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Goals and Objectives of the UN-REDD Online Workspace

The goal of the UN-REDD online workspace is to facilitate and promote effective online collaboration
for active members of the UN-REDD Programme. It provides different access and editing rights to
different users, and is designed as a dynamic instrument where the vast majority of contents is
provided by users. It serves the following objectives:

- Sharing working and final documents

- Providing updates on UN-REDD Programme activities related to joint national programmes,
collaboration with partner organizations, and REDD in general

- Managing time, posting events and announcements

- Providing contact information for UN-REDD colleagues and partners

- Allowing open or moderated discussions
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Using the Workspace — Access

This workspace is not open to the general public and can only be accessed for users who have been
granted a username and password . To start, type in your browser the following url address:
http://www.unredd.net:

Enter your username and password and click on the “Login” button

UN-REDD Programme On-line Workspace

7 . ®

United Nations Collaborafive:Brogramine on
Reducing Emissions-from Deforestationand:
Forest Degradation in Developing Countries

Usemame [ ]
Password |:|
Remember Me

FORGOT YOUR PASSWORD

In addition to the administrator, five categories of users have different access/editing rights. These
user categories are:

1) Coordination group

2) Secretariat

3) Regional Technical Advisors
4) National Counterparts

5) Partner Organizations

A table describing user access level to all functions is presented in Annex 1

" With the exception of the Resource Library, who can be accessed and browsed without a username and password.
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Using the Workspace - General Presentation:

The workspace home page is composed as such:

{= Welcome to the Frontpage - Windows Internet Explorer.

~
@ y v ! hitkpe e, unredd. netf

File Edit ‘iew Favorites

vl +5|| K | i 0|+
Tools  Help

w & (g8 '] Welcome to the Frontpage 3¢ | (@& Estelle Fach - Outlaok Web A... [ |

M- B - b - b Page - (0 Tooks -

~ To
Home | M&V RoadMap | Public UN-REDD | Relevantlinks | Contacts —Jp» P
Menu

UN-REDD Programme On-line Workspace

search (people, topics..) /J

Home Document Repository Programme Countries

Pariners Discussion Forum Calendar SharedDocs —— % Main
Announcements
UN-REDD Programme Policy Board Meeting
The UN-REDD Programme Policy Board = Side bar

Meeting will be held in Gamboa, Panama, —>
March 9-10. Meeting documents will be
available in the Resource Library.

Latest Events

Mon, Mar 9th, @8&:00am - 05:00PM

UN-REDD Programme Policy Board
- meeting
United Nations Collaberative:Rrogramme on

Tue, Mar 10th, @8&:00am - 05:00FM
= % : = o ) = / UN-REDD Programme Policy Board
Reducing Emissions-from Deforestationand” - - ¢
Forest Degradation in Developing Countries

meeting

Wed, Mar 11th, @8&:00am - 05:00FPM
Coordination Group Meeting

Welcome to the UN-REDD workspace

This workspace is the primary online coordinating center for the UN-REDD Programme. It allows UN-REDD
Programme users to stay updated on the latest UN-REDD programmatic events, share REDD research, ¥/ Payments for Environmental Ser...
download templates, schedule meetings, participate in online discussions, check out working documents that

A e adit and racihmnit find cantact

infarmatian far aenore LI DENND ~allasmne

Latest documents

v Standard Joint Programme Docum...
tracls tha ctatie Af Aan
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Using the Workspace - Adding content

Content on the workspace can be edited with four main tools:

1. Throughout the workspace, text can be edited anytime you see the edit icon ( A ). This icon
may or may not appear according to the level of your user rights.

2. The SharedDocs, Document Repository and calendar allow users to upload/download
documents

3. The user menu in the side bar allows adding new content.

W SR |HH" | & Micrasoft Exchange - Outloo. .. |"We\cuma ta the Frontpage 2 |wun—r5dd—ﬂdm\nlstratlnn | ‘ T T BY T OEmN T [ PAgE v g 10015 T
 EEEESENReNOcT T o RIS T T S T TR L ~
Latest documents |
Welcome to the UN-REDD workspace A
v/ Payments for Environmental Ser...
This workspace is the primary online coordinating center for the UN-REDD Programme. It allows registered o

users to stay updated on the latest UN-REDD Programme events, share REDD research, download ¥/ Standard Joint Programme Docum...
templates. schedule meetings. participate in online discussions, check out working documents that that can

be edited and resubmitted, add or find contact information for UN-REDD Programme colleagues, track the

status of an activity, etc. The vast majority of the workspace contents is provided by users themselves. TemplatesfForms

For more information and guidelines on the Workspace, a user manual is available in the Document

Repository (here). Click here to download UN-REDD forms and
templates

The UN-REDD Programme was launched as a collaborative initiative between the UN Environment Programme o

(UNEP), the UN Development Programme (UNDP) and the Food and Agriculture Qrganisation of the United MDTF Programme Summary Template

Mations (FAQ). The Programme's main aim is to contribute to the development of capacity for implementing + MDTF Submission Form Template

REDD and to support the international dialogue for the inclusion of a REDD mechanism in a post-2012 climate

5 REa v Standard Joint Programme
regime. The UN-REDD Programme will initially run until March 2010.

Document_Template View All

Program Documents

v/ UN-REDD Online Workspace User ...
View All

Edit profile
Submit Announcement

Submit Agreement
Add contact

This user menu allows the user to:

a. Edit the user profile
Clicking on “Edit Details” in the user menu will allow you to change the email address on file, your
Workspace password, the language and the time zone.

b. Submit Announcement
Announcements may appear on the front page (side bar) or in the regions or country pages.

To create an announcement:
- Click on “submit announcement”
- Under Editor: add title and text
- Under Publishing :
o under section, select “announcements”

4
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o under category, select “general” for the home page, or a specific region or a country
for regional or country announcements
Published: select “yes”
Show on front page: select “no”
Select a start date
Select an end date. If you fail to do so, the announcement will not appear.
o Select key words if needed. These will be recognized when searching the workspace
- Click on the Save Button at the top of the page

0O O O O

To modify an existing announcement:

- Click on the header of the announcement
- Click on the edit icon on the far right

- Edit the text

- Press the Save button

c. Submit Agreement
Agreements (e.g. MoU) appear in the side bar of Partners pages.

To upload an agreement, with comments:
- Click on “submit agreement” in the user menu
- Under Editor: add title, upload document, add text as comment if necessary
- Under Publishing:

o under section, select “Agreements
under category, select the corresponding organization (e.g. CFPF)
Published: select “yes” (default)

Show on front page: select “no” (default)

Select a start date (set by default at the current date)

Select an end date. If you fail to do so, the Agreement will not appear.
o Select key words if needed

- Click on the Save Button at the top of the page

nn

O O O O O
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Using the Workspace — Features

1. Document Repository

The Document Repository is the repository of approved documents. It currently has 5 folders (each
containing sub folders) titled:

- UN-REDD Programme program documents

- REDD research

- Communication materials

-Templates and forms

- Restricted

To upload a document:
Click on “Submit file” and follow the 3 steps. Fill in the information and press submit.

To move a document between folders:
Clicking on the file name and press the “move” button”

To download a document:
Click on the file name and press the Download button.

To temporarily prevent other users from downloading a document:
Press the check-out button. To reauthorize access, press the check-in button

The Search function of the Document Repository searches within the text, the title and the tags
provided upon uploading.

Note: The link to the Library may be sent to any person (registered or not as a workspace user) by
copying the url address in a browser. The person receiving this link may click on it and
access/navigate the Resource Library. This person however will not be able to access the rest of the
workspace. This person will not see the contents of the restricted folder, or unpublished documents.
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2. Programme Countries
2.1 Opening page

The Programme Countries opening page (see screenshot below) is accessed by clicking on the
“Programme Countries” link in the top menu. Accessing each country page directly is possible

through the drop-down menus in the top menu.

Region-wide announcements can be added using the “Submit announcement” button in the User
Menu (see page 4)

-
Home | M&V RoadMap | Public UN-REDD | Relevantlinks | Contacts —

UN-REDD Programme On-line Workspace ik
Home  Document Repository Programme Countries Partners Discussion Forum Calendar SharedDocs
Country Programmes National Project Documents

National Joint Programmes in AFRICA
Mo documents...

e Democratic Republic of the Congo, Tanzania and Zambia receive assistance through
the UM-REDD Programme. Click here to access information on national joint programmes
intharn {hree COUntI’ie

Templates/Forms

Click here or here

to access the regional page Click here to download UN-REDD forms and

templates

v Joint Programme Budget
v MDTF Programme Summary Template

v MDTF Submission Form Template
View All

Africa Announcement

This is the space for Africa regional announcements. Click on the header to modify this text, or, if you are
authorized, go to the home page/submit announcement link in the side bar to create a new one.
Regional Program Documents

announcement lational Joint Programmes in ASIA AND THE PACIFIC
N

v Independent Advisory Group on ...

v UN-REDD_FrameworkDocument
View All

onesia, Papua Mew Guinea and Viet Nam receive assistance through the UN-REDD |
FProgramme. Click here to access information on the national joint programmes in
se three countries.

A

154
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2.2 Regional page

The regional page provides an overview of the National Joint Programmes in the pilot countries

Togr

¥

National Joint Programmes in LATIN AMERICA
CARIBBEAN

Bolivia, Panama, and Paraguay receive assistance through the UN-REDD Programme.
Click here to access information on the national joint programmes in these three
countries

Bolivia /)
Click on the Boliva header to access contact information

_

Forest cover (FRA 2005)

Click on the name of
each country

to access its page
and contact
information

1000ha % of land area
[58,740 542 '

You may provide updates, visible to all users, in this field, by clicking on the edit
button above

Tovisitthe UN-REDD DRC wiki page (restricted access), click here

AND THE

Announcements

UN-REDD Policy Board meeting

The UN-REDD Programme Policy
Board meeting will take place March
9-10 2009 in Gamboa, Panama

Meeting documents will soon be availabl
here.

The Programme Policy Board provides
overall leadership and seis the strategic
direction ofthe UN-REDD Programme. It
decides on Programme financial allocations)
in line with the budget parameters set outin
the UN-REDD Programme Framework
Document, and develops monitering
mechanisms, with a view to ensuring Fund-
wide success. The UN-REDD Programme
Policy Board will ensure coordination with
REDD actors at a global scale, such as the
World Bank's FCPF parlicipants’ committee.
It will include representation of major
stakeholder groups

Panama /)
To access contact information, click on the Panama header

2.3 Country pages

Each of the nine Programme Countries (as of march 2009:

Congo, Indonesia, Panama, Papua New Guinea, Paraguay,
own page. Clicking on each of the country names opens th
information.

Forest cover (FRA 2005)

1000ha |% of land area
58,740 |54.2

You may provide updates, visible to all users, in this field, by clicking on the edit
button above.

Tovisitthe UN-REDD DRC wiki page (restricted access), click here

Regional Announcement

Bolivia, the Democratic Republic of the
Tanzania, Viet Nam, and Zambia) has its
e country page and displays the contact

-
Home | M&V RoadMap | Public UN-REDD | Relevantlinks | Contacts —

UN-REDD Programme On-line Workspace search (people, topics.) o~
Home  Document Repository Programme Countries Partners Discussion Forum Calendar SharedDocs
Bolivia % Announcements
Click on the Bolivia header to access contact information Country
bolivia announcement2 Announcement(s)

bolivia announcement2
bolivia announcement

bolivia announcement

Latest documents

v Payments for Environmental Ser...
v Standard Joint Programme Docum...

Contact

Information Contact Information
N

Ferroukhi, Lyes
LINDP

Yasukawa, Yoriko
LM

National Project Documents

National Project.doc
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- General information on the National Joint Programme
This information can be viewed and edited by all workspace users, except Partner Organizations, by

clicking on the edit icon (J).

- Country announcements
These can be viewed by all users and are editable by the Coordination Group, Secretariat and national
counterparts users. Announcements may be added using the “Submit announcement” button in the
User menu (see page 4).

- National project documents
These can be uploaded/downloaded for edits using the SharedDocs feature (see section below on
SharedDocs)
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3. Partners

The Partners page includes, for each partner organization:

R

Foed and Agriculture
Organieation of Lhe
United Nations

FAO - Food and Agriculture Organization of the United Nations A
Click the partner name above to access contact information.

Collaborators Information

Flease enter relevant collaborator information

Collaborative Activities

Flease enter relevant collaborative activity

3.1 Partners Page Overview

FAO - Food and Agriculture Organization of the United Nations

Partner Agreements

Agreements overview

Brief update on agreements

agreement doc.doc <+— Agree ment

Templates/Forms

Click here to download UN-REDD forms and
templates

¥ Joint Programme Budget
+* MDTF Programme Summary Template
v MDTF Submission Form Template

View All

Program Documents

The overview of collaborative activities is editable by all users except government counterparts by
clicking on the edit icon (il). Contact information is available by clicking on the Partner organization

name.

3.2 Partner Agreements updates

This section displays agreements as input through the User menu (see page 5). Documents such as
MoU may be downloaded, and a brief overview on the status of the agreement(s) may be added. To
add an agreement, see page 5 of this user manual under “Submit Agreement".

10
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4, Discussion Forum

Discussion forums allow members to post queries. The forums are not facilitated (i.e. messages do
not go through a facilitator before posting), although this option exists. All posts are final. Guiding
headers for the forums include regional/national topics; events; operationalizing REDD; research; and
a special “test users” for conversations on the workspace.

Click on the “Help” and “Rules” button for additional details.
The discussion forum can be viewed by and contributed to by all users.

To start a new discussion, read or contribute to an existing one
-Click on the main topic

UN-REDD Discussion Forum Templates/Forms
"Unless otherwise specified, all workspace users may view and contribute to a forum”

Click here to download UN-REDD forms and

el

Welcome, Kimberly S Koserowski v/ Joint Programme Budget

Show Latest Posts | My Profile | Logout
v MDTF Programme Summary Template
v MDTF Submission Form Template

Forum TopicsRepliesLast Post View All

Regional/National -
Moderators: admin  coordinationgroup  estella 2 4 e R
; S i Program Documents
Events
. L Moderators: admin coondinationgroup  estella & & A e
Click on a v Independent Advisory Group on ...
tOpiC to S:dzrr::;‘:nzllf::gg?jiziNr e 0 0  NoPosts + UN-REDD_FrameworkDocument
: o B R View All
respond to L .
Emissions from Australlan
a post or Research 1 0 Fires
L Moderators: admin coordinationgroup  estella 5 s
start a by tolairs | 021232000 16:45 ) Logln
new Testers g | 4 Re:Calendar
thl’ead ] This is the area to post questions regarding the use of the site. by emfach | Yesterday 06:06 Hi Kimberly S Koserowski,
Log out
Topic Author Categories Date Hits

11
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UN-REDD Discussion Forum

"Unless otherwise specified, all workspace users may view and contribute to a forum”

] UN-REDD D S ;II'I.I.l.n Hﬂ.ﬁ'ﬁnﬂ. Threaded View

‘Welcome, Kimberly S Koserowski
Show Latest Posts | My Profile | Logout

~ UN-REDD Discussion Forum » » UN-REDD Discussion Forum

Click on T Reglonal/National (1 viewing) kschane,

« New

Thread» to /

beg Ina _neW == There are no topics in this forum yet <<
discussion

[ NEW THREAD

Templates/Forms

Click here to download UN-REDD forms and
templates

+ Joint Programme Budget

+ MDTF Prog 5 y Ti lat

+/ MDTF Submission Form Template
View All

Program Documents

+ Independent Advisory Group on ...
+f UN-REDD_FrameworkDocument
View All

Board Categories |

- Unread Topic

- Read Topic

UN-REDD Discussion Forum

"Unless otherwise specified, all workspace users may view and contnbute to a forum”

Forum My Profile Show latest posts
E] UN-REDD Discussion Forum g 0c Hip

. Kimberly 5
Show Latest Posts | My Profile | Logout

B UN-REDD Discussion Forum » » UN-REDD Discussion Forum
Reglonal/National (1 viewing) kschane,

Name: kschane

Login

Hi Kimberly 5 Koserowski,

Templates/Forms

Click here to download UN-REDD forms and
templates

+ Joint Programme Budget

+ MDTF Pr

+ MDTF Submission Form Tamplate
View All

Program Documents

Subject: + Independent Advisory Group on ...
E nter +* UN-REDD_FrameworkDocument
pieicon: @ OO 0O @OP® 0P OQ@O0® 0O View Al
the Foaree IEE-F ] .F (ima] UL [ Hice| Colour: i
Su bJ ect |standard +| Size:|Normal = Video: || close alltags Emgin
here Your image file can be maximum {width x height - size): 800x800 - 150 KB Hi Kimberly S Koserowski,
Message:
Log out
Emoticons Enter
9066 text
@ here
@ @® @
e 9
More Smilies
Select Image file to attach
Soioc 8 0 mach
subscribe: ™ Check this box to have yourself notified about replies to this topic. S u b m |t

| Submit || preview || Cancel |

\ preview

or cancel

Note: all posts are final. The forum moderators are the only ones habilitated to delete a post.

12
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5. Calendar

The calendar allows users to see events, upload/download one meeting document per event and
automatically synchronize it with Outlook calendars.

The calendar can be can be viewed by all users, and modified by the Coordination Group, Secretariat
and Regional Technical Advisors only.

Events fall into one of the following categories and are color-coded
UN-REDD Programme Staff leave

UN-REDD Programme conference calls and video conferences
UN-REDD Programme country missions

Relevant REDD meetings

UN-REDD Programme Deadlines

UN-REDD Programme meetings

UN-REDD Programme Special Events.

13
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6. SharedDocs

SharedDocs is a document-sharing feature whose primary function is to allow users to download
documents for editing (“checking them out”), and upload them back once modified (“checking them
in”). This prevents multiple users from editing the same document at the same time. Documents can
be browsed or searched according to tags created by users upon uploading.

To use SharedDocs:

1) Uploading a new document
_Click on “Browse Documents” in the green upper bar
_Click on the “Upload Document” orange button
_Select the folder (and sub folder if appropriate) you wish to upload it into, and follow guidelines for
uploading

2) Downloading a document (if you wish to view it only- to edit it, see 3))
_Locate the document by clicking on the “Browse document” link in the green upper bar
_Click on the document name
_Click “the Download Document” orange button
_Open or save in your files

3) View version history: this allows you to see the different versions as modified by different
users. Although using track changes is preferable, it allows comparing different versions
should a user omit to do so.

4) View transaction history: this allows you to view who has first uploaded the document and
who has edited it.

National project documents must be filed in each of the corresponding country folder. Other folders
include “International Support Functions” and “Position Papers”. The latest version of the National
Project Documents appears automatically on the corresponding country page:

Home Document Repository Programme Countries Partners Discussion Forum Calendar SharedDocs

Tanzania i Announcements These are the national
project documents
that have been

Click on the Tanzania Header to access contact information

. Latest documents .
1000ha|[% of land area o - Up|03d6d into th.e
35,257 [39.9 j e e E VR e Ak St SharedDocs section for
m + Standard Joint Programme Docum... T .
You may provide updates, visible to all users, in this field. anzania. .
To visit the UN-REDD DRC wiki page (restricted access), click here National Project Document/

Contact Information ® | pDraft_JointNationalProgrammeDo...

Clicking « View all » will

Fernandez Taranco, Oscar Noudehou, Alain View all

iy LRDR take you to the specific
Resident Coordinator Country Director

Tanzania Tanzania ithi
oscar.fernandez taranco@undp.org alain.noudehou@undp.org TemplatesfForms c;:un':y deIder Wlthlr'l
Hagelberg, Niklas Jorgensen, lvar the S are DOCS section

UNEP Dar el Salaam Tanzania Click here to download UN-REDD forms and
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Note : cache problems.

Depending on your browser configuration and system, you may experience problems accessing the
SharedDocs feature. If by clicking on the SharedDocs link you are directed to a secondary log-in
window, please follow the steps of the temporary fix below to access the SharedDocs feature:

1. Click on SharedDocs
2. The secondary window appears asking you to log in, so log in again with your username and

password

3. In this secondary window, right click on the SharedDocs link and select the option to open
the page in a new window.

4. This new window, which may take a few seconds to load, should now display a normal view
of SharedDocs (Characterized by orange boxes). Bookmark this new window in your favorites,
and close it.

5. Click on “Home” in the primary workspace window, and click on SharedDocs. It should now
automatically remember the proper page.

Please note that this issue is being investigated.

15
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7. Top Menu

The top menu contains, from left to right:
1. Link to the home page
2. Link to the Monitoring and Verification M&V Roadmap web site
3. Link to the Public UN-REDD site

4. Relevant Links:
Under this link are list of websites of interest on REDD. You may edit these links or add new ones by

clicking on the edit icon A

5. Contacts
This link contains all contacts relevant to the UN-REDD Programme. The list is divided into two
categories, i.e. Workspace members and non-members. Each of the categories has sub-categories
corresponding to countries or agencies. Please note that some, but not all, of these contacts are also
found under the corresponding country and Partners page.

16
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Using the Workspace — Feedback

This workspace was developed by Kimberly Koserowski at First Kiss Creative under the guidance of
the UN-REDD Programme.

Please report all questions, feedback and comments to Estelle Fach (estelle.fach@undp.org) or
Elspeth Halverson (elspeth.halverson@undp.org)

This workspace is yours! We hope you will enjoy using and populating it.

17
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E: can view and edit

Annex 1: Table of User Rights

V: can view but cannot edit

X: cannot view nor edit

Location Feature Function Coordination | Regional National Partner
Group Technical | Counterpart | Organization
and Advisor
Secretariat
Joomla New users and Add new user/edit £ X X X
panel user rights user rights
Text on home £ v v v
page
General
Announcement E v v v
Home Latest events Automatically updated through the calendar function
page Latest
Documents
:’srr:wnzlates and Automatically updated from the Document Repository
Program
Documents
Resource Submit and download
. E E E E
Library documents
General E E E Vv
Country Regional and country-
Programme specific E E E \Y
announcements
Main General (contact info,
menu Partners page coll'a'b$>rative E E Vv E
activities)
Agreement E E V E
Discussion
Forum E E E E
Calendar E E \Y \Y
SharedDocs Check in/check out E E Vv Vv
Relevant links E E E E
M&V Road map Vv \Y Vv Vv
Top bar | Public UN-
REDD site v v v v
Contacts E E \Y Vv
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