The Mano River Union Youth Communication Platform is a communication tool powered by Crabgrass (a web based open source

Software).

a. Web based means it is installed on a server somewhere around the world and can only be accessed by being connected to

the internet and knowing the uniform resource locator (URL or website address) for that server (In this case;

http://my.mruyouthplatform.org)

b. Open Source means it is a free tool (not free as in free beer) that anyone can use, modify, adapt and share. In the world of

Software development, there are proprietary developers (people who develop software for commercial purpose). They hide

the source code of the software and make you agree to a legal document that stops you from sharing (something you have

paid for), modifying or even adapting the code. What these people actually do is enslave you, depriving you of your right to

Sharing with your neighbor. They normally do this by copyrighting their software. On the other hand are developers who build

software and give you the exact opposite of all the rights you are deprived of when using a proprietary software. In their way,

they copyleft (instead of copyright) their software. In the copyleft, they give you the right to use, share, modify and even adapt

the source code. This 100% percent freedom is what makes the software to be described as free.

In the context of the Mano River Union Basin, this tool has been provided to create a direct link between young people and their

colleagues within their countries and within the basin; between young people and their leaders (giving them an opportunity to

participate in the making of policies that affect them), between government agencies and their partners, as well as other related

institutions.

This tool, when used properly, can eliminate most of the communication gap between government and young people, between the

national legislature and the youth population and between members of any group of people that uses it. It has the ability to organize

people into groups that allow them to collaborate in different work forms.

The tool will reduce stationery consumption and minimize worries of losing very important data as it can also serve as a reservoir of

information for you and your institution. Once your information are uploaded, they are their unless you remove them. You can decide

to keep them to yourself or easily share them with whoever you choose.

This tool also has very beautiful features for setting up meetings, task lists, etc. It allows you to write draft letters and send them to your

bosses or colleagues for their review and if possible, inputs without printing a piece of paper. You can also set up a full length discussion

just sitting in your office. You don’t have to travel distances, going through huge traffic and even losing fuel just so you and your

colleagues can agree on a simple issue. Using the platform, you can easily collaborate in your private chat room and come up with a wiki

that covers your meetings and challenges. You can organize your possibilities according to preferences and allow your colleagues to

approve or disapprove-all just sitting one place.

Simply put, the Mano River Union Youth Communication Platform is a very powerful tool that you should use and this manual is meant

to help you achieve the most common tasks on the platform.

How to Use this Manual

Facts about learning the platform

This manual is covered with a whole lot of imageries of illustrations to make you visualize exactly what we are talking about. To further

understand it, follow the explanation that accompany each number you see in an image.

On every image, there are numbers and every number has a corresponding explanation below the image. Follow the numbers and their

explanation and try it out yourself.

This manual has not attempted to explain all of the features on the platform; however, it has covered most of the essential and most

common features you will use in your daily work. The more you use the platform, the more comfortable you will be with it, the more you

will be confident about its power and the more discoveries you will make.

The things you can do on the platform are enormous for any manual to explain (not talk of a 15 page one). The usage vastly depends on

your imagination and the things you want to achieve. Remember, it is open source, which means you can contribute to its development

(you don’t have to be a Programmer). Simply report an error message you get while using it (a bug) or take notes of features you think

the platform lacks and let us know about it. You can reach us at 06 571 764 or mailalie.pussah@gmail.com.

Enjoy your learning!!
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“I need a tool I can use to share important information with my colleagues in my

office, in the whole country and if possible in the entire region. I need a tool that

is very powerful but also very easy to use. I need to start using it, and right now! I

don’t want to have to complete this entire manual before I can understand the

tool...infact this paragraph is getting too long for me”.

Wow! That is a nice approach to learning. In all our lives there are things we learn

by reading and others we learn by just looking or doing. The MRU Youth

communication platform is no exception. Probably you have even entered the

platform without reading this manual, don’t worry the manual is always here for

you to look at if you got stock somewhere.

Okay, we have talked a lot; let’s start our learning process by just explaining the

simple architecture (structure) of the platform.

The Mano River Union Youth Communication Platform (MRUYCP) is built in

similar way as most social integration platforms like MySpace, hi5, etc. However,

the platform goes steps ahead by adding very powerful organizational tools that

help empower you in many different ways.

The platform is built with five networks (Liberia Youth Network, Sierra Leone

Youth Network, Cote d’Ivoire Youth Network, Guinea Youth Network and the

Mano River Union Network). As you may have already noticed, each network

represents a country within the Mano River Union Basin. Within these networks

(countries) are groups (e.g. Federation of Liberian Youth, Ministry of Youth and

Sports, etc). Each group represents a youth organization, a government agency

or a non-governmental organization. Within each group are users (members of

the organization).

Just like in normal life, the Federation of Liberia Youth (for instance) is a youth

organization and this youth organization is found within a country (Liberia for

instance) and it also has members and belong to a region called Mano River

Union. On the platform, each user must be a member of a group (youth

organization, a government agency or an NGO) that is a member of a network

(country). All groups on the platform are a member of a common network called

the Mano River Union Network. (Look at the diagram on the left)

Groups

The group is the basic organizational unit of the platform. A group has many

people who are members of the group and is also a place for those members to

share content. Any content that has been marked for a particular group cannot

be seen or accessed by any other person (user), group or network on the

platform.

Networks

When many groups come together, they form a union called a network. A

network is a place for many groups to share content. Only groups within a

particular network have access to the content that belongs to that network. On

the MRUYCP, each network represents a country within the Mano River Union

Basin.

Liberia Youth Network - is the federation of all youth organizations, government

agencies and NGOs within Liberia. The same can be said for Sierra Leone Youth

Netork, Guinea Youth Network and Cote d’Ivoire Youth Network.

The Mano River Union Network is a special network on the platform that consists

of all the youth organizations, government agencies and NGOs within the entire

Mano River Union Basin. Just like in real life, Liberia, Sierra Leone, Cote d’Ivoire

and Guinea are member countries of a union called Mano River Union (MRU)-

the Mano River Union Network represents that union on the platform.
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2 How to enter the platform

http://my.mruyouthplatform.org

Remember that to use the platform you must be a member of a group that is a member of a network. Once you

join a group, you will be given a login name and a password. This is usually called your log in details.

With your login details, simply go to (this is called a URL or uniform resource

locator. Remember, the platform is just like a website. You must enter the URL in the address bar of your

browser; Mozilla Firefox, Safari, Opera or the new Internet Explorer 8 are preferred to get the best out of the

platform).

Once you enter the address correctly, you will be taken to a page that looks much like the one above.

1. Enter your login name (username) in the login name field.

2. Enter your password in the password field.

3. Click on the login button or press enter on your keyboard.

http://my.mruyouthplatform.org

1

2

3

The Dashboard

Page 3

3 The Dashboard
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The first place you land when you sign in.

To get the explanation, follow the numbers below. Notice the

numbers (colors) and their corresponding rectangle, then follow

the explanation below.

The Dashboard is the first place you land when you successfully login. It is divided into various parts explained in correspondence

with the numbers that label them.

- This bar is divided into several links including:

Me - Clicking on this link takes you to the dashboard if you are viewing another page.

People - Clicking People link will give you a list of all the people using the platform.

Groups - this link provides you a full list of all groups on the platform and groups you are a member of too.

Networks - this link takes you to the network page that has all the five networks.

Chat - takes you to the chat room. On the far right, you can view your account and log out of the platform.

- Clicking on your name takes you to the edit profile page. This allows you to edit your profile.

- This is one of the most important part of the platform. Most of your activities on the platform start here. In

the Side navigation area are various links that can help you accomplish a lot of things:

Contribute - The Contribute link is what you click whenever you want to create a new page. Behind this link lies a whole lot

of very powerful tools. We will discuss the Contribute link in detail later.

Inbox - Just like yahoo or hotmail, whenever you get a personal message, you access it by clicking on the inbox link. When

you get new personal message(s), a parenthesis with the number of messages appear before Inbox.

1. THE CROSS NAVIGATION BAR

2. DISPLAY NAME (YOUR NAME)

3. SIDE NAVIGATION

4. MY WORLD - This is where you see all the groups and networks you are a part of (You can join more than one group or network).

The Dashboard
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The Dashboard
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The first place you land when you sign in.

To get the explanation, follow the numbers below. Notice the

numbers (colors) and their corresponding rectangle, then follow

the explanation below.

5. SOCIAL SECTION - This is the area where you can see all of the latest activities you and your friends are part of on the platform.

Within this section is the SET STATUS (NUMBER 6) bar. In this box, you can type anything (you want your friends to see when they view

you) and click the Set Status button.

- This section is probably the most used section on the platform. From here you can see all the latest

and past contents your friends, boss, and other group and network members have posted. To contribute or respond to any of the

contents, just click on it.

The Dashboard is like your home page. It is the point from where you can get to any other part of the platform. In the Navigation area

(number 3), you also have the search link used to search for people and content, the tasks link that tells you what you have as tasks

for a particular period and the Request link used to inform you of requests you have sent to people or groups or vise versa. When you

click on the request link, you can accept or reject any request you have. It can also alert you of requests you sent that have been

approved or rejected.

This platform is a very powerful tool that can help you achieve a whole lot in short period of time. In the upcoming chapters, we will

look at the Contribute link and all the powerful tools it has behind it.

Hope you have fun learning!

7. ORGANIZATIONAL SECTION

4
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5 The Contribute Link

1. The Contribute Link - This link is found in the side navigation on the dashboard. It is the beginning of the entire participatory

process. To post anything new to the platform, you will have to click this link. In fact; why not start doing it yourself?

a. From the side navigation on the dashboard, click on (This will direct you to a page that looks like the one below).

b. Once on the “Create a new Page” page, choose which of the contents you want to create and click it.

Contribute.

1

This feature allows you to create a personal message or mail

just like in yahoo or hotmail and send it to an individual.

This is the tool that allows you to start a new discussion. This discussion

will only be available to groups or networks you choose to share it with.

The Wiki is probably one of the most used features on the platform. It allows

you to create a document that your boss, colleague or friend can edit and save

for you to view. With this, you can create a content and pass it for editing.

Just like the name depicts, this feature allows you to create a blog or

article content of your recent or past activities and make it available for people.

This is a powerful means to list possibilities and allow your colleagues submit

their approval votes. This is most useful if you have to drive a long way just to

approve some project.

Just like the Approval vote, but organizes possibilities in order of importance.

The Task list allows you to outline all your task per day, month or year.

This allows you to upload files/reports to the platform for the people you select

to download. The most common formats are .jpg, .doc, .pdf.

This feature allows you to upload pictures in the form of an album. This help

to make your reports more visual and explainable.

Just like the gallery feature, this feature allows you to upload video files from

other servers; i.e, the video must have a URL for its location.

We will discuss each of the above features in the upcoming chapters.

Personal Message

Page 6

6 Personal Message
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1. From the Dashboard, click on Contribute.

This will take you to the window on the right.

2. From the “Create a new Page” page, click on

Personal Message.

This takes you to the window below.

3. Enter a subject for your message (Your subject can be anything you want to talk about. Don’t mind the one I put in.)

4 and 5. Next, you choose your recipient from either your contacts (marked 4) or your Peers (marked 5). Just click on the small

arrow to pick from the list of either your contacts (if you have some) or from your Peers (members of all the groups you are a part

of). Once you choose from either of the drop-downs, the recipient will appear in the box above the contacts and peer drop-downs.

6. Type in your message in the big box. (If you are using earlier versions of Internet Explorer, you may face a little problem with

seeing your text clearly in this box. Use another browser or Internet Explorer 8 and the problem will be solved).

7. Check the little checkbox if you want the system to send an e-mail notification to the person. (Normally, the e-mail is in the

format; “Dear Friend, Mr. X has sent you a new webpage. To access it, please click on the link below”). The email sent to the

person will not contain the content of this message you are typing. It would rather have a link that directs the person here.

8. Finally, click the “Send” button.

After that, you will see your message on a new page. Click on “Me” from the “Cross Navigation” to get to your Dashboard.

Creating a Discussion
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7 Creating a Discussion

1 2

1. From the Dashboard, click on Contribute.

3. Enter a title for your discussion.

4. Enter a summary-this can be anything relevant to the discussion.

5. Enter tags-words that people can use to search for this discussion

you are creating.

6. Choose from your Groups or friends. For every category you

select here, you will have to select the group or people in the next

box.

7. Choose the specific group/people from amongst all the groups

and people you have as friends or groups. You must select one.

8. After choosing; any group or persons in this area are those that

will see or participate in your discussion.

9. Grant Access: This allows you to decide which access level the

people seeing this discussion should have. Click on the small black

arrow to view the options as explained below.

Coordinator - This access means people viewing this

discussion can edit, delete and move the discussion

Participant - means people can only edit and contribute

but not delete and move

Viewer - means people can only see the discussion and

nothing else.

After you have done all the above, you have completed setting the

preferences for your discussion-the title, who has access and what

access they have. Click on item 10 to create the discussion.

10. Click on Create Discussion>>

11. Enter your Discussion - what you want your group or office to

talk about.

12. Click on the “Formatting Preference” to see how you can add

bullets, delete signs, numbers and other formatting symbols.

13. On the right hand side (marked 13), you have access to

additional features.

Watch for Updates - Click to be alerted when someone

contributes to your discussion.

Add Star - Click to add importance/grade to discussion

Share Discussion - Click to share the content with others

Make Public - this will take your discussion to the whole

platform and beyond. Be careful when clicking this as it

may take the wrong information to the wrong audience.

Delete Discussion - Deletes discussion

Move Discussion - Moves discussion to another location

14. Click edit to edit your tags - words people can use to search for

your discussion.

15. Click “edit” to add an attachment to your discussion. If you are

familiar with any mail sending format like yahoo or hotmail, the

process for attaching files to your discussion is similar. Start by

clicking on the “edit” link and read the labels to complete the

process.

16. Click on “Post Message”. Without clicking this, your discussion is

not sent.

NOTE: You can use the above illustration not only when creating a discussion but

rather any other document or page for which these features are available on the

right.

2. From the “Create a new Page” page, click on Discussion.
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8 Creating a Wiki

1

2

1. From the Dashboard, click on Contribute.

Creating a wiki is similar to creating a discussion. Just follow through

by adding a title, tags, and selecting people to access the wiki and

set their access level.

3. Give a title to your wiki and add a summary.

4. Add tags - words that people can use to search for your wiki.

5. Select the category of people (groups, networks, committees,

peers) you want to see the wiki.

6. Select the specific group, network or persons in the category.

7. After choosing, you will see your selection in this category marked

number 7.

8. Assign access level (reference Creating Discussion for more)

9. Click Create Wiki

10. Type your text in the big space (it can be any amount of text).

11. If you feel the urge to attach additional document to your text,

just click on Edit under Attachment. The small box you see in the

image above will appear.

12. In this box, click on Choose File (other browsers may say Browse)

and select the file from its location on your computer.

13. Once the file has been selected, click on Upload Attachment.

14. After your file has been uploaded, click on Close.

15. When all things are done right and you are satisfied with your

wiki, click Save and your wiki is done.

NOTE: The upload attachment method mentioned here is the same

procedure for any other page you are creating.

2. From the “Create a new Page” page, click on Wiki.
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9 Creating an article

1

2

1. From the Dashboard, click on Contribute.

The article is like an article in a newspaper. Normally it will have a

title, an image and a content. To start creating an article on the

platform, follow the steps as they are counted down.

3. Give your article a title.

4. Add a summary.

5. Add some tags separated by commas.

6. Upload a picture just like you uploaded the file in the Wiki section.

Click on Choose File and select the picture from your computer.

7. Add the body (content) of your article.

8. Choose your group or friends.

9. Select the specific group(s) or person(s) you want to share the

article with.

10. The groups(s) or person(s) you selected will display here.

11. Set the access level.

12. Click on Create Article.

After creating your article, you should see the picture you uploaded

and your content displayed like the one to the right. Click on “Me” to

return to your dashboard.

2. From the “Create a new Page” page, click on Article.
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10Creating an uploaded file

1

2

Suppose you have a report you have created in a graphic software or

MS Word. Suppose you don’t want to type your report because you

want to keep it well designed and with heavy graphics and all kinds

of beautiful design. The platform allows you to keep your reports,

manuals or documents in any way and upload them so your boss,

workmates or friends can see.

3. Give a title to your file.

4. Add a summary (optional)

5. Add some tags to make searching for your file easy.

6. Click on choose to select the file from your computer.

7. Select the category of those you want to have access to your

uploaded file.

8. Select the specific group(s) or person(s).

9. View your selection.

10. Set access level and click on Create File and you are done.

1. From the Dashboard, click on Contribute. 2. From the “Create a new Page” page, click on file.
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HOW A CREATED FILE LOOKS

ON THE PLATFORM
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11 Creating a photo gallery

1

2

A gallery is like an album of pictures. It helps compile visual reports.

You can add as many pictures as you can get in your gallery; just

depending on the speed of your internet and the size of the images.

3. Give a title to your gallery.

4. Add a summary.

5. Assign tags

6. Click on Browse (other browsers may say Choose File) to select

pictures. If you need to add more pictures than the number of

spaces available, click on Add another file to provide more spaces.

7. Select the category of people you want to have access to your

gallery.

8. Select the specific group(s) or person(s).

9. View your selection.

10. Set access level and click on Create Gallery. You are done.

You should have something like the one to the right.

1. From the Dashboard, click on Contribute. 2. From the “Create a new Page” page, click on gallery.

HOW A CREATED GALLERY LOOKS

ON THE PLATFORM

3

4 5

10

6

7 8 9

Responding other people’s posts

Page 12

12Responding to other people’s post

In the first part of this manual, you learned how to post messages on the platform. Now we will learn how

to respond to messages.

Note that there are basically two networks that messages come from; Your network (Liberia Youth

Network) and the Mano River Union Network. Messages coming from the Liberia Youth network will

most often be in English. However, messages coming from the Mano River Union Network may either

be in English or French. Currently, the platform does not have the translation mechanism. However,

Bart Abbot (a UNIDO staff) was surfing the internet one day and found a very interesting translation

method which he would love me to share with you. Don’t worry, we will cover it but later.

1. Responding to a Discussion

2. Responding to a wiki

From the dashboard, in the organizational section, click on the title of the discussion. Clicking on the

owner name or the name of the person who created/updated the document will lead you to the wrong

page. Click on the title of the discussion. When it opens, read the content and right below the content is

an empty free form text box. Type your comment in that box and click post message (marked with

asterisks). To add formatting like bullets and numbers, click Formatting Preferences (marked with

asterisks).

From the dashboard, in the organizational section, click on the title of the wiki. Clicking on the owner

name or the name of the person who created/updated the document will lead you to the wrong page.

Click on the title of the wiki. When it opens, read the content. To respond to a wiki, you can either edit the

content of the wiki directly (if you are given participant or coordinator access) or you can add a comment.

To edit the wiki, click on edit. When editing a wiki, watch on the strip for formatting symbols like (I, B, etc).

When finished editing, click save (marked with asterisks). In the event where you are editing and

someone tries to access the page, the system will let the person know you are working on the page (”Mr.

X has locked this page”.).

If you open any content and finds it inappropriate, you can let us know by just clicking on “Flag as

inappropriate”(marked with asterisks) from the right panel.

**

** **

**

**

1 2
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13Responding to other people’s post

3. Downloading a file

4. Downloading images

Translating content from French to English

To download a file or image, click on the title of the file or the gallery from the dashboard organizational

section, click on download. If you wish, you can add a comment to the file by clicking on “add comment”.

Because the images were uploaded as one gallery, you can either download them as a gallery (all

images in one file) or one at a time. To download them one at a time, click on the image you wish to

download and click download.

To download the whole gallery, click on download gallery. You can also edit the gallery and upload more

images (if you are given participant or coordinator access).

As mentioned earlier, the platform does not have a translation mechanism; however, Bar Abbot shared

with us the free google translation tool that can be found at .

Simply go to the above link; from the drop down menu, select French to English. Copy the content from

the platform and paste it in the google translation tool and click Translate. If you want to respond to

someone in French, type the English version of what you want to say to the person in the goolgle

translation tool and select from English to French; then click on Translate. Copy the new French version

of your text and paste it into the message box on the platform and click on Post Message. Using this tool,

there will be no language barrier between you and your colleagues. Just make sure to write standard

English and correct words.

The learning process for using this platform goes beyond this manual. We have not attempted to

discuss all the features of the platform in this manual, but if you completed this manual up to this point,

you should be able to achieve the most common tasks on the platform.

For more information on how to use the platform, call 06 571 764 or send me an email at

or better still, look for Liberiacoordinator on the platform and send me a

message.

Good luck!!

If you wish, you can add a comment to the gallery by clicking on “add

comment”.

http://www.translate.google.com

mailalie.pussah@gmail.com
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14 Editing your profile
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To edit your profile means to change information about yourself. Normally when you click on your

name, you are taken to a page where you can edit your private and public profiles. You can also change

your user preferences, which includes uploading an avatar (or your picture) and changing your login

details from the one issued you to anyone of your choice. Be careful to note that passwords are casesensitive

and must not be shared with anyone else.

1. From the Dashboard, click on your name. 2. On the next page, click on Edit Profile.

You can also choose which of the profiles you

want to edit from the drop-down list right above

Edit Profile.

When you get to the Settings page; note there

are three tabs (User Preferences, Public Profile

and Private Profile).

User Preferences is used to change your login

name and password, and to also upload your

picture. Public and Private Profiles are used to

insert information about yourself you would like

to share with either everyone or your contacts.

Click on any of the tabs to continue. (In the

image above we have selected the User

Preferences).

3. Enter a new User name (used to log in)

4. Type in a new display name (Used to display

on your dashboard or your page)

5.Enter your e-mail address (anyone, but it is

very important)

6. Enter your password in the password box

and then re-enter the same password in the

password confirmation box.

7. To upload your image, click on Upload image.

A new set of options will be displayed.

8. If your image is on your computer, click on the

Choose button (In other browsers you will see

Browse); your system file “Open” dialog opens.

Go to the location of the image and double click it.

if your image is located on a server (or on a

website; e.g. type in the URL

of your picture in the “or image URL” box (e.g.

)

9. Click on Upload Image.

10. Click on Save Changes

www.misslib.com

http://www.misslib.com/imageFileName

),

*Once you upload your image successfully, the ugly avatar near your name becomes your image.

