
 

 

Online Community Guidelines - Administrator 
 

As the administrator of an Online Community, you will need to be 
registered with socialprotection.org. Administrators of Online Communities 
are assigned the role “Administrator” within their socialprotection.org 
profile. 
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1. Creating an Online Community 
 

 Begin by clicking on the Connect Action-Tab and then accessing the Online 

Communities Feature. 

 Click on Add Community. 

 

 Fill in the Title of the Community which should correspond to the institution or 

interest area. 

 Provide a summary of the content and objectives of the Community in the About 

section. 

 

 Classify the Community according to the Social Protection Programmes, Topics 

and Cross-Cutting Areas it addresses.  

 



 

 

 Select a Community Logo: 

 

 Choose the relevant Institution(s) administrating the Community. 

- Please note the organizer must already be included as a Stakeholder on the 

platform. If the institution is not included, please Add it on the Share tab and 

proceed with creating your Community. 

 Choose related Communities which already exist on the site. 

 

 Determine the Geographic Coverage of the Community in terms of its interest 

areas. 

 

http://socialprotection.org/share/institutions


 

 

 - Provide relevant Social Media details to be linked to the Community page. 

 

 Please note, that once you have created an Online Community, it will not be 

immediately accessible, as it will need to be reviewed and moderated by 

socialprotection.org’s Knowledge Management Team. Following this review, it will 

be published and made accessible on the platform. 

 Also, please note that the Community is defaulted to appear in the search list without a 

Join button (a private Community), meaning only invited members can join the 

Community.  

 To make the Join button visible the following permissions need to be unchecked for all 
roles: 
- Subscribe to group 
- Allow non-members to request membership to a group (approval required). 
- Subscribe to group (no approval required) 
- Allow non-members to join a group without an approval from group administrators 

2. Managing your Online Community 
 

 On the homepage of your Online Community, the left hand bar displays 

Community Members as well as Community Administrators. 

 To Manage your Online Community (this example is named “Online Community 

Test”), enter the homepage and click on the Manage Group button. 

 



 

 

This will allow you to enter the administrative section of the Online Community where you are 

able to Add people, Administer Content, Manage Members (People), Manage Permissions and 

manage Roles. 

 

 

2.1 Add people: 
 

This section allows the Administrator of the Community to invite registered members of 

socialprotection.org to join the Community. This is especially relevant when inviting 

socialprotection.org members to serve as fellow Administrators or Moderators of your Online 

Community. 

 Simply type in the User name of the member of socialprotection.org, determine whether 

you would like to assign Administrator status to the member by clicking on the box and fill 

in a Request message if so desired, inviting the member to join the group.  

 Then click on Add users to send the invitation to the member to join. 

 

2.2 Administer Content: 
 

 Here the Administrator is able to Delete, Publish or Unpublish content (including 

discussion, document, event, news or page content types).  

 This therefore applies to both Published and Unpublished content. 



 

 

 

2.3 People: 
 

 Here you will see the listed members of your Online Community. 

 You are able to perform Operations for the members of your Community, including: 

Modify OG user roles, Remover from group or Modify membership. 

 These operations can be applied to Active, Pending and Blocked members. 

 Search for the relevant member by simply typing the username of the member whom you 

wish to apply the operation to in the Name section. This can be a challenge if the 

username does not appear in the member’s profile. It is an issue we are trying to work out! 

 You can filter this search by Active, Pending and Blocked members using the State drop 

down menu. Then click on Apply. 

 Then select the necessary Operation from the drop down menu and click on the Execute 

button. 

 

 

2.4 Permissions 
 

 Determine the level of Permission of all the Community roles (as opposed to individual 

roles which is possible under Roles) including the Community’s Non-Members, Members 

and Administrator(s) roles for each of the listed Community functions.  

 Simply tick the box corresponding to the Permission you’d like to assign to each Role. 

 All Permissions apply only to the content of Community that one has accessed the 

Administrative page through. 

 Please note that the Member Role Permissions set the base line of Permission 

entitlements meaning other Roles, for example the Administrator Role, cannot be 

assigned less Permissions than the Member Role.  

 Permissions are separated into three categories: Organic Groups UI, UNDP Community 

and Organic Groups: 

1) Organic Groups UI 

o Concerns Permissions related to the general management of the Community, 

specifically user permissions. 



 

 

o This area also determines who can manage Members and their permissions. 

2) UNDP Community 

o - Concerns Permissions related to Community content management.  

o - Two types of permissions exist for each type of content: View (who is or isn’t 

allowed to view a type of content) and Publish (permission to authorize the 

publishing of content). 

o - Publish is different from the permission of creating content. 

o - The permission View Private Document allows for the viewing of documents 

marked as "Private". 

3) Organic Groups 

o - Concerns permissions related to the creation and editing of Community content.  

o - The first two Permissions, Edit group and Administer group, should be 

determined with caution as Edit group allows a user to edit all Community content 

and Administer group renders the Member a Community Administrator. 

 

 

 

2.5 Roles 
 

 Determine the level of Permission of each Community role; Non-Members, Members and 

Administrator(s) roles. 

 All Communities have the option to Add role, for example “Moderator” and then edit the 

permissions assigned to the individual role.  

 Permissions of Roles can also be edited under the Permissions tab. 

 The roles "Member" and "Non-Member" are standard for all Communities and cannot be 

removed. 

 The role "Administrator", despite being standard, is fully editable however it is 

recommended that it is not being removed. 

 



 

 

3. Administering Online Community Discussions 
 
The socialprotection.org team is available to assist the Administrator in the technical aspects of 
setting up a Community and is also available to support Discussions.  
 
Ideally, each Discussion should be moderated by a Moderator (who is assigned the Moderator 
Role under Permissions) chosen and coordinated by the Online Community Administrator.  
 
Administering and Moderating Discussions involve several potential problems: 
 

1) If the Discussion does not take off or stagnates: 

Action:  

a) Consult with the moderator and experts involved in the Discussion on how to 

stimulate discussion.  

b) Engage users directly. 

c) Give a sample response. 

d) Upload a new Document or a new question or topic for discussion. 

 

2) A Member posts a new Discussion: 

Action: 

a) Review the Discussion. 

b) If irrelevant to the Community, delete it and inform the member. 

c) If the Discussion requires editing, edit it and inform the member. 

d) Discussion content must conform to socialprotection.org’s Terms of Use. Therefore no 

spam or foul language is tolerated. 

e) If a member performs inappropriate behavior, consult with the Moderator and 

determine whether to warn the Member informing them of the Terms of Use. 

Delete the Member from the Community if the behavior persists. 

 

4. Adding Content to your Online Community 
 

Both the administrators and members of your Online Community are able to add content to the 

Community including Discussions, Documents, Events to the Calendar and News. Members are 

also able to view the profile of fellow Members.  

 

Please note that the ability to add content depends on the allocated set of permissions for 

each role. The administrator role, for example, does not default to being able to add all 

content. Set these permissions to your liking under Roles when managing your Community. 

 



 

 

As an Online Community Administrator it is your duty to keep content up-to-date to stimulate 

knowledge exchange and dialogue among members. You can also invite individuals to 

administrate the Online Community with you or Moderate Discussions by assigning roles and 

providing specific permissions. 

To add content, access the homepage of the Online Community where you will see the links to 

direct you to the various content pages: 

 

 

4.1 Create a Community Discussion: 
 

Discussions are listed in the Discussions section under their respective titles. Discussions 

facilitate private or public knowledge exchange and productive debate, in discussion forum 

format, on topics related to the interest area which the Online Community is dedicated to. 

 Click the Discussions icon on the Online Community homepage and then click on Add 

discussion. 

 

 You will be directed to the Create Community discussion page. Fill in the fields, noting the 

mandatory fields. 

 

 Then Save or Preview the content. 

 



 

 

 To comment on a Discussion, access the Discussion and scroll down to Add new comment.  

 You also have the option of attaching multiple files to your discussion or comment. Simply 

click on Choose File, select the file for upload and then click on Upload.  

 Once complete, click on Save. Your comment and attachments will immediately appear on 

the Discussion page. 

 

 

4.2 Add a Community Document: 
 

You are able to Add Documents to the Online Community. Documents must be specifically 

related to the Online Community and intended to support knowledge exchange and support 

Community dialogue. Documents must be appropriate for Online Community viewing. Added 

files must be less than 2 MB in txt, pdf, doc or docx format. 

 

Determining which users of the platform can view the uploaded document can be defined in 

the Permissions section when Managing your Community. There is a role “non-member” and a 

permission “view documents”. If this permission is unchecked, only Community members can 

view the uploaded document. 

 Click the Document icon on the Online Community homepage and then click on Add 

document. 



 

 

 

 You will be directed to the Create Community document page. Fill in the fields, noting the 

mandatory fields. 

 

 Then Save or Preview the content. 

 

 Added documents will then be available for Download to fellow Community members 

under the Documents tab. 

 

 

4.3 Create a Community event on the Calendar: 
 

You are able to add events to the Calendar of the Online Community. Events must be 

specifically related to the Online Community and its interest area.  

 Click the Document icon on the Online Community homepage and then click on Add event. 

 

 You will be directed to the Create Community event page. Fill in the fields, noting the 

mandatory fields. 



 

 

 

 Then Save or Preview the content. 

 

 Saved events will then appear on the Online Community’s Calendar.  

 

4.4 Create Community News: 
 

You are able to add News to the Online Community. News must be specifically related to the 

Online Community and its interest area.  

 Click the News icon on the Online Community homepage and then click on Add news. 

 

 You will be directed to the Create Community news page. Fill in the fields, noting the 

mandatory fields. 

 

 Then Save or Preview the content. 

 

 



 

 

4.5 Create Community Page: 
 

Community Pages are linked on the homepage of the Online Community under the About 

section. They provide further insight into the purpose and mission of the Online Community as 

well as providing important content.  

 You can create as many Community Pages as necessary and decide on the title and content 

of each page. This might be interesting for having a dedicated “About” section, a “Partner” 

list, special “Project” information etc. 

 

 Then Save or Preview the content. 

 

 

4.6 Online Community Members: 
 

 Click on the Members feature on the Online Community’s homepage to access the profiles 

of Community Members. 

 

 

 You can also invite fellow members of socialprotection.org to become members of the 

Online Community by clicking on Add Member. 

 

 Then type in the User name of the member and determine whether they will serve as an 

administrator in the Roles box. 

 You can also fill in a Request message, inviting membership to the Community. 

 Once complete, click on Add users. 



 

 

 

  



 

 

5. Others 
 

Edit profile 

Edit your account details under the Edit Profile tab, accessible om the homepage. 

 

 

Dashboard 

To view and edit all your past activity, access the My Dashboard feature. 

 

 

Accessing the Homepage 

Click on the Home button 

 

 

Leaving a Community 

Access the Community’s home page and click on the Leave button on the right. You will no 

longer be a member of the Online Community.  

 


