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Note:  
 
�  For any technical or other problems and difficulties:  

o Write to rcpar@undp.org  or comment in the discussion “Problems and 
difficulties of the Workspace” (http://ws.undp.sk/rcpar/problems-and-
difficulties-with-the+4399) 

 
�  If you want to share new tips and suggestions regarding the use of WS: 

o Include them in the wiki “Tips and suggestions for the use of the 
Workspace”(http://ws.undp.sk/rcpar/tips-and-suggestions-for-ws/edit) 

 
�  If you want to view videos on how to use WS: 

o Go to Workspaces TV: http://ws.undp.sk/rcpar/workspaces-tv 
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1. DASHBOARD 
Your welcome page after signing in. An overview of all the activity in your groups, tasks and 

requests. Quick links to get things done. 
 

Contribute : Leads you to all options for contributions: messages, discussions, 
articles, etc.  

�  These are contributions that you initiate – if you want to comment to an existing 
contribution, you need to go to an existing link! 

 
Shortcuts: 

Inbox / Search / Tasks / 
Requests  
 

My World:  List of all 
(sub)groups you 
participate in. Clicking 
on the picture leads you 
to the particular 
(sub)group. 

 
Contacts: Shortcut to 

people who are your 
contacts. 

 
 
Status: Your note on what 

you are doing now – it is 
used only if you want to send 
the world some message...  

 
Recent Activity: List of things that happened recently in relation to you and your 

peers - a sort of personal “wall”. 
 

Recent Pages: The information on all activities – a sort of “news board”  
�  From here you visit news and contributions by clicking on the links.  

�  To the right, you have the name of the person who last contributed and the 
date/time of the contribution.  
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NOTE ON “INBOX” 
It is not inbox as you have in your regular email, because it includes not only 

messages, but also all updated pages that you created or contributed to. 
 
 

The top black panel 
 

�  ME:  Leads you back to the Dashboard from wherever you are. 
 

�  PEOPLE:  Leads you to 
the list of: your contacts / 
your peers / all people  

 
Peers are all the people from all 
groups/sub-groups that you 
participate in. 
 
Contacts are the people you 
communicate with most of the 
time and whom you want to be 
able to find easily.  
- To create new contact person, 
you need to invite her/him by 
going to her/his profile and 
clicking “Add to my contacts” on the left, below the profile description.  
 
 
GROUPS:  Leads you to the list 
of: your groups / group directory 
/ option for creation of a new 
group  
- Do not create any new groups 
without consultations with the 
RCPAR facilitators 
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�  ACCOUNT:  allows you to 
change your personal settings and 
information. 

-> Upload your picture ! 
-> Write into “Display Name” 
your full name and surname! 
 
 
 

�  “Public Profile”  
a) “Permissions”  
- You may use all options 
- as a minimum select: 
1,3,4 and 5 
b) “General 
information”  
- Insert your general info 
here. 
c) “Profile”  
- Fill in your personal and 
professional info (“add 
description”). 

�  Click on “add description” 
again and then add your 
chosen RCPAR Thematic 
(sub)area/s! 
 
 

�  “Private Profile”  – 
repeat the same process 
with the IDENTICAL  
information 

 
�  ALWAYS  click “save 
changes” when you 
change or add something 
new ! 
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Clicking on your NAME... 
.... leads to you your profile – it shows the same information that other people 

see when they click on your picture / name 
�  Use this to check if you completed your profile properly  

 

Here, you have similar information as in the Dashboard, but also: 
 
 
 
- Your 
description  
(information 
you put in 
your Profile) 
 
 
 
 
 
 
 
 
 
 
 
 
 

- Place for some other people to write on 
your “wall”  (this is visible to all!!!) 
- This means that when you go to 
somebody else’s profile, you can write him 
a public message 
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2. CONTRIBUTE 
Link to different options for NEW contributions 

 
“Contribute”  means that you want to start a new page by using one of the 
available tools. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

�  ALWAYS  make sure that you complete everything 
according to instructions before you finalize a new 
page!!! 

 
 
You can Contribute from the 
Dashboard and from a 
(sub)group. 
 
- The only difference is that when 
you contribute from a group, it is 
already set that you are making 
the contribution to this particular 
group. 
 
 
 
 

�  It is better and easier to first go to 
your group and then click 
“contribute”...  

 

NOTE THAT IT IS ONLY FOR NEW 
CONTRIBUTIONS !!! 

 
- for comments or contributions  to 

existing postings, go to the relevant 
link  

-  for messages, simply respond to the 
one sent to you 
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In different tools there may be some similar settings. 
�  But each option tool be used for a specific purpose!!! (see below) 

 
 

Personal message  
�  A message to individual recipient/s – like an email. Only you and the recipient 

can see it – but you can share with others if you want to include them in private group 
correspondence… 
 

Discussion  
�  Group discussions / forums 

 

Wiki  
�  Free-form text documents 
- Good for attaching more than one document in 
the same link 

 

Article  
�  News, announcements, etc 
- Good for attaching more than one document in 
the same link 

 

Vote 
�  Approval vote: Approve or disapprove 
�  Ranked vote: Rank / put in order of 

preference 
 
Task list 

�  Lists of “to do” items of you and/or 
other people 

 
File 

�  Uploaded files – which can be 
commented on  
 

Gallery 
�  A collection of images - which can be commented on  

 

Event 
�  Announcements of events 
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Personal message  
�  For sending personal 

message to one or more 
persons 

�  Select the names from the 
drop-down lists of 
“contacts” and “peers” 

�  Write the subject and the 
body of message – and 
then click “send” 

�  You can tick “send 
email?” – a regular email will 
be sent to your recipient/s with 
a reminder to go to the workspace and read your message. 
 
 

Discussion  
�  For discussions / online forums that require more substantive commenting by 

other people, a 
structured flow of 
responses, and 
longer duration of 
interaction. 
 

�  You create it by 
writing the title and 
the following 
information: 

 
a) List of issues to be 

discussed - with 
explanation 

b) Clear indication of 
what is concretely 
expected from the discussants.  
 
�  Before finalizing, your entry needs to be tagged,  shared with selected contacts, peers, 

groups or sub-groups, and then set to whom the access is provided. At the end, you click 
“create” button. 

 



Page 9 of 23 
 

Wiki 
�  New, medium to long-size documents created directly on-line for others to edit: 

change, modify and/or 
supplement with additional 
text �  for instance: initial 
MCA idea/proposal or draft 
MCA report. 
 

�  You create it by 
inserting the title and a 
brief summary - then, 
click “create”.  

 
�  Before finalizing your entry, it 

needs to be tagged,  shared with 
selected contacts, peers, groups 
or sub-groups, and then set to 
whom the access is provided.  

 
�  After creating a contribution you will get a new widow: insert the actual 

text and click “save”. 
 
�  You (and others if you give them “participant” or “coordinator” access) can attach 

documents by clicking on “edit attachments” and selecting one document 
from a folder in your computer. 

 
�  You (and others if you give them “participant” or “coordinator” access) can also edit 

and further develop the initial text – you can also edit the original title. 
 
 
�  Use this option if you want to provide a text that can be edited and 

to which you can attach documents. 
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File 
�  For existing files to be uploaded in the workspace from you computer. 
 

�  You create it by inserting 
the title and a brief 
explanation of the 
document. 

�  Then you upload 
document/s by selecting it 
from a folder in your 
computer. 

�  Before finalizing your entry, it needs 
to be tagged,  shared with selected 
contacts, peers, groups or sub-
groups, and then set to whom the 
access is provided. At the end, you 
click “create” button. 

 
�  You (and others if you give them “participant” or “coordinator” access) can later upload 

new versions of the same document. 
 
 

Gallery 
�  This is where you put photos/pictures from your computer that you want to 

share with others. 
 
�  You create it by providing 

the title and a brief 
explanation 

�  Then you upload images 
by selecting them from a 
folder in your computer. 

�  Before finalizing your entry, it 
needs to be tagged,  shared with 
selected contacts, peers, groups or 
sub-groups, and then set to whom 
the access is provided. At the end, 
you click “create” button. 

 
�  You (and others if you give them “participant” or “coordinator” access) can later upload 

other images / create galleries. 
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Article 
�  Short to medium size information that does not require editing by others – used 

for: news, updates, announcements, etc. 
 
�  This option can also be 

used for blogs (for instance, 
describing some personal or 
professional experience) 
and/or when the text is 
substantive and you do 
not expect long and 
substantive commenting 
(otherwise, create a 
discussion). 

�  Can be good also for 
attaching documents 
accompanied with 
background information 

 
�  It is created by writing 

the title and brief 
explanation (“Article 
information”).  

�  Then you insert the main text (“Article data”). An image/photo can be 
uploaded as well. 

�  Before finalizing your entry, it needs to be tagged,  shared with selected contacts, peers, 
groups or sub-groups, and then set to whom the access is provided. At the end, you click 
“create” button. 

 
�  You (and others if you give them “participant” or “coordinator” access) can attach 

documents by clicking on “edit attachments” and selecting document/s from a 
folder in your computer. 
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Task list 
�  You use this when you want to 

create a list of things that you 
and/or other people should 
conduct. 
 
�  It is created by providing 

the title and a brief 
explanation. 

�  Before finalizing your entry, it needs 
to be tagged,  shared with selected 
contacts, peers, groups or sub-
groups, and then set to whom the 
access is provided.  

 
�  After clicking “create” you will have the option to add tasks - one by one. 

 
 

Vote 
�  The main purpose of this option is to organize voting online. 

 
�  Approval vote is used 

when the expected 
response is simply to 
approve or disapprove.  

�  When voting includes 
deciding on the degree 
of priority or 
preference, then 
Ranked vote is used. 
 

�  You create it by 
providing the title and a 
brief explanation – 
including instruction on 
how to vote! 

�  Before finalizing your entry, it needs to be tagged,  shared with selected contacts, peers, 
groups or sub-groups, and then set to whom the access is provided. 

 
�  After clicking “create” you insert the voting options - one by one 
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Event 
�  This is used when you want 

to: 
a) Announce an event 
b) Create personal or group 

calendar of events 
 

�  You create it by providing the 
title and a brief explanation - 
then you enter the place and 
the period of the event. 

 
�  Before finalizing your entry, it 

needs to be tagged,  shared with 
selected contacts, peers, groups or 
sub-groups, and then set to whom 
the access is provided. At the end, 
you click “create” button. 
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Checklist for “contribute”  
- all types, except personal messages - 

 
1. Click on "contribute" and choose concrete type from the list 

2. Fill in required information (if needed, upload files / pictures) 

3. Tag the contribution - select from the list or create a new one 

4. Share - select contacts, peers, groups or sub-groups 
�  If you start “contribute” from a group, it will automatically share it with the 

members of that group - but it is possible to share it with other groups or 
sub-groups, as well as with individual peers and contacts. 

�  You can select more groups and people at the same time. 

�  Always double-check which people/groups you selected! 

5. Grant access - select Coordinator, Participant or Viewer 
�  It automatically offers “Viewer”, so if you want other people to be able to 

comment or edit your contribution, you need to use one of the other two 
options (“participant” or “coordinator” access) 

�  Always double-check which option you selected! 

6. Press “Create” to finish the creation of a new contribution - or 
“Back” if you do not want to create it. 

�  The system does not save drafts – so if you click “back”, you will lose 
everything.  

7. Check once more what you created  

-> go back to the Dashboard, click on the link of your new contribution, 
and see if everything is ok.  

-> If not, edit the contribution / or delete and create a new one. 
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Further explanations and tips 
 
 
 
�  Tag is the name of a group of documents / 

contributions with similar topic - used for 
classification (like a folder in your computer).  
 

�  Its primary purpose is to simplify searching: 
o When you click on a tag, it leads you to a all documents / contributions related to the 

topic 
o Every time you make a new contribution, you need to “tag” it -> by putting an existing 

tag or creating a new one 
 

�  Tags are listed in alphabetical order and their respective size shows which 
tags are most used and where you can find most content (bigger size means 
more used / more content) 
o The 10 most used tags appear on the left side of the home page – if you 

want to see all, you need to click on “Tag”. 
�  The list of tags is updated with each new tag introduced in the system.  

 
�  Try to use existing “tags” and only if none of the existing ones is 

appropriate, create a new one !!! 
o When you make new tags use “_” (underscore) between words. 

 
 
 
 
�  When you insert text (while 

commenting or making a new 
contribution), you use a text editor. 
o It works similarly as the text 

editor in a Word document. 
 
�  When making longer contributions or writing a new wiki/article it is better 

to prepare the text in Word and then copy it into the editor! 
o Use option “copy from word” to have the same format as in your Word 

document. 
o If asked to “clean” – simply click “cancel”  

 

TAGS 

TEXT 
EDITOR 
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�  When you create new 

contribution, you need to 
select contacts, peers, groups 
or subgroups that will be able 
to see it, edit and/or comment. 

 
�  Click on one of the options and 

then make the selection. 
 
 
 
 
 
 
�  When making new contributions, you need to grant access by chosing one of 

the three categories: 
o Coordinator : the selected people/groups can do everything with the 

contribution all that you can (edit, update, delete, etc.) 
o Participants: the selected people/groups can only participate by 

providing comments or (sometimes) editing. 
o Viewer: the selected people/groups can only read and view it - they can 

neither comment nor edit the contribution. 
  

GRANTING 
ACCESS 

SHARING 
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3. IN THE GROUP 
 
 
 

�  This is what you see when you go to your group: 
 
 

�  LEFT 
o List of shortcuts  
o List of tags 
o Featured 

 
�  CENTER 

o Welcome message 
(explains who the 
group is for) 

o Group wiki 
(introduction to the 
group) 

o Recent pages - 
with the list of 
recent contributions 
and comments in 
the (sub)group 

 
�  TOP RIGHT 

o List of members - clicking on the pictures leads to their profiles 
o List of sub-groups (if any) 
 
 
 
 
 
 
�  When some contribution is promoted 

particularly, it is acknowledged as as 
“featured”. 

 
 

Group home page 

FEATURED 
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�  When you 
want to 
comment, 
you should 
click a 
particular link 
that will lead 
you that 
particular 
contribution.  

 
 
 
 
 

�  You then can 
see all comments.  

�  You insert the text at the bottom of the page and click “post message” or 
“cancel” . 

o If you want to correct your comment, click on the yellow pencil, 
change the text and then click save.  

o Do not change your comment if somebody else already responded to it. 
�  Always check if you clicked on either “post message” or “cancel” before 

leaving – if you do not click on either of those you will BLOCK the link!!! 
 

�  On the right-hand side you have the following: 
o Watch for updates – when you click there you will be informed when 

somebody else changes the contribution or comments upon it 
o Add star – if want to see  the contribution “starred” in your inbox 
o Share – if you want to share the contribution with some other people/groups 
o Details – provides details on the contribution (by opening a new window) 
o Groups/People - list of those included in the contribution 
o Tags – in case you want to change the existing or add new Tag. 
o Attachments – in case you want to add new attachment (do not delete 

existing ones if not really necessary) 
 

�  Please, do not use: “ Make public”, “Delete”, “Move”, “Flag 
as inappropriate” without consultations with network facilitators!!! 

Commenting 
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�  When you want to edit somebody else’s contribution (in particular: Wiki) you 
should click a particular link that will lead you that particular contribution.  

�  You can edit the text by clicking on “Edit ” (in the top panel). Then you get a 
different view and you can change the text.  

�  At the end you need to press “save” – or “cancel” if you do not want to 
introduce the changes. 

 
 

�  In the same place in the top panel you have options to see different previous 
versions (“Versions”) or to get a view of the document that can be copied 
and/or printed (“Print ”). 
 

�  Always check if you clicked on either “save” or “cancel” before leaving – 
if you do not click on either of those you will BLOCK the link!!! 
 

�  Please, use this option with care and caution. 

Editing  (in particular Wiki) 
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Some other operations  
Applies only when options “Coordinator” or “Participant” were set 

while creating the contribution 
1. Files 

�  You can download documents by clicking on green arrow “Download”. 
�  You can upload a new version by clicking on yellow arrow “Upload new 

version” – do not delete the old version! 
 
2. Gallery 

�  You can edit gallery (rearrange the order), download the whole gallery, 
view slideshow, add photo from some other place in the workspace, or 
upload from your computer new photos. 

�  You can also download individual pictures - you click on one of them and 
then use the right click to “save as” in your computer. 
 

3. Events 
�  You have the option to indicate whether you are watching or attending. 

 
4. Tasks 

�  When you click on a particular task, you can “delete”, “close” or “edit” it. 
  
 
5. Archive 
�  This is an option that you use 

to see all contributions made 
on particular dates.  

�  The table is clickable, so you 
can go a particular date and 
see all of the contributions 
made on that day. 

 

�  Do not forget that all 
changes, editing and 
deleting are archived.  
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4. RCPAR NETIQUETTE  
  
 

�  Be courteous and respectful: Do not use abusive or offensive language! 
 

�  Be concise and complete: Keep your text brief and to the point. Make sure it clearly 
expresses your thoughts, ideas and intentions. 
 

�  Virtual communication is not the same as talking to someone on the phone or in 
person. So, always: 

o Explain things that you think might be obvious - it might not be obvious to the 
recipient. Think about how the recipient/s will understand it - they may have 
different communication codes and their cultural and professional background can 
give a meaning to your message that is different from the one you originally 
intended to communicate. 

o Avoid using ALL CAPITAL LETTERS - it's considered the equivalent of shouting. 
o Correct any spelling errors - it can make your text difficult to read and/or give 

different meaning your words. 
 

�  Think before you act:  Do not type a comment in the heat of the moment when you are 
excited or emotional – always try to think carefully before making a comment. Also, always 
avoid harsh or rude comments.  

 
�  Always check what you wrote: Before finalizing, please read your text and look for the 

following: Are you sure that it conveys what you want to say correctly and appropriately? 
Use common sense - is this message something that you want to be sent to you? Will you 
understand it in 3 days if you were to go back and read it?  

 
�  Be careful when using sarcasm and humor: "Emoticons" are a widely accepted way of 

differentiating humor and sarcasm from serious comments. Examples of emoticons are:  
�  smile = :) 
�  frown = :( 

 
�  Other principles and rules:  

o Be careful about overusing “contribution” in the workspace - if there is a similar 
contribution already in the group try to improve/edit that one – rather than create a 
completely new one. This also applies for “tags” – always try to use the existing 
ones if they are sufficiently appropriate. 

o Do not flood the discussions with personal issues or issues that do not concern all / 
most of the people - try to think about what is relevant and useful for others. 

o If you are going to quote e-mail/comment make sure you attribute the quote 
properly and show it in context.  
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5. Code of Conduct 
 

We want all members of Workspaces to have a safe, interesting and friendly experience. 
Accordingly, all users of the Workspaces and any contributions they make to the groups must 
comply with this Code of Conduct. Your use of our platform means that you accept and agree 
to abide by this Code of Conduct. 

Within this Code of Conduct, "contribution"  means any material posted or uploaded to our 
platform by a member of the system, including any unlimited text, files, photographs, video 
links or attachments. 

Your Contributions:  

·  must be your own original work. You may be entitled to incorporate into your 
contribution certain material of interest made available on our platform but only where that 
is expressly made clear. Otherwise, all material in your contributions must be your own 
original piece of work and should not plagiarize others' work.  

·  must not infringe anyone else's rights, including copyright. Your contributions must not 
plagiarize or infringe the rights of any other person including any copyright, database, trade 
mark, trade secret, privacy, and publicity, personal or proprietary rights of any kind. It is the 
publisher’s responsibility to make sure that the copyright issue is handled correctly.    

·  must not contain unlawful or objectionable content nor involve disruptive, offensive 
or abusive behavior. Please be respectful and civil to other members, even if you disagree 
with them. Material that is unlawful, harassing, threatening, defamatory, obscene, 
offensive, abusive, hateful, inflammatory, profane, racially, sexually or religiously 
offensive or otherwise objectionable or unlawful is not acceptable and will be removed by 
administrators immediately.  

·  must not contain unsuitable or irrelevant website addresses or URLs. Links to 
pornography, commercial or other inappropriate content may be deleted.  

·  must not promote illegal or anti-social behavior. Contributions must not contain violent 
or sexually explicit material or advocate, promote or assist any unlawful act such as (by 
way of example only) terrorist acts, copyright infringement or computer misuse.  

·  must not misrepresent their origins. Contributions and/or user names may not be used to 
impersonate any other person, to misrepresent your identity or affiliation with any person or 
to give the impression that they emanate from us, if that is not the case.  

·  must not involve any flooding, spamming or advertising. Flooding is when the same 
comment is posted over and over in the same forum; spamming is the posting of the same 
comment (or very similar) to more than one forum. All advertisements, chain letters, 
pyramid schemes, junk mail and any other forms of commercial solicitation are prohibited.  

This privacy policy may be updated from time to time so you may wish to check this site 
regularly. The date of the most recent revisions will appear on this page. 
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6. QUICK EXPLANATION FOR THE 
TEXT EDITOR  

 

Common functions 
 

Toolbar Function  

 Applies bold or italic formatting to the highlighted text. 

 Creates numbered or bulleted lists.. 

 Pastes previously copied content. 

 Pastes content copied from Microsoft Word or similar applications.  

 Removes the formatting from the highlighted text. 

 Inserts or edits an internet link. 

 Shows the document source code (for advanced users).  
 
 

Other functions 
 
Toolbar Function  

  Inserts a checkbox / radio bottom – meaning:  select or  confirm 
 


