UN-REDD Workspace 

TIPS OF THE WEEKS
(in order of newest to oldest)

Contacts with Stars
Notice there are one, two, or three stars next to Workspace contacts or folders? Stars relate to user access levels, ranging from one star * to three stars ***.  We have decoded the stars for your understanding: 
· One star: National counterparts (Governments), partner organizations (NGOs, Donors, etc)--Can upload, download, and view all documents, access the discussion forum, calendar, unrestricted pages and files
· Two stars: Technical Advisors (UN colleagues, not immediate UN-REDD team)--View restricted wiki pages, participate in UN internal** Discussion Forum, make and edit front page announcements, access Shared Docs
· Three stars: Coordination Group (UN-REDD colleagues)--Can edit homepage, use project tracker, access highest level of restricted files and folders
Want to improve your use of the functions listed in your access level, or feel your level is incorrect? Please contact admin@unredd.net for assistance. 
Cross posting announcements 

In an effort to improve users workspace experience, we have installed a cross post feature for announcements. When posting an announcement, you can select up to two workspace pages where the announcement should be featured. Simply select a page under 'Category' (by default this is marked as  homepage but could be changed) and a second page under the 'Cross post' drop down menu. This new feature will reduce duplicative efforts and improve the ease of information sharing with only one extra click. For a refresher on how and when to post announcements, see this quick guide. 
Note that only users with two and three star access levels may post announcements. If you have one star and would like to suggest an announcement, please write admin@unredd.net with proposed text. 
Help Buttons
Have you noticed the orange help buttons on all the workspace pages (upper left-hand corner)? These buttons are different for every page and provide guidance on what you can do on the specific page and how to do it. Next time you are unsure how to use a function on the workspace (for example the calendar, announcements, discussion forum post), or why a certain page exists, click on that page's help button and you will find out more on how to best utilize the feature.
If the help buttons do not address your question, please contact admin@unredd.net.
Discussion Forum and Calendar Changes
Notice anything different on the Discussion Forum or Calendar? The workspace team has made some changes to improve your experience with these important tools. When entering a thread on the discussion forum, the order of responses are now ranked from newest to oldest to help follow conversations more logically. In an effort to help connect members, user's contact profiles are now linked to their discussion forum posts. Find the contact information of a forum member by clicking on their name within their post.
Also, to improve the calendar's functionality, there is now a delete button for each entry. Delete your entry by clicking on the event, then the orange pencil 'edit' button, and find the delete button in the upper right-hand corner of the page. 
More improvements to come in the near future. Please contact admin@unredd.net with any feedback or comments.
Editing a Calendar Entry? 

Have you tried editing or deleting a calendar entry lately? A reminder that to edit an entry, you must click on the event first, and then the orange pencil icon next to the title. You will enter edit mode and can change the dates, upload one relevant document, etc. In case you need to delete your entry, once in edit mode, select 'No' under the 'Published' option. For more in depth guidance, reference the orange help button on the upper left hand corner of the calendar page or contact admin@unredd.net. 
Uploading Documents? New Mandatory Fields 

Please take note of three new mandatory fields you must fill in when uploading documents onto the Workspace: Title, Author, Date. Inconsistencies with unclear document titles have complicated users experience when searching for information and downloading files. To improve and maintain organization of documents on the Workspace library, titles will now appear as < Title-Author-Date > on the workspace library. Thank you for understanding and doing your part to improve the Workspace! 

Workspace Calendar 
Planning or attending a REDD+ related workshop, event or mission? Don't forget to enter your event onto the Workspace Calendar. The calendar is one of the most used features of the Workspace where users of all access levels are able to view and make entries. For detailed instructions on posting events, click on the orange help button on the upper left-hand side of the Calendar page. 
If you wish to delete an entry, you must click on the event and then the orange pencil icon. Here in edit mode, select "No" next to "Published" and your entry will be removed. Please contact admin@unredd.net for assistance. 

Your contact profile 

Have you updated your contact profile lately? Did you know you have a contact profile on the workspace? Find yourself on the All Contacts page and update your profile by clicking on the orange pencil icon next to your name. 
Note that subcategories have changed and you may now be left out of your workspace category, making it more imperative to find yourself and check that your information is current and complete. Remember, having a full and up-to-date profile ensures that workspace members can get in touch with the right person when searching for information and contacts. Thank you helping to maintain our workspace database of over 900 contacts! 
Shortcut for UN-REDD Work Area Documents 

If you are looking for the latest documents for one particular work area under the UN-REDD “Support to National REDD+ actions – Global Programme Framework”, you do not need to dive into “All documents”. Instead, have a look at the “Global” pages . 

For each of the six work areas (which are : Governance, MRV and monitoring, Transparent, Equitable and Accountable Management of REDD+ funds

 HYPERLINK "http://www.unredd.net/index.php?option=com_content&view=category&id=1017&Itemid=251" , 

 HYPERLINK "http://www.unredd.net/index.php?option=com_content&view=category&id=659:ip&layout=default&Itemid=245" \t "_blank" Stakeholder Engagement, Multiple benefits and REDD+ and the Green Economy) the ten (10) latest documents are listed on the right hand side. 

Who made this announcement?
Curious to know who wrote an announcement on the workspace? To find the author's name, mouse-over the edit button (orange pencil icon to the right of the announcement title) and the announcement information will pop up. You will find the author and date of the announcement here. To find the authors contact information, type their name into the search box (upper right-hand corner of the workspace) and the first search result will be their contact profile. For more guidance, please contact admin@unredd.net. 

Uploading Documents
When uploading documents, it is crucial to have a coherent and descriptive title.There are over 3,000 documents on the workspace and searching for the right one can be frustrating when the titles are unclear. Document titles should follow the following format: Title (as specific as possible, ex : presentation on XX provided at XX meeting)-Author (person and/ or institution)- Date (as Day Month Year). Please adopt this format of 'Title-Author-Date' when naming documents, it will help you and your fellow Workspace users search for documents in the future.
Missed an Announcement?
Have you missed an announcement under "What's Happening" or in the Mini Round- up? We have counted at least four ways you can find it : 
1> Click on "View All"  at the bottom of the "What's Happening" section
2> Enter a keyword or two in the search box at the top of the home page, and refine by selecting "announcements"
3> Click on a key word under the "Popular contents" tag cloud on the home page
4> If specific to a country, find the announcement under the corresponding country page
Workspace Members by the Numbers 

In the past month, 14 new people have joined the 900+ members of the UN-REDD Programme Community of Practice by becoming users of the UN-REDD online workspace. Find who they are here. 

As a reminder, all users contact information may be found under Contacts (link on the upper right corner). 

*Please note that some announcements in this weeks Mini Roundup are being resent due to a technical hiccup last week. 

Read More on Announcements
Are you interested in an announcement and want to read more? Click on the title of the announcement and the full text will appear in the middle of the page.
Workspace Guidance
Information on this Workspace is provided by members like you! Help buttons at the top of each page explain the why, what and how of different workspace features. Check out our FAQs, quick tips, and 

 HYPERLINK "http://www.unredd.net/index.php?option=com_docman&task=cat_view&gid=84&Itemid=53" user manual. Also, please edit your contact details by clicking here to help better connect workspace members.
Note that workspace help clinics are held every Wednesday and Friday from 15h-16h GMT on the Discussion Forum's chat room. Look for the Workspace Trainer and have all your questions answered live. Please contact admin@unredd.net for any assistance.
More fluid sharing under the Discussion Forum 
The workspace Discussion Forum is a great place to engage in open conversation with fellow practitioners. You can ask for advice and feedback from the 850+ workspace members by posting a thread on the established forums or by starting your own discussion. 
Recent topics have included bamboo plantations in Africa and whether logging and conservation co-exist. React to these or share the latest you are reading by posting on the 'What are you reading?' forum. 
For help with posting on the discussion forum, the orange help button in the upper left-hand corner has detailed instructions' you may also contact admin@unredd.net for assistance. 
Who logs on to the Workspace?
Are you curious to know who logs onto the workspace, and where they are from? From last Tuesday to this Tuesday,  81 users logged on to view and or share information. 13 were from partner organizations (including three donors),  three were government officials and 65 from the UN (29 in country offices or regional centres, and 36 in headquarters).  

This message is part of an effort to best connect you to one another; we will share regular summaries of who logs in and where they are from. 
New Members of the UN-REDD Community of Practice
In the past two weeks, 11 new people have joined the 900+ members of the UN-REDD Programme Community of Practice by becoming users of the UN-REDD online workspace. Find their names and information here. As a reminder, all contact information may be found under Contacts (link on the upper right corner).
Workspace Migration Finalized
Thank you for your patience while we finalized the workspace migration process to a new, faster server this past weekend. We are still making the last few touch-ups this week, but you are able to upload documents, write announcements, make calendar entries, etc. If you do however, experience any difficulty or changes in the workspace that are abnormal, please write admin@unredd.net and describe the problem. We are working to make the workspace better for you! 

UN-REDD Programme Updated Map and Slides
The UN-REDD Programme Secretariat has posted the latest updated map and general powerpoint slides for your use. These reflect our seven new partner countries as well as a few other updates.Please take note that these will likely change again after the upcoming Policy Board 8 meeting in Paraguay.
Workspace Folder for Pictures  
Have you ever wondered where you can find various logos or pictures used on the UN-REDD workspace or related to the Programme? We have a folder for website images that allows you to access the various pictures of forests, workshops, maps and logos. Check out this folder under 'Global Programme/ Communications/ Website Images.'

UN-REDD Document Feed
Would you like to know when new documents are uploaded on the UN-REDD workspace? Subscribe to our RSS feed where you can receive updates when documents have been added to the UN-REDD workspace library or see the most recently posted documents.  

Too big to file?
Please refrain from uploading files larger than 15 MB. They take a very long time to download and users with slower connections cannot open them. 
If you wish to upload a file that is larger than 15 MB to the workspace, please contact admin@unredd.net

 HYPERLINK "mailto:admin@unredd.net"  ; we will attempt to reduce the size so that it can be easier to download. 
Also, in consideration for other users who do not have the latest Microsoft tools, please refrain from uploading documents with extensions pptx, xlxs, or docx. Kindly convert them to older versions or to a pdf file instead.
Password Security
Our system has received 700 hacking alerts this week-end. This is done automatically by systems that try combinations of first and last names as passwords. The hacking attempts failed. Security starts with you, so please do remember to change your password often and make them complex. You can change your password by signing into the workspace and scrolling to the bottom right-hand corner of the homepage. Here you will find the 'change your password' link and follow simple instructions. Thank you for helping maintain the security of your account and the UN-REDD workspace.
User Feedback
The UN-REDD workspace is constantly being improved through suggestions from users like you. This is your collaborative workspace and we want you to enjoy using and populating it. If you have any feedback, suggestions or questions, please write admin@unredd.net. We appreciate your feedback!
New Features Under Downloads 
Ever wondered how to update, delete, or move a document that you uploaded in the past? We have added new features to help guide you through these changes. When you mouse over the buttons under a specific document on the downloads page, you will now see text that pops up and describes each option to you. Scroll over the download, edit, restrict access, post to un-redd.org buttons, among others and pop-up text will help you understand the why and how of that said button. 
Search Function Upgrade

The general search function of the workspace (upper right corner) has been refined and improved based on user feedback. We hope this makes your searches more effective. Please 

 HYPERLINK "mailto:admin@unredd.net?subject=feedback%20on%20search%20function" let us know what you think.
Posting announcements on country pages

Would you like to share updates on a REDD+ country you work in or with? Consider posting an announcement on a country page; it's easier than you think! Simply : 

· Find your country of interest under In countries and click on its link or map to enter the country-specific page.

· On the right-hand side of this page you will see a "Latest in ..." section

· At the bottom of this section, click on "view all and add new" 

· A page will open with all past and present announcements

· Click on "New" at the top of this page  

· Create your new country announcement, and click on the save button

I have uploaded a document - now what?
1. It automatically appears in the UN-REDD Documents RSS feed
2. You can link it to other pages, external web sites or documents through its unique url (to find this url, click on the details button)
3. You may send an automatic email alerting people (workspace users or not) of its location and link to download
4. You have uploaded the wrong document? Update it, move it or delete it in a click
Uploading Documents in Two Folders at Once

Did you know you could upload a document and have it appear in two folders?

1. Clicking on All Documents>> Upload a Document
2. In step 3, choose your 1st folder under "File in folder" and a 2nd folder under "Also file in 2nd folder (OPTIONAL)
3. Click on Submit

The language, tags, access level that you choose and description that you add will be reflected in both folders.

Best Practices in the Workspace Calendar  
Organizing an event? Participating in one? You can share this through the UN-REDD Workspace Calendar, by adding an event, or editing an existing one by clicking on its orange pencil icon (
1. Adding your name as a participant in the text description

2. Adding a link to the agenda, concept note, ToRs or other information (see : creating a link to a workspace document)
3. Sending a notification via Outlook to interested colleagues and partners

 Creating links to workspace documents 
1. Under All Documents, find or upload a document   

2. Click on the "Details" button for this document; a page with a table will open
3. In the last row of this table you will find a "direct link to document" code that starts with "http:// " 
4. This "http" code can be copied and pasted anywhere (for example in a Workspace calendar entry,  Workspace country pages, Word or Excel Document or any web site).
5. Clicking on this link will download the document directly (no need to log into the workspace) as long as you're connected to the internet. 

Calendar notification

1. Create an event in the calendar

2. Click on the event

3. Click on send an email notification – contents will automatically fill in Outlook
What are you reading?
Have a look at the posts on the workspace Discussion Forum. Under the "What are you reading" discussion, members uploaded articles and publications relevant to REDD+ for discussion. Please do not hesitate to comment on your peers' articles, postings and of course, to post your own thoughts or latest readings.

 
For technical advisers and coordination group:
Different members, different access
 
As you already know members on the workspace have different access to information (as indicated by the number of stars next to their names under contacts (LINK to contacts ). But did you know that there are 4 possible levels of access for documents? A document can be made:
-          Accessible to the whole wide world
-          Accessible only to workspace members
-          Accessible only to UN staff
-          Accessible only to the UN-REDD Programme Operations and Coordination Groups.
By defaults documents are made accessible to all. If you have specific requirements for particular documents and are unsure how to do it, please contact admin@unredd.net
 
Wish you could notify others about a document you see on the workspace?

You can:
-Send a link to the document using the "send link" button
- Send a link to the person who uploaded the document using the "send email" button next to "uploaded by"
- Send a link to whole folder by copying the url
And remember: colleagues or partners do not need to have access to the Workspace to access these documents.
 

Tech Corner: Forgot your username or password?

Have you forgotten your username and/or password? In order to recover your username, please write to admin@unredd.net and your login information (username and password) will be emailed to you. If you forget your password or would like to reset it, please go to the login page of the UN-REDD workspace and click on the FORGOT YOUR PASSWORD link. You will be redirected to a page where you can enter your email address and follow instructions to reset your password.
Contact Pages

Ever wondered how to contact members of the UN-REDD Community of Practice? The contacts page (upper right corner on the front page) lists every one of the 700+ workspace member, sorted by organization. For questions you may have about a given country, please refer to the focal people listed under each country page.

Treat your password like a toothbrush!

Is your workspace password weak and can be easily guessed? Small security breaches have been spotted and fixed on the Workspace last month, and we have been traced them to members passwords being guessed. To help us improve security, think of your treating your password as you would treat your toothbrush : use it daily, change it every 2-3 months and don't share it with anyone. You can strengthen your password by creating one that is at least 8 characters long and contains a combination of letters, numbers and special characters.  One easy way to create strong password is to formulate a sentence and select the first letters of each word to generate your password : for example.  “I Am A Proud REDD+ Practitioner Since 2009!" is easy to remember and leads to the strong password “IAAPR+PS2009!”
Mini round up by numbers
 

Each week the mini round up is sent to over 700 UN-REDD workspace members. To date, 47 mini round ups have been sent to members, with a total of 178 announcements reaching them directly in their mailbox. Highlighting a document through an announcement on the mini round up triples the visibility of your document! Would you like to post an announcement? Please contact admin@unredd.net
Posting on the discussion forum is helpful and easy

We very often share relevant information by email, sending this to people we know. Sometimes other people may be interested in this conversation, and a discussion forum is a way to exchange information and retrace it. By initiating a conversation on the discussion forum or responding to an existing "thread" you are sharing your knowledge with people you may not know personally, but who can them access this knowledge and know to contact you should they wish to continue the conversation bilaterally.
The chat function is similar to Skype or Gmailchat. Conversations are called "threads" and if you see a thread you'd like to respond to, simply click on "reply." You will be able to edit your message before and after it has been posted, so nothing is written in stone. To start a new conversation, simply click on "new thread." Access the workspace discussion forum today and start a thread!

Updated Interactive Map

Have a look at the new updated interactive map of UN-REDD partner countries. This map includes the six new partner countries and links to their individual country pages. You can find the map under in countries or thehomepage of the workspace. 
 Live Chat Room

Check out the new exciting chat feature on the workspace! You can now chat live with other workspace users. You can access the chat room through the discussion forum and on the top right-hand side you will see other users who are active. Note that you can customize your status here as well. Please be aware that only people who click on the discussion forum will appear active in the chat forum. Once you enter the discussion forum your status is active and if you leave to continue browsing the site, your chat status will remain available and visible to other people in the chat forum.
We hope you take advantage of this new exciting feature to connect with peers and contribute to the discussion forums.
Good REDD Links

Can't get enough of REDD+? The workspace has a number of of relevant REDD links listed under  'Good REDD Links', found on the top right-hand corner of the main page. You can find links to various REDD country websites, UN Programmes, partner programmes, forums and updates as well as research institutions. To suggest any links that we may have missed, please write to admin@unredd.net.
Tech Corner: Look who's sharing

Did you know you can find out who is sharing information and knowledge ? For example: 
· If it's an announcement, click on its title
· All documents show who uploaded them
· Click on any event in the Calendar and get in touch with who created the entry. 
· If it's in the Discussion Forum you may even see their picture !
To find out who's who on the workspace click on Contacts
See more tips and guidance
What's popular
Have you noticed the tag cloud on the bottom right-hand side of the home page?
It ranks the topics most often shared, and does so by counting how many times a keyword has been added to a page, an announcement or a document.
Clicking on the keyword in the tag cloud will take you to a list of pages about the topic, with the most recent on top.
This does not replace the search function but gives you a quick idea of what topics are most actively shared, automatically updated every hour.
Tag along!
Contacts:

Did you know that there are over 650 users on the workspace? Users come from all regions and are affiliated with different country governments, NGOs, INGOs, Indigenous Peoples and Civil Society Organisations and UN agencies.

To find out who's on the Workspace, you may:

- Find a whole list under the contacts page (upper right hand corner of the Workspace's homepage)

- Check out country pages
- Type in a person's name in the search box (upper right hand corner)
Tech Corner: Posting announcements on country pages

Would you like to post a specific announcement on the latest happenings to a country page?
· First find your country of interest and click on it to enter the country page.

· On the right-hand side you will see a "Latest in ..." section. Under this column, click on the "view all" button.

· Scroll to the bottom of the page that you are taken to and you will find the "New" button that allows you to create a new announcement.
Please contact admin@unredd.net for further assistance.
Different members, different access

As you already know members on the workspace have different access to information (as indicated by the number of stars next to their names under contacts). But did you know that there are 4 possible levels of access for documents? A document can be made:
-          Accessible to the whole wide world
-          Accessible only to workspace members
-          Accessible only to UN staff
-          Accessible only to the UN-REDD Programme Operations and Coordination Groups.
By default documents are made accessible to all. If you have specific requirements for particular documents and are unsure how to do it, please contact admin@unredd.net
Workspace Information

Information on the workspace is provided by members like you! Please feel free to create or suggest announcements, update your contact information and suggest information for the help buttons at the top of country pages. The help buttons at the top of each page explain the why, what and how and your inquiries and inputs help us with this information. Also, don't forget about our FAQs, quick tips, and user manual that can help guide you through the workspace. 
Have you tried using another browser?

According to the recent Workspace Survey, seven per cent of members are experiencing slow internet speeds, which complicates their experience on the workspace. Some users have recommended the web browser Chrome (downloadable for free at www.google.co

 HYPERLINK "http://www.google.com/chrome" m/

 HYPERLINK "http://www.google.com/chrome" chrome), which has been said to significantly increase the speed at which pages are downloaded. 

Editing or removing an event on the Workspace Calendar

1. Click on the event 

2. Click on the edit button (orange pencil icon[image: image1.png]


)

3. Change the text, date, time, description etc as appropriate

4. To remove the event, select "no" next to "Published".

5. Save (by clicking on this button: [image: image2.png]


)

6. Notify the original event creator of the changes you've made by using the "Send an email via  Outlook" link. 

Upload Five (yes, 5!) Documents at Once
Organized a mission or workshop and have a bunch of documents to share? You now have the ability to upload five documents at a time in "All Documents", as long as they pertain to the same folder :

1. Click on All Documents >> Upload a document
2. Select up to five documents from your computer and click on the upload button

3. Select the folder you want to place them in, and click on submit.

Naming a Document

Are you uploading a new document? Remember that it will be sent to the world via this RSS feed and that it needs a good name ! To do this clearly, please think of a descriptive name that contains : 
1. A full title
2. An author
3. A date 

400 and counting

You are more than 400 members on the workspace. Make sure you keep the workspace safe by choosing a secure password: 


1. Click on "Change your password" (bottom of the right column or here)

2. Change your password to an entry that has letters, numbers and punctuation
3. Click on save

What are you working on ?
Update your profile with a brief description of your ongoing REDD activities!

1. Click on Contacts (upper right corner or here)

2. Find your name

3. Click on the orange pencil icon

4. Under "Works on", add a short description of your REDD-related activities

