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Purpose

Contacts Manager was designed to serve communication needs. It is an online, joint, searchable database of

contacts that is meant to facilitate answering the question of ‘ WHO NEEDS TO BE SOLICITED FOR AND RECEIVE

WHAT INFORMATION” through two functions:
1. A working tool to facilitate identifying who needs to share, send and receive information (for example between Sec and PB members, between workspace users and country focal points, etc.)

2. A communication tool to target specific messages to specific crowds

Contacts Manager is one single database with two outputs:
1. On the workspace (This is where “regular” workspace users enter or look for information). A subset of each person’s information is provided. If “published” is selected, this information 
· Is reflected on the workspace contacts page (the long list of all contacts)

· Can be reflected on the workspace country pages (accessible from ‘in countries”)
· Can be reflected on the workspace “partners” pages(accessible from “partners”)
2. In the administrative panel (www.unredd.net/administrator, also called the Joomla Panel): this is where the administrator adds people when they are signed up to the workspace. 
All the information pertaining to a specific person is accessible there. From this admin panel you can:
· find more details about a particular person (such as events attended, area of interest or expertise)
· have the possibility to create lists

· have the possibility to upload batches of contacts instead of one by one

· have a better search function (for example you can ask for resident coordinators in Asia Pacific; or Zambia people interested in MRV)
Contacts Manager therefore has the potential to: 

· Increase targeting with mass emailing
· Improve coordination
· Minimize uncertainties to invite PB attendees
· Maintain up-to-date contact pages on the workspace

· Improve efficiency of mass emailer for newsletters and mini roundups

· Properly allocate responsibilities to maintain a current and complete contact database

· Facilitate better knowledge sharing between workspace members

· Improve users search for contacts working in specific countries or work areas

How it works – the basics

Each person whose name is in Contacts Manager is associated with the following information:  

· Title 
· Name 
· Email address

· Category (= where it appears on the workspace, if it does)

· Contact’s Position 

· Organization

· Address

· City 

· Zip code

· Country

· Phone

· Cell phone

· Fax

· Email 1

· Email 2

· Webpage

· Region (fills in automatically after you select the country)

· Interest/Expertise (multiple choice; important for newsletters that are sent to users with selected areas of interest)

· Affiliation (multiple choice)
· Type of audience

· Type of partner 
· Newsletter (set to YES by default)

· Miscellaneous Information (Enter sentence about specific work area of contact, will appear under contacts information on workspace)

The crucial point is that if you change some details about a person (for example my telephone number has changed), the change is reflected everywhere this information appears. But it does not change WHERE this information appears.

Who is responsible for what?

· Based on the principle that if one has the information he/she should update it, a matrix of responsibilities is proposed below
: 
	#
	What information
	Who is responsible
	Who solicits the inputs and is accountable
	What frequency
	Why?

	1
	Individual contact information
	If a UN staff, the individual him/herself.
 
If a country rep, Clea
 
If a partner, workspace focal points
 
	Each agency (MG)
	As soon as there are changes
	For transparency, to know who can access information on the workspace
 
So that people can contact each other

	2
	List of which contacts appears on a country page
	Under country representatives, Secretariat’s national programmes coordinator
If there is a UN-REDD PMU team, the country office 
Under UN focal point, the respective agency regional advisors
 Under global, workspace focal point of respective agency
Under Resident Coordinator, UNDP 
	FAO, UNDP, UNEP workspace/comms focal points
	Ideally as often as the information changes. Practically, every 3 months the Sec could send a reminder and ensure follow up.
	So that people can know WHO to contact with a question

	3
	List of which contact appears on the partners pages (Sec, FAO, UNEP, UNDP)
	Sec, FAO, UNDP, UNEP workspace/comms focal points for their respective page
 
 
	Secretariat
	 Ideally as often as the information changes. Practically, every 3 months the Sec could send a reminder and ensures follow up
	So that people know who’s who at UN-REDD and what they work on and increase teamwork

	4
	List of PB attendees
	Secretariat
	 Secretariat
	After the PB meeting
	For transparency and to inform #5

	5
	List of current PB members
	Secretariat, based on #2
	 Secretariat
	1 months prior to sending invitations to the PB date, the Secretariat ensures that #2 is updated
	To ensure invitations go to the appropriate people

	6
	List of workshop attendees
	Workshop organizers with help of workspace team
 
	 Agency organizing workshop

Workspace team
	At lest 1 week before the workshop and at most 2 weeks after the workshop 
	To allow workshop attendees to access information before, during, and after event

To improve information sharing and lessons learned after the workshop, keep momentum of workshop going

	7
	List of action and working groups
	 Secretariat Global programme coordinator
	 Secretariat
	 
	 

	8
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 


· These inputs should continue to be solicited, incentivized and coordinated by the Secretariat       

Practical guide : entering and displaying contact information
(To enter one contact
1) Log on to Joomla panel, click on Components( contacts ( contacts

2) Under the filter box search the name of the contact you are going to sign up to make sure they are not already in CM database

3) If not, click on ‘New’ button, green and on upper right-hand side

4) In right-hand grey box, ‘Parameters’, third down is email—click on ‘Show’ to ensure that the contact information will appear on the All Contacts page
5) Under left-hand side, ‘Details’ fill in:

1. Title: Mr, Ms, or Dr (Choose Dr if title is ambiguous)

2. Name: Last, First *, **, ***  (ie. Last name, First ***)

3. Published: Yes

4. Category: Choose from country if national counterpart, UN agency if UN contact,etc. This is where the user’s contact information will appear under

5. Linked to user: if they are a WS user, find name here

6. Leave the rest as is

6) Under ‘Information’:

1. Fill in as much information as you know; the rest is up to the user to update and fill in

2. Contact sub-category: If relevant

3. Email: be sure to fill in at least one email

4. Interest/Expertise: this is a section for those who wish to receive emails when newsletters come out with articles that correspond to the persons area of interest or expertise

5. Miscellaneous Information: This is the text that appears under the contacts email and says “Works on…” One sentence summing up the contact’s work area is sufficient

7) Click on ‘Save’ 

8) The screen will refresh showing the new contact you created
(To enter a batch of contacts

1) Log into the workspace

2) Download the latest “import contacts template “ excel spreadsheet at : 
http://www.unredd.net/index.php?option=com_docman&task=doc_download&gid=7299&Itemid=53
3) Fill the form with as much information as you have in the first worksheet (called use and save as a xls file). 
4) Note that the following fields must be entered exactly as they appear in the administrator panel : 

a. Category

b. Country

c. Type of partner
d. Region

e. Interest/expertise

f. Affiliation
g. Type of audience
5) Save the first worksheet of the form as an xls. file

6) Log into the workspace administrator panel at www.unredd.net/administrator with the same username and password as in step 1)

7) Go to Components( Contacts(Import and Export

8) Upload your xls. file and click on import

9) Done! A report will be generated indicating 1) if contacts were already in the database 2) if some information was missing that halted the upload for particular contacts

(To retrieve information

1) Log into the workspace administrator panel at www.unredd.net/administrator with the same username and password as in step 1)

2) Go to Components(Contacts(Import and Export

3) Search by name, category, country, type of audience etc.

4) The results will be exported into a xls. Document

(To update information

1) Log into www.unredd/net/administrator
2) Click on components(Contacts(Contacts

3) Find the contact using the “filter” field

4) Click on it

5) Update information and save

6) You may also batch update for “events” by selecting several contacts and clicking on the “ADD event” button.  

(To update information on a country or partner page :  see here : http://www.unredd.net/index.php?option=com_docman&task=doc_download&gid=2983&Itemid=53
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