....
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The “Bill viewing page” gives users a quick overview of information about a bill, including type and
status, summary/description and the latest updated date (last modified).

The page gives a further overview of the given bill listing status by States and visual charts — the
progress of a bill state by stage on a country map, and a percentage breakdown of a bills status by pie
chart.

N
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Adamawa (AD) 1st Read ng Document Qther
Akva Ibom [(AK) 2nd Read Cocumant Other

2nd Reading

Anambra {AN)




Bills & Issues (ADMINISTRATORS AND CONTRIBUTORS)

Adding a New Bill

Those with contributor roles and admin users will have rights to add content (new bills and issues,
updates) to this section. Logged in as an admin user or contributor, they choose NGF Bill from the
dropdown menu on the Bills and Issue page.
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Error
There was an error while rendering
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Add NGF Bill

Default Cotegonzation Oaims  Ownership Settngs

Title =

Summary

Used initam & 38 and seardh resuits.

Body Text

o prganl]s F ES2mEEE (2

Subject

&4

,——“"-\__/ e e ST \\__-_’//_'"—“-___ \—/—\.._h

A spedfic branch ¢f knowledge e.g. mnimum vage, primary health care

Keywords

List of kawwords assodated with this item for index/search sntnes

@ state
' Federal

Law/bill type
Type of bill o law

Current law -
Abia (NGAB)
14 Reading -
Abia Bill Document
Mo reference set. Clickthe add button to select
i

Claar reference

Adamawa (NGAD)
14 Reading -
Adamawa Bill Docaument
No reference set. Clickthe add buttan to select.

Cleat reletence

Akwa Ibom (NGAK)
1 Reading -

Akwa Ibom Bill Document
Mo reference set. Clickthe add button to select

Title The title that the content to appears on the site
Summary Text used in listings and in search results}
Body Text Any text/images/links you wish to add in the RTE




Subject A specific branch of knowledge e.g. minimum wage, primary health care

Keywords List of keywords associated with this item for index/search entries

Law/bill scope State or Federal

Law/bill type Current law, archived law, executive bill, private member bill, co-sponsored bill, not
applicable

Each state is then listed with two fields:
1. From the dropdown menu add the current status of the bill in each state.
2. Inthe bill document field attach the bill document

Summary of features

The BILLS/ISSUES page allows you to:
e Todisplay status of current issues (bills) being worked on by States
*  Archive old bills and legislations

And you will be able:
e Totrack the status (passed, failed to passage, being reviewed, etc) of current issues (bills) by each State
s  Add new bills and legislations to the system
e Assign status for a new bill for each State
e Search for bills
s  Edit/update status for each bill by State
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Events (USERS)
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Events Intro text
NGF Calendar CL2
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Going to the Events tab, users of the portal will be able to see events published for their permission
level. There are three read-only calendars which can be viewed. A calendar exists for each of the
permission levels.

User: Calendar viewable

NGF Guest user CL3 calendar

NGF Standard user CL3 calendar + CL2 calendar

NGF Power user CL3 calendar + CL2 calendar + CL3 calendar

So, a NGF Power user will have visibility of three calendars.

Clicking an event clicking takes a user out of this CMS into Google Apps. A new tab will open on the
browser with the user’s Google calendar. If the user is not logged in to Google, they will need to do
so before the calendar can be viewed.




Viewing an Event

The calendar on the portal can be viewed by all logged in visitors to the portal, whether they have a
NGF account or not. The calendar on the portal is not actually shared to any users, the portal uses
the private url of the calendar. This means that all users can get access to at least CL3 calendar
events. Standard users to CL2 & CL3 events also and Power users to CL1,2 & 3. The calendar in the
portal is read-only, but users with the NGF email accounts can create their own events via their
Google calendars and add them to “My Events”-

2
gust 2011 ~ SRt week

Tue . Eat

TestEvent Content Level 2

When Wedresday. 17 Aug 2011
vwhere London (:na2

Deacription Thio io a Test Evenl Content _eve 2

more cetailsy ooy iy mycalancan

For users who have a Google account they will be able to add the event to their personal calendar by
clicking the “Copy to my Calendar” link.

Events

v 2opesdmin « lesr modifred Sug 29, 2011 74:03 9

The Share¢ Calendar displays evenis relevanl to the NGF Here nsers can view events and
Calendars and aiso 1o RSVFP 1o the NGF events thal thay heve been invitad to

NGF Calendar CL2

Todey | B R August2011 ~ SPrint

Tue 3 Sat

Mon
1 Aug

Test Event Content Level 2

Vilisn YWednescay, 17 Aug 2011
Where Longon (map}
Dascription  This is a Test Event Contant Level 2

11:40 Teleconferenc

If they are logged into their Google account this will happen immediately. If they are not, they will be
directed to log into their account before the event can be added to their calendar.

Below is the event in a user’s private Google account:




Gox agl(‘.‘
We have changed the way we handle invitations to your alt
« Back ro calendar Discard changes  More Actions -

Test Event Content Level 2
Wed. August 17, 12am - Thu, August 18, 12am

Where ':f‘:f“’"
map

Calendar NGF Calendar CL2
Created by admin@ngfdev org

Description  This is a Test Event Content Leval 2

Reminder‘ E! EE

Adding a reminder

The SMS/Email update function available elsewhere on the site is not used in Events. It is possible
within the Google interface to configure calendars to send email and SMS notifications for events,
and changed events.

Lreaiea py  aomin@ngraev.org {

Description This is a Test Event Content Level 2

Reminders Popup » 10 minutes v %

Email ~ 2 hours » %

Add a reminder

You can set reminder times for both an email reminder and a pop-up reminder.

Google provide a method of getting SMS updates to calendar events through their notifications
settings. They have a list of approved providers, in Nigeria this is MTN. Before you can receive SMS
notifications you have to register your phone with Google Calendar.

Registering your mobile phone with Google Calendar

1. Click the gear icon at the top of any page and select Calendar settings from the drop-down

menu

Click the Mobile Setup tab

Select your country from the Country drop-down menu

Enter your phone number in the Phone number field

Select your carrier from the drop-down menu, if applicable. If your carrier is supported, click

the Send Verification Code button, and you'll get a text message on your phone

6. Once you receive this message, enter the code you received in the Verification code field
and click the Finish setup button

7. Click Save

L o e B

Colour Coding

Although the ability to colour code events is available in Google calendar, it is not possible to use
colour coding in the portal. The calendars in the portal are private calendars — colour coding is only
available on public calendars.



Isotoma have, however, expressed an interest in having the colour coding of read-only events in
Google calendar, and have made a suggestion on the official forum of the Google calendar that
Google implement this functionality!
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Events (ADMINSTRATORS)

To add an event to a calendar, log into the Google Apps calendar with the admin Google login. For
each permission level (CL1, CL2, CL3) you will see a separate Google calendar.

i CAlEMER Doduwrnints Si Dteupd me
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Ay | Fepeal..

Ewenl delails v abme

Whare Add guests
Calondar | Gharrd NGF Calges v Erief 4 AT A0S
Croxied by admin@ngidew oy
Cescriplion ' h Fanl
Cice T § 0ora Deiow 83 mark a8 cgona

Attachmant A2 piloshenent Guests (=) End it
Eewnicclor B MEBRE B8 L Membe test x
T T Tm— 1 Membea2 Test ®

3‘:1". fi1] ag:mw-
Guests can mocly aened

D imatto others.

Show me as "
Aeaipble B swe quest bst

O sy
Privacy O preraun
(L=
Pavin

Loy ooee sl fov s v3 indi satoly
Badnh eyert

2 Back to calindar | Save

In the add event form you add an event by completing the following fields

Title: The field at the top of the form (click to add title)

Time and date: Add the time and date of the event

All day: If the event is an all day event tick the check box.

Repeat: If the event is a recurring event, tick this checkbox to be offered more options

Description:  Add text to describe the event in fuller detail
Attachment:  Add documents from Google docs or upload one from your PC

Reminder: You can add an email or pop up reminder to remind users of the event

Privacy: Leave this setting as default

Add guests: Add specific guests to email re the event, and receive RSPVs from

Guests can: Modify options under the *Guests can” header. Currently the Calendars are Read-

only, so guess options should not be enabled (do not allow users to modify event or
invite others, guest list viewing option depends on the type of the event).



Copying events on the CLZ and CL3 calendars to the CL1 calendar

This would be an extra step for the calendar administrator.
Login as admin user to Google calendar

1) Create the event on the CL2 or CL3 calendar
2) Select the event and click 'copy to my calendar' (or something similar)
3) On the event page - choose the copy to CL1 calendar

Summary of features

The EVENTS page allows you:

To display entered events in a controlled manner (supports varying access to events based on UGs)

To schedule events
To receive RSVPs

+—To support export of all data if and as needed

And you will be able:

To create new events

To receive RSVPs to events

Send notifications of events to individuals/groups/all

To review RSVPs

To send invitations to events (indiv/groups/all) (to add people to events from database

To delete events

To search for events

To view events

To add documents to events, for example Agendas, event background documentation, etc. —
To view entries through various Calendar views (day/week/month)
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Experts (USERS)

NIGERIA
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Experns You are here: Horne » EXparts
2 Education Expert
L Economy and Finance by zopeadmmn - last modified Aug 01, 2011 10:05 AM

55 I trastructore Experts intro text

Search tus folder

L Health :
All sectors ~ All states »
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¥

& Economy and Finance Expert 4

emy and Finance
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Clicking the Experts tab brings a user to this page listing all experts alphabetically. There are options
to filter results by sector and state. A portlet on the left-hand side provides one-click access to
experts by sector also. Nb also, that content levels apply to experts.

Experts are tagged by sector. It is possible, however, that the administrator has tagged an expert with
multiple sectors. For example, an expert that resides in the Education sector folder may also be

tagged with Health, and will therefore appear in the filter results for both Education and Health.

Searching for an education expert in the Delta state, provides the following search result:
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Users who do not have NGF domain email accounts are permitted to see the names of experts and
the sector in which they are considered to be experts. No further information about the experts is
accessible.

Extra functionality for users with an NGF domain

When logged with an NGF domain account the name of the expert becomes a clickable link. Clicking
on the name we can view the profile of the expert, including the expert’s photograph. The user also
has an option to view /download the expert’s CV.

S NIGERIA Search Site
5,“, GOVERNORS'
5 FORUM

Home . Documents | Edis and Lssues E\-:mts Experts kaan::_ts . im.:a ! Help
Youare hare: Hema s Expe wzaticn > Prof Education Expert |
Prof Educar ion Expert 1
sxrmodiiad dug 7, 2031 GRGA P Baakm, oe %

Details
= Sector{s}: Education
= State{s): Delta
» Websita!

m Cum facit vehicula diam volutpat humanitatis nisi. Netus sugue nostrud senectus juste susapit netus eum
lorem lea nostrud. Etiam processus minim taciti me mattis non id doming s ornare mutstionem qui tinzidunt
cemmads. Mium vastibulum <lan hac Sed matus penstibus.

Tempar nategue rhoncus odio et consactetuer eros su facilisis sliquip, Metus Investigationes nibh doming Lorem. Miaim velit sodales vel aisl
option Etiam duis dolor arat sodales habent sum nizi incaptos. Eu placerat lacus lustus conubis luctus etiam iusto lacus iis posuere wulputate risus
metus. Oignissim habitant litterarum viverrs Lorem suctor dolor & Claritas vulputate potenti iusto Mirum. Fringilla placerat usus Suspendizse
quod.

Users who have a NGF domain login also have the option to send an email to the selected expert or
to add the expert to their personal contacts.

Economy and Finance Expert 2

a0l

1. 20111325 AM Bookmare this 22qe

bv zopeadmrin — last mod fied 2

Celails
s Sector(s): Fearamy and Firance
» State(s):
§ Website: www.2xampie.com
* Email: sxzampie@exarmgle.com
= Telephone: 12315
Summary
Porttitor zzrl mattis dynamicus suscpit clari clar tatam nisi e-at eget notare ootion tellus nostra dacima.
Sdyillis “unubia lyoi cum uliices magnis. Elandil il per. Habenl leclorum diclumst Risus sensclus noslic

rutrum Nam Investigatones saciosqu facilis. Montae ea formas est zgestas dictum Phzsellus per Pellzantesque
aliquip zzri non. Aliqguam formas sem parum

Szacula fact claram ulemcoraer Iczus delenit hendrerit cun orci esse pharet-a faucibus vesticuum. Aptent
Nulla Nullam solemnes. Per &lquam imperdiet cubila molis i nostra veneratis minim decima vitae doming.
Mutatiorem dctumst sazpius nascetur convallis pede nbh futurum sit aucto- PFasellus Cus. In ac Curae
possim ad una. Meque cociis cordmentum lequnt Lrvestigationes condimentum Suspendisse lorem guinta
maurs risLs edismod Maacenas nobs quinta non esse Proin 2rat ipsum doming typi iis naszetur Curabitur. Ii
pragseil leclorgs ridzim Iivesligddvnzs didam Praeser L Carabilus liber rhoncus sullicitudin ypi. Videnlor Cum
lius Aenean.




Clicking either option will take the user to the relevant page of their NGF Google account.
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Experts (ADMIN USERS AND CONTRIBUTORS)
To add a new expert go to the drop down menu and choose NGF expert. Complete the fields and
upload an image and CV (both optional) and SAVE

Add NGF Expert

Default Categonzation Dates  Ownership Seltings

Title =

Summary

Used m itam hstings and search results
i)

Body Text

{Normal paragraph |+ B I

iadnb o] o

<

Subject
ific branch of knowiledge 2.9. minimum wage, primary health cars

A sp

]

Keywords

List of keywords associated with this item for ndes/search entnes

Job title
Job title.

Affiliation
Affihation.

Postal address

Expert's postal address.

Website address

Expart @ address,

Email address
Expe amail addrass.

Telephone
Expart’s telepl

cng number.

Mobile
Expert's mobide phone number.

Fax
Expert's fax number

Additional sectors
The additional sectors associated with this item (the item is automatically associated with its parent sector
or foider)

Al states
Se

axpert should be asscciated with all states (if set the individunl states do not have to be

below

State(s)
Tha states asseciated with this expert

File attachment
Upload a C.v. as an attachment. to this item
= v

Image
Imags file for this contact, ideally at 150 x 150 pixels,




Summary of features

The EXPERTS page allows you:

To store and display in a controlled manner (based on user permissions) lists of experts

And you will be able:

To delete contacts)

To categorize entries by state -

To attach CVs of experts to entries
To edit entries

To delete entries

To view entries

To download entries

To create entries for experts (all based on permission levels) To categorize entries by main expertise areas/sector
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Contacts (USERS)

Clicking on the Contacts tab brings a user to this page, which lists all NGF contacts alphabetically
based on the title entry field. There is no first name/surname field. The follows the way Google
contacts works. If required the contact could be entered as “ Swarbrick, Martin” in the title field.

mm

You are here: Home > Contacts

Contacts
by zepeadmin — last modified Aug 07, 2011 11:45 PM
Contacts intro text

Search contacts

Al states B

Fuund 4 iten(s)

3 a naw contact

g Mr Contact

Jab Ty

s H

@ Mr Stakeholder 3

Jab Title: Stakzholde

Clicking on a contact’s name from the contact listing or a search page takes a user to the Contact
Details page which gives fuller information about the contact.

Not all contacts in the database will be visible to all users. Content Levels apply to Contacts. The CMS

Administrators decide on the content level for contacts on a case-by-case basis.



-
GOVERNORS’ {
mmﬂ Exparts ! i %
| ¢
Contacis You are here: Home » Contacts > Conta ormmmes -4 §
B oo
Contact 1 i
by zopaadmin — last modified Aug 01, 2011 10:5% AM z
Details #
= Job Title: Developer f
= Affiliation: Isotoma
= State{s): Abia A
= Email: example@example.com
= Telephone: 12345
= Maobile: 0987654321
Postal address
Address Line 1
Address Line 2
Address Line 3 p
Address Line 1 }
__’M.__.&""WM ot gl A | B it e At AT i gt 4 fe e smesmendi s, 0 et 00

Guests and Standard Users without a NGF domain

Clicking on a contact (ie one that has been published for C1 of C2) These users will view a page which
will allow them to email the contact using the email link on the page. Clicking this link will open an
email form in their local email client.

m

You are here: =ama » Duotacts s Mr Contact Cne
Mr Contact One
P Armin — lase moasifiad Aus 0 J5:81 B Bookmarked page | Manage bocimaris

Details

= Job Title: Head of Governance
= Affiliabon: World Peace Organization

» Talephonar
= Mobile: 098765432

Postal adiress
Address Line 1
Address Line 2
Address Ling 3
Address Line 1

Summary
Details of Mr Contact One

They will also be able to suggest a contact is added to the portal database by clicking the “Suggest a
contact” at the foot of the page. This will open a form on which they should enter as many details as
they can regarding the contact. This contact suggestion will then submitted to the NGF
administration team for consideration.



You are here: Home » Contacos » Contact 2
Suggest a contact
by zepeadmin ~ last medified Aug CE, 20L1 05:02 PM

Plaaze complata the form and press submit to sand the naw contacts datails to the HGF Team

Name:
Job Title:
Affiliation:
State(s):
Email:
Telephone:
Mobile:
Fax:

Address:

™1 Shiuild the contact be available to all users of the portal? {if not it will be restricted to NGF account holders only)

Standard Users with a NGF domain and Power Users

These users will see a slightly different page. As well as the email link and the “Suggest a contact”
link that the guests and non-NGF Standard users see, they also see the “Send an email” and “Add to
personal contacts” links, just as they do in the Experts section.

i

i

|

i e [ o e ot |
|

sntacts » Contact 2

Tast Member 1 V3

You are here: om

Contact 2
by zopesdmin — iast menfied Aug 08, 2011 OS2 PM Bookmarked page | Manags booimarks
Delais

= Job Titla: Developer

= Affliabion: Tsotoma

= State{s): Abia

= Email: example@example.con
= Telephone: 12345

= Mobile: 0987654321

Postal aduress

Address Line 1
Address Lina 2
Address Line 3
Address Line 1

Clicking the “Send an email” will allow them to send an email from their NGF account if they are
logged in to the account, if not this link will take them to a login for the account.



“Add to Personal contacts” will add the details of the contact to their NGF account’s contacts. Google
contacts sharing is not as advanced as its calendar sharing and therefore, the shared admin contacts
list does not actually appear in NGF domain users contacts listing — only in the email address
dropdown

Nb. Experts contact details will not be listed in this Contacts Directory, but will be kept separately in
the “Experts” database.

By default_a contact’s details are only viewable by NGF domain users. There is, however, a checkbox
on the Contact edit form called “Public”. If an administrator wishes to make a contact viewable by all
users the administrator should tick this box. Contacts will still, nevertheless, honour the permission
level of the user, and will not be listed if the user does not have the rights to view the content.

Summary of features

The CONTACTS page allows you:
e Todisplay in a controlled manner staff and key partners contact details
e  Tostore contact details of individual and institutions

And you will be able:
s  Tocreate new contacts (full names, job titles, affiliations, contact details) -
s Todelete contacts
e  Tosearch for contact details
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Email (USERS)
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All users with an NGF domain email will have access to the “new emails” portlet. In the above image
you can see the emails in the left-hand column.

Users with NGF domain Gmail accounts can access their emails from this page via the “Go to NGF
email account2.”

Nb. Standard and Guest users with personal Gmail accounts are not able to link up their accounts to
the CMS.

Authentication for NGF users would be performed by the administrator when a NGF user is setup on
Google, as they will have the new users password and login details — therefore it will be transparent
to the actual user when they login for the first time.

Creating and Authenticating a NGF domain user
The administrator of the portal and Google domain will register and authenticate users with Google
when the users account is created.

The steps are as follows for an Administrator creating new NGF users:

1) Create a account for a user on the NGF Google domain from the Google apps interface, this will
give them an email address and generate a password.

2) Keep the password in a safe place as it will have to be passed on the user (possibly using SMS or
some secure means)

3) As Manager/Administrator on the portal, create an account on the CMS using the users new NGF
Google email (for simplicity it is probably best to use the Google generated password here as well).
Be sure to give the user the NGF Domain role (without this they will not be asked to authenticate
with Google).

4) Logout of Google apps

5) Logout of the portal

6) Login to the portal as the new user. You will be redirected to the Google login page so you can
authenticate.

7) Login to Google as the new user. The first time this is done, there are some terms and conditions
to except and a Captcha entry. After logging in the Google apps authentication page is shown. Select
the 'Grant access' button. You will then be redirected back to the CMS.

8) The new user will be logged in to the CMS and the data feed from their NGF Google account
should be available (They will probably have unread emails welcoming them to Google).




For new non NGF Domain users:

1) As Manager/Administrator on the portal, create an account on the CMS using the users email
address.

2) Generate a suitable password. Keep the password in a safe place as it will have to be passed on
the the user (possibly using SMS or some secure means).

3) Logout of the portal as administrator (optional)

4) Test the new account and password (optional)

For non-NGF domain accounts, the features that would not be available would be the displaying of
new emails, the display and adding of personal contacts, display of events from their personal
calendar, and the Google email links.

Summary of features

The EMAIL page allows you:
* Tosend and receive emails
* To be notified of new email

And you will be able:
e Tocreate new, edit, save draft, send, receive, forward, delete and print emails
e  To create folders and assign emails to folders
¢  Toformat messages
e  To attach files to messages
e Toview attached files
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Searching the site (USERS)

Sections such as Documents, Bills & Issues, Experts, and Contacts have their own search features,
where you can filter the search by State , and in the Expert section also by sector.

In the Bills & Issue sector you can also filter your results by whether the bill is State or Federal, the
type of bill (current, archived, executive, private member or co-sponsored) and its status (1%, 2" or
3" reading, committee referral, passed or not passed). Given the search detail one can create using
these filters it makes sense to use the sector search functions on these pages.

Elsewhere, there are two other ways to search for information on the site.

The site search uses a live search option that allows quick links and search results to appear
dynamically as one types in the search. To limit the parameters of your search you can also tick the
checkbox below the search window, ““only in current section”

All the search boxes on the site accept wildcard operators /*. For instance in the Bills and Issues
section if you wanted bills and laws from both Bauchi and Bayelsa state you would enter Ba* in the
search window; the system would return any content that began with the letters Ba — including of
course all the laws and bills belong to Bauchi and Bayelsa.

gearch Site | federal bill 1 w

' LiveSearch |

I Federal Executive Bill 1

3 Federal Private Member Bill 1

Ero 1inim arcu ridiculus lectorum facer semper magna higula

-Sponsored Bill 1 §
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ciosqu dul, Exearci ...

Advanced Search...
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There is also an “Advanced Search” option, which you are offered on the search results page.
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In the advanced search you are able to filter the results by tags (to search by multiple tags, hold
down the Control and highlight the tags you wish to use), item types, review status and author.

You are here: Home

Advanced search for content

This search form enables you to find content on the site by specifying one or more search terms.
Remember that you can use the quick search anytime, it's normally good enough, this search form i

Search text
For a simple text search, enter your search term here. Multiple words may be found by combining them with
items' contents, title and description,

“WMMMM e W

Tags
Return

matching some or all of these tags. Multiple words may be found by pressing Ctrl (or Apple key

 Education
'Finance, economy |
\Important Contact | _ .
'Knows everything |~/
| Nigeria football

| SPRM document
| Stakeholder A
St
@ Match all

More search options

Item type

Return items of a specific type.
VIselect All/None
Y Folder

Y NGF Bill

/' NGF Contact
Y/NGF Document
¥/ NGF Expert
New items since

Review status
You may search for items based on their review state. If you wish to constrain results to items in certain stat
~" Select All/None
< Internal draft

&

nternally published CiL2
/' Internally published CL3

Author
Return items created by a particular person.
Any Author A

Display options
Sort results
Sart the Search Results based on the selected criterion

Relevance hd

Results per page
The number of results that iz displayed on ong page.
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The search results by default are presented “by relevance”. In Search, relevance is about how closely
the search results that are returned to the user match what the user wanted to find. Ideally, the
results that are returned on the first page are the most relevant, so the user does not have to look
through several pages of results to find the best matches for their search. You can, however, use the
advance search options to sort the results by creation date, modification date or title.
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Logins for the Development instance

Staging site:

http://www-ngf-com.er.isotoma.com/

ngfstage/fu9Velve

Passwords:

memberl@ngfdev.org :
memberl@ngfdev.org :

member2@ngfdev.org :
: member2-54321GO!

member2@ngfdev.org

member3(@ngfdev.org :
member3(@ngfdev.org :

password
member1-54321GO!

password

password
member3-54321GO!

admin@ngfdev.org : password
admin@ngfdev.org : ceftf54321GO!

reviewer@ngfdev.org : password
reviewer@ngfdev.org ; reviewer-54321GO!

contributor@ngfdev.org : password

contributor@ngfdev.org ; contributor-54321GO!

55



-/lllllllllllllllll_lli



