OnGea Admin Manual

OnGea is a free open source digital toolkit developed to support logistical aspects of youth
activities; especially (but not exclusively) of Erasmus+ Key Action 1 fundgauth exchanges.

This manual explains the most important steps in installing and running an OnGea systerhe
table of contentsis clickable, so are most cross references in the texthenceit makes sense to
use the PDFversion rather than to print it on paper (also,recommended forecologicalreasons.

This manual refers tothe OnGea system in version 1,1s published inJanuary2019. For the
most current manual version, please chechttps://ongea.eu/ downloads. If you find mistakes in
this manual, please email them toinfo@ongea.eu

This manual is written to cover mostaspectsof running an OnGea System. Some parts are only
interesting for the main administrators setting up and running the system. In case you are not an
OnGea system administrator, buyou rather are

A. administering youth activities/exchanges in an organisation wrking with an OnGea
System and/or
B. contributing news texts to an OnGea based website channel,

we would recommend tostart with the following chapters:
A. Administering Youth Activities/Exchanges with the OnGea Activity Admin App

1.0nGea Basics

2.1. Advice for Sarters

2.4. Geting Started with the OnGea Activity Admin App
4.The OnGea ActivitAdmin App

5. The OnGea Participant Logn Area

6. The OnGea Mobile App

N N N N NN

B. Contributing News Texts to an OnGea based Website Channel

1.0OnGea Basics

2.1. Advice for Sarters

7.2.1 CreatingNews

7.2.3 Editing, Deletingand TranslatingNews andBasc Pages
7.2.4. Drupal Text Editors

D NN N NN

Of course, the manual can also be used as a reference/compendium to look up stuske the PDF
search function for that.

We recommend to read the manual while you are working with the system.


https://ongea.eu/downloads
mailto:info@ongea.eu
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1. OnGea Basics

OnGea was developed by a network of organisations that have been active in international
exchanges since more than 10 years. Those experiences went into the creation of a systdtm
three components: TheOnGea Activity Admin Apjor staff in host and senihg organisations, the
OnGea Mobile Apior participants, and theOnGea Website Chanrfel the public z grouped
around a system core based on the open source Content Management System Drupal.

The OnGea system with its components is visualised here:

Organisation ‘:J Organisation

=
OnGea Activity Admin App

|:| 2=
OnGea Website Channel(s)

f‘ \ OnGeaCore R
Database, Content Management

(Drupal-based)
Participants Public
young people and/or youth workers partners, funders, participants, parents

o J
OnGeaMobile App O ﬂ

G e Q

Read more about the OnGea components in chapt&r2. The OnGea Architecture
The single components are explained in detail in the following chapters:

¢ 4.The OnGea ActiviAdmin App
¢ 6.The OnGea Mobile App
¢ 7.The OnGea Websit€hannel
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1.1. OnGeaHistory , Licence and Business Model &

The OnGea system was created by an international consortium (see full creditsta end of this
manual: 9. OnGea Credifsduring a project period from Sepember 2015 to August 2018, funded
by the EU program ERASMUSwith additional funding for the development of the OnGea
Mobile App fromthe youth ministry of the German federal state of North Rhin&Vestfalia. The
system is available open source by the EURL2 licence! and can be used by anybody for free.

Our consortium will keep the OnGea systeralive 7 last but not least, we also created thisystem
for our own use We are aconsortium of small non-profit organisations) AT A xA AT 180 1 AE
money with OnGea(unless we get some followup funding to further develop the system) So our

capacities to give support for the system are very very limited.

Hence we partnered up with the small companyjott.hosting who offers ready-to-use pre
installed OnGea systems for rent, analso offers support and updates for your OnGea
installation for fair prices. We recommend to rent OnGea from jott.hosting rather than installing
on your own, since it will probably make you life easier.

In case you want additional features or bug fixes, you can always contact jott.hosting or us with
your requests. We may be able to fix some buf®m our own resources. But more probablywe
will forward your request to the external programming teamsthat worked with us on OnGea
and you will receive an estimatefrom them what fixing the bug or programming theadditional
feature would cost.

Also, since theOnGea $stem is open source, you can of course develop the system further, fix
bugs ard develop additional features on your ownWe are happy if yousuggest your
developments to be included in future official OnGea releasésowever, of course we cannot
promise that theywill be included).

The OnGea Project Partners at the OnGea Kick-Off Meeting 2016; photo by Dainius Babilas

1seehttps://eupl.eu/1.2/en and
https://joinup.ec.europa.eu/collection/eupl/eupl -guidelines-fag-infographics


http://jott.hosting/
https://eupl.eu/1.2/en
https://joinup.ec.europa.eu/collection/eupl/eupl-guidelines-faq-infographics
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1.2. The OnGea Architecture

The basic approach of the OnGea system is: An organisat@metwork of organisationsinstalls
OnGea on their server/webspace, or rents a pranstalled OnGea system with welspace from a
provider like jott.hosting z and this OnGea installation then can be used to manage youth events
hosted by this organisation or network.

From this approach follows:

¢ OnGea is not ONBig commonweb platorm,AOO EO08 O A Oi 11 OEAO
organisations/networks can install and use as their platforns

¢ There are currently no plans for data exchange between different OnGea installations;
since this would be technically extremely difficult. Downside: If your orgarmsation is
involved in exchange projects with different networks, using more than one OnGea
installation, you will have to enter some data twice.

The OnGea system consists of three basic components:

I. The Drupal System

The OnGea core is based on the opeousce CMS Drupal. This system core handles rights
management, contains the database for all contersind generates the public OnGea Website
Channel.

II. TheOnGeaActivity Admin App

We built the OnGeaActivity Admin App to make logistical administration d youth activities /
international exchanges easier than Drupal alone would allow. The Activity Admin App was built
in the Javascript Framework React; in runs embedded into the Drupal backend. It communicates
with Drupal through a REST ARPMetaphorically, you can seghe OnGea Activity Admin Ap@as

kind of a comfortable remote control for Drupal.

Ill. The OnGea Mobile App

The OnGea Mobile App is a separate piece of software, available in Android and iOS vessibn
AT T PATEIT6h DPOT OEAETI ¢ OEAI xEOE EIT &£ OI AGET 1
Mobile App can connect to any OnGea installation (it also communicates through a REST API).
Users need 0 have an account in an OnGea installation first to be able to use the OnGea Mobile
App with that OnGea installation.

AE EAE


https://jott.hosting/
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1.3. System Requirements

The OnGea system needs to be installed on a web space/web server; for detailed requirements
of that web space/serversee8.1. System Requirementdor an OnGea Server/Webspac&ou can
also rent a web space with prenstalled OnGea system from our partners gbtt.hosting.

For working with the OnGea system, including the OnGea Activity Admin App and the OnGea
Website Channel, you can use almost any modeonowser, such as:

¢ Firefox, version 45 (or newer),

¢ Chrome, version 49 (or newer),

¢ Safari, version 10 (or newer), and
¢ Edge, version 14 (or newer).

We have tested the system mostly with Firefox (version 64), and Chrome (version 71). So using
those browsers fa system administration, Activity administration and generating content would
be your safest bet. Especially for printing export lists, Chrome is recommended, since it has
printing functionality superior to Firefox.

The OnGea Mobile App will run on Smartmnes with operating systems:

¢ Android 5 (or newer), or
¢ i0OS 8.0 (or newer).

Contact information

Associazione Centro di Creazione e Cultura
e

info@centrocreazionecultura.eu
E-ma

+390552638480

Phone

http://www.centrocreazionecultura.eu
Website

Piazzale delle Cascine 4/5/7, 50144 Firenze
1

4 O O

Organisation Detail View on the OnGea Mobile App (Android version)


http://jott.hosting/
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2. Using OnGea

This chapter is a quick guide on using OnGé&am an organisation/admin perspective. It
assumesan already installed system. For guidelines on installation, see chapt@rinstalling
OnGeaAlso, for more detailson everything covered in this chaptercheck the following
chapters.

2.1. Advice for Sart ers
(AOAGO OTIT A xT OAO T &£ xEOATI N AAOAA Tehtaddi OO 1T £ | E
testing of the OnGea system):

2.1.1. Using your browser
¢ The public OnGea Website Channel was designed to be responsive, that is: work on both
large desktop screens and small cell phone screens. The OnGea backend however,
including the OnGea Activity Al ET | bh AT AO0T1 80 x1 OE xAll 11 O
¢ We recommend to usea current Firefox version(version 60 or newer) when working
with the OnGea system as an admin. Most other current browsers should work, too; but
Firefox is what we used most to test the stem. For printing export lists, we recommend
Chrome (version 70 or newer), since it offers better printing functionality.
¢ 4EA O1 Ax DPOEOAOA xEIT AderyelpfdEdbukdide it to bedbgged OA £ @
in as admin in your regular Firefox window,and to see the OnGea website from a logged
out state (or even to log in with a different user account) in the private window.
¢ If you, as superadmin, make changes to the system architecture, it may be necessary to
clear the OnGea data locally stored your browser before those changes become visible;
01 AEAAER OEAx OEA xAAOEOA ET A dtageinttOEOAOA
Firefox storage inspector
¢ Sometimes, dudo bad/collapsing internet connection, stuff can get messyRefreshing
the page (F5or CTRL+F5 on Win, Apple+R on Mpor logout/login again can help. Be
aware that you will lose notyet-saved information that you entered in this case.
¢ In general, when writing long texts for OnGea (or for most other websites), we
recommend to pe-write in an offline text editor such as Word or Notepad; to avoid
losing data when your internet connection collapses.
¢ The OnGea System uses various forms of caching. That is, some things may work a bit
slowly in the beginning, but will get faster whenyou go there for the second time. This
i AU Al 61T OAOGOI O ET 0300&F OEAO Ui 6 AEAT CA EI
OEA DPOAT EA xAAOEOAGS8

212. 50E1 ¢ /1" AA8O $00PAT AAAEAT A

¢ The Drupal backend sometimes switches languageE AT  UT O AT JlikeGvhenAT O EO
you edit a user who has their profile set to another language than youysse 086 © A OOAT AA
Drupal issue). So if you feel lost because you suddenly have the system in a language that
Uuir 6 AAT 380 OAAAR UT O AAT Al x@ 0 OdsdE®d ugdly OEA 52,
CAO AAAE O Ui OO0 POAZEAOOAA 1 AT COACAd 2ECEO A/
OTEOTSG j OEEO x1 O1 A Adhter (SO togead thelldnguhge. CEabging A O x |
OEEO O1 OrATr6 xEI1 OAEA UT O AAAE O %l Cl EOE:
You should fowever not use this approach if you are just in the process of

2 https://developer.mozilla.org/en -US/docs/Tools/Storage_Inspector
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2.1.3.

2.1.4.

creating/editing/ translating content; since then, you would be redirected to another

language version of that content, and lose the changes you just made.

4EA OUOOBGAI Al A Olcéolnts Aithithe sameieiaiE Allresa. IS@) asAnain

admin of an OnGea installation, you should have at least two differenteail addresses,

SO you can create a regular admin user account in addition to the default Superadmin

account.

When youwant to getfrom the website view back to the admin backengtlick on your
OOAOT AT A 11T OEA Oi P 1AEO AT A OEAT 11 OBEAx D
7EAT UT 6G60A 1T CCAA ET AO 50A0 xEOE ' AT ETEOOO!/
will have access to lots of Drupal settings. Our advieeOd, ) £ U éacllyiwhad O ET T x
Ul 66 0OA AT ET ¢ OEAOAR éipelialydddOIOEA B AOBI A 00 HE B E i0¢
menu z except for things explicitlyexplained in this manual Better stick to the OnGea

Activity Admin App, the Admin Menu, and thosd AOET T O O1T AAO OEA O- AT AC
are explained in this manual.

7EAT OOET ¢ OEA $O0O0ODAI (rehdmbdt dur warnify aboveiC AT 116880 O
click too early; just do simple mouseover to unfold the menu up to the point where you

want to go.Thenclick.

Using images

After uploading an image in the OnGea Activity Admin App, hormallgn the right of the
uploaded image fields for image title and image alt text will appear. Sometimes they
Ai1806n ET OEIT OA AAOGAOR OEA EI ACA xEIlT 1160
page, come back, and add the image then. Save.

In OnGea 1.1mostimages that you uploacdare not being resized automatically;
especially not in the OnGea Activity Admin Apfwe plan to implement this in future
versions). So we recommend that you prepare your images before uploading, to have a
quick loading OnGea websitdRead more about this in chaptei7.3. Working with Images
Accessibility implementation is not perfect yet on OnGea 1;1ike, you can already save
Alt-tags for all images (to be used by screen readers), bubst are not yet accessibleon
output side. This will be improved in future OnGea versions.

>
To

Other known issues

The integrated search on the OnGea Website Channel is not really working comfortably

xAl18 )080 OEA $O0O0DPAI OOAT AAOA OAAOAEN AT A E(
it delivers several translated versions of the same content. We will try to improve this in

future versions.

7A1T 1 h OEAOA §y@t-phrfedt thidys dnlOGka. Wé abe learning, and with

additional funding, we will hopefully be able to improve the system and come up with

updated versions.Our internal wish list for OnGea 2.0 currently spand3 items.
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2.2. Setting up Your Structure ( Organisations, Users, Rights)

OnGea rights management is largely based on organisations. Participant profiles are managed by
their sending organisations. Admins have certain rights to act on behalf of one (or more)
organisation(s). Only the Superadmin is outside dhis organisational structure. So, what you
should do with your new system to create a workable structure:

2.2.1. Step 1: Create new user = Manage § admin £} Devel
Log in as SuperadminThe Superadmin login should only be
used for very pecific tasks(mainly for creating users and Vo profiie ik proflie S tog ot
assigning them to organisations) so first you should create admi N
your own Admin account On the left, you will see the admin
menuas picturedher8 #1 EAE O50A00W ¢ ., =z orofile 8

¢ enter your email address(needs to be different from Admin menu

the address that you use as Superadmin) e Group members

¢ enter a password, and confirm (repeat) it * Users

¢ 30A000 OET O1 A AA OAAOEOA  «crestenens

¢ Setrole to \dministrator 6 ¢ Create Basicpage

¢ #1 EAE O#OAAOA T Ax ARAI O . =0TLL. . o

2.2.2. Step 2: Add new user to organisation group

Now, clickon®0' OT Op | AEAA@AA&E&]I ET A OETOI A Tix AA O-U 10C¢
¢ #1 EAE O! AA 1 Al AAOo 8
¢ 51TAAO 05 0AO01 AimAitatidredsiof@hk aew Gdedkint you just created.
¢ 51TAAO 02711 A06h AEAAE OEA AEAAEATI GAO O/ OC AAI T
¢ Save.

2.2.3. Step 3:Log in as new user

Log out as Superadmin, antbg in asyour new user.Then enter the OnGea Activity Admin App
(first item under Admin menu).

2.2.4. Step 4: Create organisations

)T OEA /1" AA 1 AGEOEOU ! Al E nowe SAT EOA
the left yellow menu. Here, you can edit yourwn Creating an organisation automatically
T O C AT EOAOET 1 j ET EOEAI I U A A createsagroup for that organisation in \OET 1T o
Rename it, add contact info and logo etdut here,you can ~ Drupal rights management. Only users who
. . - are members of this group with the Role
also createother organisations. So if you already know n/ OC AAIET O AAT AAEC
some partner organisations with whom you want to when you create a new organisation, you
collaborate on your OnGea instllation, you can create will not be able to edit it afterwards z until
these organisations in the system nowYou can rename, the superadmin adds you to the group for

that organisation. Read more about this in

but NOT delete organisations, so think twice before )
the rights management chapter.

creating a new oneFor details, seet.3. Organisations

2.2.5. Step 5: Create users for those organisations

Log out, then log in as Superadmin. Now, you can create users for the new organisations (and

also additional users for your own organisation). Fothis, you need to know their email
AAAOAOOAO8 91 6 AAOGEAAITT U AT OEA OAI A AO ET 30AD



OnGea Admin Manual 1.2 Page 13

OAOEAO O kshator60 !j A1 H idkedeady ibita®e the risk that they might break the
whole systen)).

You have two ways of giving those users access to the system:

A AEAAE OEA Aig O.10E&AU OOAO T &£ 1 Ax AAAF O 068 )
mail, allowing them to define their password;and the initial password given by youwill
not matter. (In case tte systemel AET x1 180 AOOEOAR 1T Ax1 U AOAAO.
their spam/junk folders, too.) You might want to inform new usersn advance thatthey
will receive the system email, and maybe also give them this manual or at least an
instruction what they should do in the system.

B.1 AAOA OEA AT @ O.1 0EAU OOAO 1T &£ 1T Ax AAAT O1 66 Ol
e.g. per email or WhatsApp, about their new account, with the username (normally the
e-mail address) and password that you gave them.

2.2.6. Step 6: Assign new users to organisations
) £ UT O EAOA AOAAOAA T Ax 1T OCATEOAOQEITO ET 30ADP th
system now. Users who have rights for more than one organisation, such as the Superadmin,
TTx EAOA O OAI AAO EA1 cOBOT®HAHIXITOA TITOOHEAE BBDPAO O
screen) for which organisation they currently make settings. So, steps to do, while still logged in
as Superadmin:
¢ )1 OEA O#EI 1T OA 1 OCAIT theofgénisitibndo wAodd givdpiyoul h  OAT AA(
want to add auser.
¢ 4( % AlGEANEMITTAADOS OT AAO O Aeadlink Bhbdld newlshyO 8
Or . ATA T &£ 1T OCATEOCAGET T Y 1 AIl AAOGS6S8 |j) A& UI 0811
AOT PAT xT h Ul 6811 EAOA O1 AITEAE O 01 6D 1 Al AAOC
organisati T 6 0 C¢OI O0pNn 111U OEA EAAAI ETA OAITT O Ui O
the dropdown does not).

‘_ admin

Edit profile Log out

Associacio Rutes i Origens members

View Edit Delete Related entities Members News Translate Choose organization: * | Associacio Rutes i Origens v

Admin menu

® Group members
® Users

® Create News

e Create Basic page

® Taxonomy

Home » Associacié Rutes i Origens

Add member
User Roles Updated Joined
admin * <none> 01/23/2019 - 22:09 01/23/2019 - 22:09 View member -
* Orgadmin
multiorg@gitar... 01/26/2019 - 11:18 01/26/2019-11:18 View member o

* Sender

Now, you do basically the same as in Step 2 above: Add memBeenter the username
(normally the e-mail address) of the user you want to ad€ select appropriate rolesC save.
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Now, what are the appropriate roles? You can find details in chapt8rOnGedJser andRights
Managemenh EAOA8 O xEAO xA OOCCAOO(

G

The main user at a partner organisation who also should have the right to change

settings for the Organisation and to edit/create Projects should be: Org admin + Seret

In an organisation that already has one Org admin, other staff that is involved in
sending/hosting Activities, but should not be able to edit thedrganisation itself nor to
edit/create new Projects, should get: Activity admin + Sender

Same scenariostaff that is only concerned with sending participants (but not with

hosting), should only get: Sender.

Same is true in case you have a new partner organisation that is only sending

participants to Activities of your organisation/network, but not hosting themselves; and

uird AT1T60 ETTx UAO xEAOEAO OEAEO OOAAEA AAI
0AOOI T O xEIT AT160 EAOA AT UOEET C O Al xEOE
to write News for the website,and edit/delete News written by anybody in the same

/I OCAT E OA O Ehodldgé: Eqitaril O P

Persons who should be allowed to write News, and edit/deletenly their ownNews,

should be: Contributor.

4EAOQB8O EOh 1 IbasicstiictOre ik fladed with drgditsations, users and appropriate
rights. Of course you can come back &teps 4 to 6 at any time later, when there will be new
organisations or new staff in your network.

E /
O/
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2.3. Setting up Your Website

The current OnGea system 1.x allows to generate one multilingual website, that can show both
content from the Activity Admin App (such as Organisations, Projects, Activities and Participant
Profiles) and additional content such asNews, and Static Pages (a.k.a. Basic Pages) with
information of permanent importance. The plan for OnGea 2.0 is to gport multiple OnGea
Website annels; more about that inchapter 7. The OnGea Websit€hannel

To make basic settings for the website, yolirst need to be logged in either as the default
Superadmin, or as anotherus® x EQOE OOA O Ol ;ithikgs that Jou hbulel OcdGek OT 06
up your website then include:

2.3.1. Step 1:Upload a Logoand Header Image

#1 EAE O(T i1 Ao O1 AARO OEA ' AT ET 1 ATG <&l ICIEEIA A &
switch with a pen in the upper right corner. When switched on, you will see several slightly

smaller pen icons in circles all over the wisite. Click the one on the right side of the header

image, in the context menu that opens there click edit:

= Manage {§ rrcgn_main_admin@gitarrenpop.de ¥} Devel

bo) R en

m—‘—_’.& "’

ONline GEAr Enh: ing Youth Work

4EEO OEIT OI A 1T AAA UT O O A $ 0édidustomiolodkEidatleA DACA xE

#1111 AT 0068 4EAOCAR UT O EAOA Ol g

¢ OAO , Al gKXoAsgekiiedd ©OOT 1 AOGO UIT O xAT O O EAOA AE &/
language).

¢ 51TAAO O(AAAAO ,1cioh UT O AAT OPITAA A 11ci OF
the left side of the header aredor in case there is a file uploaded alreaady, you can
remove that one firsf). Recommended logo size i240 pixels for the longer side, shorter
side proportionally.) T AAOA OEAOA8O Al OAAAU A 11cli OPITA

c 5TAAO O(AAAAO )i ACA6h Ui O AAT O6DIi i AA sAl EIi AC/
1918 x 420 pixels.In casethere is a file uploaded alredy, you can remove that one first.

¢ When the images are uploaded, you will see their names in blue. You can add an
Alternative text (alt tag) for screen readers; this text is currently not accessié on the
xAAOEOAh AOO xEIT AA ET &£EOOOOA /1" AA OAOOEIT
images.

¢ Save.

The new images may not be visible immediately on the public website; but they will be after the
next step. Try different header images to finaut which ones work best, also with different
screen/window sizes, from desktop to cell phonePlease nake surethat your organisation has
the rights to publicly use the images that yod Upload here (and elsewhere in the public parts of
your OnGea instdhtion).
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2.3.2. Step 2: Edit Website Title , Sogan, E-Mail address and Favicon

#1 EAE OEA O- Al AcA6 EAI1T 11 OEA Opbdgod 1 AEO O OEI
ConfigurationC SystemC Basic site settings. You should land on a Drupal backend page with

OEA EAAAT ET A O"AOEA OEOA OAOOEIT ¢cO6h xEOE Oxi OAA
ET £ Oi AOET 168

Under Settings, you can define

¢ The sitename (title that will be always visible onthe header in fat letters)

¢ The site slogan (will be always visible under the site name, smaller)

¢ The email address that will be used as sender for system maifplease follow

instructions to be found there!)

AEATh Al EAE O3AO0A Awant&te gan®andd sldgandanjldied arA OA U1 O
AEZEZZAOAT O 1 AT COACAOG ET UI OO OUOOAI h AT EAE 11 OER
OEA O! AA6 AOOOI T AAREET A OEA 1 AT COACAO 1T £ Ui OO AE
You should also define the €nail address where messages entdrA ET  UT OO0 xAAOEOABZO

form will be sent to: Go to ManageC Structure C Contact Forms# | EAE OEA O®%AEO6 AOD(
O7AAOEOA AA A Aall dddirésges)ofQdir chbiediin the fieldd2 A A E DEadel 006

An one more email address to define: The Drupal core will automatically send-mails about

available (security) updates. To set the recipient address for thigo to ManageC ReportsC

Available updatesC 4 A SA @O ETh&@&) yoa can define whether yowant Drupal to check for

updates daily or weekly, and whether you want to be informed about all updates, or only
OAAOOEOU OBPAAOGAO j xA OAATITIT AT A OEA 1 AOOAOQ8 '1TA
notify when updates are available).

Optionally, you can also upload a saealled favicon (small image that will be displayedn the top

left of mostbrowser tabs). For this, go to Manag€ AppearanceC SettingsC 4 A /Slolsal
settings® 4 EAOAR ET  (nakk sufeith@d 50RA OFEEAA 1TAMAOQE AGBA OGO 1 ABA A

checkboxis uncheckeh AT A ObPI T AA Uil OO0 AZAZAOEATT EIT OEA A&EEAI A
O3A0A AT 1 ZECOGAODPAT 811 OEA 4AA O/1'AA 4&AI Ad8 4
x EEOA Owo Tziontde ugpbr@i 10O D UT O ATT160 OAA EOh Al EAE
Al EAE O&l1 OOE All AAAEAOG68 4EEO xEIl OAEA A xEEI A

2.3.3. Step 3: Edit social media links

Goto Managef: Structure C MenusC Social Media. There, you can define links to social media
pages that you want to link from your OnGea website: Such as the Facebook page of your project,
or the YouTube channel of your international network.

By default, theO Adn®iconeach for the fourplatforms Facebook, Twitter, Instagram and
YouTube.You can easily dawo things here:
¢ %l AAT ATAEOAAT A ATuUu 1T &£ OEA I 60 1T ETEO AU AEAAIL
you uncheck all four links, the Social Media bar at the top of your OnGea websiié
disappear.

ui 60 O1T AEAT 1T AAEA PACA TETE £ O OEAO bl AOA Oi
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If you want to add links for other social medigplatforms, read morein chapter 7.4.2 The Social
Media Menu

2.3.4. Step4: Define available languages (optional/not recommended)

/T Ul 60 /117" AA xAAOEOAh OEAOABO A 1 AT COAGCA OAIl AAC
shows all 11 languages currently spported by the system.

Adding new languages requires both translation and programming work; if you are interested in

adding a new language to the OnGea system, and you are ready to invest some time and money
for that purpose, feel free to contact us @hfo@ongea.eu

In case you wantessthan the 11 system languages on your website, you currently only can get
there by permanently deleting languages from your OnGea installation (we plan to make this
easier in OnGea 2.0)ou should only do this in a new, freshly installed systenor at least in a
system where no content has been created yet in the language you plan to del€@ace you have
deleted a language, yogannot easily bring it back; so think twice beforedeleting!

To permanently delete a language from your system, log in aser with Administrator rights ,

then go toManageC ConfigurationC Regional and languag€ , AT COACAO8 4EAOAR Al
Oui A1 AAOCEAA OEA O%AEOS6 AOOOINA A ATOERA ATAA GAOAS: A
2.3.5. Step5: Create first Static Pages

91 0 xEIl DPOTAAAT U TAAA OIiT A OOAGEA BPACAO jAAITTAA
ET T ATU AT 01 OOEAOG EO0C80 AT i bpdOl 61 OUu O61 EAOA Al EIE
30A0AT AT 08 91 0 1T AU xAT O AT O! AtkQbvihateves §rifictule@D1 AET E
is behind your OnGea installation) does; maybe with subpages presenting the team, services etc.

47 AOAAOA OOAOEA PACAOh Al EAE O#OAAOA "AOEA DPACA
$O0DAI AAAEAT A P Arah ovéviek 6fEIEBad: Aapyds Graated soEad If you

EAOA Al OAAAU AOAAOAA "AOEA DPACAOh UT O AAT AAEO C
TAi Ah T O OOAT OIGAGAI GEAI AADERARE OGA A EOS6 AOOOI
04 OAT YOI AOA®

Rigfe® O1T AAO OEA ' AT ET 1 AT Oh UT 6uttonEdlidk thaEenetd A Al OA
create a new pagetere, you can:

¢ Define the pagditle;

¢ $AZET A OEA PACA 1 AT COACA jT1T OIi AT Uh UT O xT1OI
first language, and tken later add translations)

¢ 7TOEOA OEA AAOOATI OA@O jO"hAOEASHASOO AR DT AOOKT (
etc.; read more under7.2.4. Drupal Text Editors;

¢ Upload files that you want to attach for download like PDFs

¢ Uploadoneimage rere that will be the main image for that pageRecommended size:
1750 x 700 pixels

¢ Inthe boxon the right, you can define whether you want this page to appear in the main
i ATO j1AOGECAOETTqQ T £ UI OO /11T'"AA xAAOEOAS8 %@D/
®O1T OEAA A T AT O T ETEG68 4EATh UIT O AAT DPOIT OEAA
EOAI 6h UT O AAT AAZEZET A xEAOEAO OEA DPACA OEIT OI /
below another menu item. The OnGea menu supports only two levels, so make suoé n


mailto:info@ongea.eu
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to put your page under a menu item that is already on"2l AOAT j OET 6A& EOAOO «x
OEA AOTI PAT x1T h xEEI A @O | AOGAI EOAI O OOAOO >
Now, save; and then, you can go back and add translations, 4 %d, 41 OCI AAAEG6 AZEOZ
DACAh AT 180 OOA OEA OAAAES AOGOOIT 1T &£ UI OO AOI xOR
2A0EAO OOA OEA 1 AT 6Oh OOAE AO O6EAx 001 £EI A6 EE€

2.3.6. Step6: Edit Main Menu (Website Navigation)

Go to ManageC Structure C MenusC Main Menu.Here, you can ordethe structure of the

main menu of your OnGea Website Channel (the one right below the header image), add menu
items, and enable/disable, edit andlelete existing menu items.

If you added your Staic pages (Basic pages) to the menu in Step 4, you will not have to add
anything hereat the moment What you can do here easily is:

¢ disable (not delete!) Menu items that you want to kick out of the menu for the moment,
Au OT AEAAEET ¢ OEAandwi AAT AA6 AEAAEAT @h
¢ rearrangethe order of the menu by dragand-drop; you can also put menu items under
other items thisway.MAEA OOOA O OO0A 111U Ox1 1 AOAI O EAC
under an item that already is on & level; since the OnGeBResign can only display2
menu levels, not 3.

You can find more about editing and deleting Menu items, and about changing the Footer menu,
in chapter 7.4. Menus.

2.3.7. Step 7: Customize your homepage (optional)

The OnGea website comes with a default homepagentaining a slider with the most recently
posted projects, activities, organisations and news; and below that, short lists with the most
recently added organisations, activities and news.

) £ UI O AT1680 1 EEA OEEO AA AdDhelegieédudiomikigAstabiti O AAT
AT i Dl EAAOCAAN E OB 05 Gubtanmizidgyduk BnGealWeldsite £Batn&IO

Now, your OnGea Vébsite Channelshould be ready to useOf course, you will need to add some
content such as News, Projects and Activities to make it an interesting place to visit.
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2.4. Getting Sarted with the OnGea Activity Admin App

Before starting to use the OnGea Activity Admin App, make sure that you understand the
(OnGeaOPAAEZAZEAQ AAEZET EOETT O 1T £ Ail OA OAOI O OOAA EI
O%OAT 06 h O- 1 AE da éad find thein i ch@me 1. AdivityA Gedninology.

To use the OnGea Activity Admin App, you need to log in as a

OOAO xEOE AEOEAO OEA Oi1T A O $rc1>t6106 AcivibAdmIn A . 000A
A B A NARAT BT AT A xEOE = e OnGea ActivihAdmin App currently | &
'OE\ ’I& E ? g)D édcf)lghgtlér; Ior;é'gifa{ib(\):] :;oupDEpSnltzjingo AT AOT 60 AOOITAOEAAI ro e
: images So you should prepare your images

on what rights you have, and what organisation group you to keep loading time fast. Resize images to

are in, youmay not see certain items (like e.g?rofiles or a width of 1750 pixels (for logos: 240

Projects). And for some items, you may have only viewing pixels) before upload, and save them as jpg

. . . . . (photos, graphics with colourgradients) or
rights (eye icon), but not editing righs (pen icon). A

Generally, please be careful with deleting things; Activity

related OnGea contents are often crodimked and have dependencies, so deleting one item may
have an impact on other items. Only freshly created new items can be deleted without myo
(except Organisations; deleting Organisationalwaysmeans trouble).

Some fields in the OnGea Activity Admin App are multilingual (typically titles and descriptions);
that is: You can enter text versions in all languages of your OnGea system. For itieteead more
under 4.4.4. Multilinguality in the OnGea Activity Admin App

A typical way of working with the OnGea Activity Admin App would be:

2.4.1. Step 1: Create aProject

InOnGea, 01T EAAO E O | E Ehktivides: @ &tdrtd vt dtcpakatioh of e ABtivities,

contains one or moreActivities, and ends with postprocessing and reporting A typical

Erasmus+ Key Action 1 fundedProject could be: Project starts May ; in June, there is an

ET OAOT AGET 1T Al b OWivadcORapdidtion VisithvibhGigilitgi @IOAAO O! po EIT
%OAOI 006Cc OAOI ETT 11T cuqgh -weékdintefnbtionalaid é&xénangO EAOAG O A
j A20 @rdject ends September 30.

91 0 TAAA O/ O0C ! Al ET &roj&@E CIE O 000 AIORMOROA BIA xOEA |
to the tabO. Ap© 1 E Ak &&upper yellow submenu PutintheO' AT A O A iinformaibn® A A O

for your Projectand save/ DOET T A1 1 Uh ¢i Oi OEA OAA 0&O1 AET C EI
Oi OAA O/ OCAT EOAOQEIT T O EIT OatibndFEduditglyoutowit)Candd O1 EAA D6 h
save.

Note that information that you put in here is not only relevant for administration of theProject,
but will partially also be shown on your OnGea website.

2.4.2. Step 2: Create an Activity

910 TAAA O/ OC ! ABEIOE CIEQ® Oty AiddilAgDreedAtb be

createdwithin a Project that already exists in the systemand your Organisation needs to be

added to thatPOT EAAO AO O/ OCAT E OA O & you waatitariehtenA Activifyi OEEO |
forit.

ClickonO! AOEOEOEAOGe ET OEA 1T A&O UAITTx 1T AT O68 "1 OI

OOAI AT 68 000 ET OEA O' Al AQdilityAAOEOEOU ET A& Of AOET

mh
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¢ Chose theProject that is the frame for yourAAOEOEOU j ET AAOA UIT O AT 1 61
appropriate POT EAAO ET OEA AOI PAi xT h EO AEOEAO EAOIl E
your OOCAT EQOAQGET T EAO 11 Coganls@ioninkolvédEA A HEK GO OE @ A4

¢ Putin the requested information. Some of it, such as title, subtitle, description and
activity image, will also be used to display théctivity on your OnGeawebsite.

¢ Some information here is only important in case you get Erasmus+ key action 1 funding,
and you want to use OnGea for reporting in the EU Mobility tool; this concerns of course
OEA Al @ O%OA Gihdd éheckbloxesBudasOA11G1C OA ONT AA AGGEAFH OU G
xI OEET ¢ 1 AT COAGCA} 0Qo

¢ 4EA AEAAEAT @ 031 AO OEA AACEOPDOHABAODA AOABAADC
the end of the page is very important: When checked, new participants signing up online
for an activity, or being added by admins/staff to an activity, will get the status
OAPDPI EAAT 606 AEO000O8 O0AOORAED A @A Ai B QWE OFA BHD I4AE K1
they will need approval from an admin/staff user first.

. I xh OAOA AT A Cci-O081£EOChI OF A( OKAKAL OBIEGTAAT AAEET A x
people can sign up online for this activity. You can alspake detailedsettings for this sigrnrup

form; like: Which information should be requested by the forr?Which of this information is

required to provide?Which additional information can a participant provide later, logging in to

the system?Make your settings and save.

1T O OAA O/ OCAT EOAOGEIT T O ETO1T1 OAA ET OEEO AAOEOE
mark the host organisation of the activity and savéAttention: InOnGealh OEA O( 1 00

I OCAT EDERAEEADD AT AOT 80 CEOA Altthelsddetbbhos BEEEOO A
only important for reporting to the EU Mobility Tool.

4EA OAAO O01 AAAOG ET O1T 1 OAA E1T OEEO AAOEOEOUSGHh O34
your participants to use the OnGea Mobile Apmr if you want to generateMeals Lists and
Accommodation Lists If you plan this, read more below in the chapter4.5. Activities and 6. The

OnGea Mobile App

y £ UT O nAding the@MoBilé App for your participantsAT A UT O AT 1860 1T AAA - AA
Accommodation Listsyou can skip these tabs.

2.4.3. Step 3: CreateProfiles

Yyl OEA /1" AA OUOOAI h OEAOAG @Patéigad Prafile Beprésénts 0 O1 £E T A
apersonitEO ODPAOI AT AT 66h 1 AATEI Cd )OO AAT AA OOCAA £ C
-TAEI EOU OADPOAOGAT OO ObnektiviyAOOT 1 60 PAOOEAEDAOQEIT I
In the OnGea system, Profiles can be created in two ways: Either Staff/Admaneates Profiles

for participantsin the OnGea Activity Admin App; oparticipants create their own Profiles by

signing up online for anActivity that has an active sigaup form. In the first case, the creating

Organisation has the rights to see and edit thBrofile in the OnGea Atvity Admin App; in the

second case, the sending organisation chosen by the participant will have these rights. If a

Mobility is created z see2.4.4. Step 4: Create (or approve) Mobilitieg other Organisations

involved in an Activity may be able to view the participan® profile data within that mobility; but

not to edit those profile data.

Yy £ UT O POAEAO Ol

AOAAOA OEA DOl £ZEI1 AO OEOT OGCE OEA
OEA 1 AEO UAIT 1T x | AT O8

i O OEA OARNIth®. Ax DOIT £EI A
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information that you need for your activities (in case you have it already). Some of the data fields

may be completely irrelevant for your organisation, or for some participants; like, visa and

passport information is only important for specific international exchanges, depaling on

nationality of participants, sending and host countries.

I OAOU EIi pT OOAT O AAAEOEIT EAOA EO xEAOEAO 10 11¢C
DAOOEAEDAT 06 A A6d addesd.Ovbdnicheckds | part@ipahtE @il rédceive a

system email allowing them to log in and make adjustments to their own profile. When

unchecked, only admins/staff can edit the profile. In OnGeall this decision needs to be taken

when the profile is created (but the Superadmin/Administrators can block garticipant from

logging in also later).Read more under.6.3 User Accountsand ( EAAAT | AAT &1 606

Another thing to handle carefully is privacy: ThL@ A6 O v DOEOAAU AEAAEAT gAO A
DACA8 4EA AEAEOOO 1T Ah O$i 1700 OEI x 1T U POT E£ETA T1T x
unchecked, the profile will be visible on yar OnGea websiteSo we recommend to check this

one normally. The four checkboxes below define which personal details will be shown of the

public website in case the first checkbox remains unchecked.

2.4.4. Step 4: Create (or approve) Mobilities

Mobilities connectProfiles (persons) andActivities. A Mobility is basically the same as the

participation of one specific person in one specifiéctivity. To make this connection, you need

rights for both sides. Note that you can only creat®lobilities for Activities that have been

created by otherOOCAT EOAQOET 1 O EA UI OO0 CcOi ObP OECEOO ET Al OA
Mobilities for POT £ET AO OEA O AGdanidatiors thal i8 BrofilAsihatthivé&dither

been created by StafffAdmins of gur Organisation, or Profiles that where created through

online sign-up where theParticipants selected yourOrganisation as their sending organisation

IO xEAOA UI 6O / OCAT EOAOCETT xAO Oifer] ET Co6 OEA | AQE

Same as Profiles, Mohtles can be created in two ways in the OnGea system: People can create

their own Mobilities by signing up online for an Activity that has an active sigap form; or

Staff/Admins can create Mobilities in the OnGea Activity Admin App.

, AOB6 O 1 lirét EaseinbniliteEcheated by signup:

Fi O | AOEOEOGEAOG OEAO EAOA A OADPDOI QARSEARI AAGET T 1
Create an Activity, Mobilities first need to be approved by Staff/Admins to have the participant

ET Al OAAA ET O OEA ' AOEOGEOU8 4EAOAGO Oxi DI AAARO E
approval can be given:

A. On the Dashboard, you can view a list of all unapproved participanfisr a selected

activity; thatis:- T AET EOEAO x E O EYoOdahchddge th®gaudtb EA AT 06
OAPDPOI OAAG 10 O OAAT AAT T AATOAEAAOAAGQ OEAO/

B.91T & AAT CIEA®D6 &1 OEIAEOG AEO UAT T 1T x 1 AT Oh AET OA
changesOI OEA -1 AE1 E QE A O ther Thére youkcBnialsdanfakeifuher OOA OO C
edits to the mobilities.

yT OEA OAATT A AAOAh O AOAAOGA -1 AEICEGDAO EAOC OFEBA A
yellow menu, choose the activith OEAT Cci1 O1 OEA Al @ O! AA £OI I DAO

can choose participants from the dropdown; or even easier, you can type a few letters, and all
participants containing those letters will beshow. You can choose multiple profiles, and then

ET ETOI U AAA OEAI Oi OEA AABHE®BEOU AU Al EAEET ¢ OEA
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Mobilities are created with somedefault settings that make sense in most cases; like, mobility
start and end dates will defaulttoth ! AOEOEOUB8 O OOAOO Shaff/AdmiAdbfA AAOAO:
the sendingorganisation of this mobility) still have to go into each mobility, add some data and
check if everything is right.Especially if the Activity is Erasmus+ funded, and the OnGea System
is used for reporting to the Erasmus+ Mobility Tool, you should make sure that data on the tab
O%OAOI 6O6co EO Al i bl AGA AT A AT OOAAON AtheA Al OT h OE
following fields are correctly filled:
¢ Sending organisations
¢ Datesand times for arrival at/departure from the activity
¢ From/to countries and cities

4EA OAA OOOAOGAI 06 EO 111U EI DI OOAT O ET AAOGA Ui O
information via the OnGea Mobile App.

information via the OnGea Mobile Appand for generating Accommodationand Meals Lists.

The practical thing about mobilities in the OnGea system is that the host organisation can always

see boththe mobilities created by staff of sending organisationsand the mobilities created

through participantsign-OBD8 4 EA O/ OAOOGEAx | APDPOI OAATADPDPI EAAT O
-TAEI EOEAOO6 DPACA OEi xO OEA AOOOAT O O00AROA 1T &£ PAOC
helpful in the weeks before a multilateral international exchange to keep an overview how far

each partner is in compiling their group.

2.4.5. Step 5:Export lists

IfyouAl EAE 11 Owgbi 006 ET OEA 1 AEO UAITT x 1 AT Oh UI
more list types will be added in future OnGea version. First, you need to select an activity. Then,

you find different tabs with different list types (six types in OnGea 1) in the upper yellow

menu:

Caution:

¢ A signature list (attendance list) If you want to modify the CSV file exported
¢ Alist for reporting in the EU Mobility Tool from OnGea in a software like MS Excel
¢ Alistto create EU Youthpasses EeiEs perting (i (he BU Medlyy - |

dation li 47171 h AEAAE OEAO OEtL
¢ A accommo ation list, up the character encoding (code page) of
¢ A meals list and the text; especially older versions like
¢ A printable schedule. Excel 2007 tend to mess up special

characters like Greek letters or German
For the signature list, you can rake settings which '
AT1O0IiTO Uird 1TAARAA ET OEA TEOGO ET OEA O)1 A1l OAARS Al
it as CSV file that you can later format/adapt in software like MS ExcEbr printing lists, we
recommend to work with the browser Chrome (version 70 or newer), since it offers advanced
print functionality; see 4.9. Exports.

The list for reporting in the EU Mobility Tool is one of the big work savers in OnGea: If your

activity is Erasmus+key action 1funded, you carexport a CSV list here that you can the import

right into the EU Mobility Toolwhich is compulsoty for reporting. Of course you will still have to

x OEOA OEA 1T AOOAOEOA PAOO T &£# OEA OADPI OOh AOO UI
participant in the EU Mobility Tool. Provided mobility data was filled correctly in the OnGea

Activity Admin App, theonly thing that you need to do before exporting is to look up the

(@}l
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numbers that the EU Mobility Toolassignsto each participating organisation, and to write them
into the OnGea exportpagd. 1 AAOA Ei BT 00 O1 OEA %5 -1 A&l EOQU 41
17T¢ OEAO OEA -TAEIEOU 47111 DOl OEAAO8 4EAOAS8O AAC
¢ You may have provided incomplete information (like, you may have created mobilities
without sending organisation etc.); or you may have data that is not acceptég the
-TAETEOQOU 47111 j1EEAh OEA AOOOAT O OAOOEIT 1T A& (
than 2 days).
¢ The EU may have updated the &bility Tool since the OnGea 1.&xport list was tested
successfully with the EU Mobility (December 208). If so, plase inform us at
info@ongea.ey so that we can update the OnGea export routine.

The list to create EU Youthpasses can be used to easily generate Youthpass certificates for your
participants at www.youthpass.eu

Accommodation and Meals Lists are convenient to inform the places where your group will stay

and eat about the numbers of people to expect on each night/meal of the Activity; and also to

give an overview of food requirements pemeal (like, how many vegetarians, vegans etc.).

4EA DPOET OAAT A OAEAAOI A EO A CciT A Al OAOT AGEOA EI
OEA /1T"AA -TAEI A '"PD j1T0 EIT AAOGA OiT i A 1T &£ OEA DPAC

4EA O50KAd NOEAE COEAA AEAPOAO AT AO EAOA8 &ETA |
the OnGea system in the following chapters.


mailto:info@ongea.eu
http://www.youthpass.eu/
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3. OnGeaUser and Rights Management
This chapter is about user and rights management in the OnGea system. As mentioned before,
OnGea uses the open source content management system Drupal as fundament; Drupal is
amongst other things used folOnGeauser and rights management. So you will findeneral
information about these topicsalso on the Drupal pages and forums.

10O A EEOOO

Participant Staff Administrator Superadmin
Manage Users only own Account only own Account All Users All Users
Manage Group No no only fqr own For all Organisations
Roles Organisation(s)
th?vti?e Aodrr]rﬁr?a NoO yes (with specific rights | yes (with specific rights no
App y defined by Group Roles)| defined by Group Roles)
Create News for can create/edit/delete | can create/edit/delete Can create/editdelete
; . Al TAxO08 3
the OnGea No News depending on News depending on
. used to create news,
Website Group Roles Group Roles
though.
. yes: Basic Pages (Static| yes: Basic Pages (Static|
Edit the OnGea No no Pages)Menus, Filtering | Pages), Menus, Filtering
Website atc otc

Overview of OnGea User Rights Levels

01 OOh anpve®idwichart of OnGea group rolek and their respective rights related to the
most important content types in the OnGedctivity Admin App:

Sender Activity Admin Org Admin
¢ OEAxq 1 x1 -OrgociS OEAxd T x1 -0g0Cs
Project view: none involved involved
) : o c ARAEOG i xT /0CSH
< ' ¢ create:yesET x1 / OCB
oo oo x40 OEAxd T x1T /1 0CJqg OEAxd 1T x1 / OCH
Activity gvilée’éq’ | OWN-OMPCO Gl RAESG [ xT /1 0Cic AAEOG 1 x1 / OCS
¢ create 1 xT / OCB8O|c create ET xT / O0CdOQ
- ¢ view: all ¢ view: all ¢ view: all
Organisation L L ¢ edit: own Org
¢ edit: none ¢ edit: none ) = i A
¢ create:yesg . / 4 | x|

view, edit, create: from own

/' O QPartxipants A for own view, edit, create: from own OEAxh AAEOR AOAA
Mobility I 0G50 pl e OmOE A O0C380 0 AR OEAE D A ParticipantsA £1 O 1T x1 |/
. P /| OC80 ! AOEOE OE A Activities
Org-involved Activities
OEAxd 1 x1 / OCB8 {view: own Org's view: own Org's
Profile AAEOd 1 xT / OCd (edit own Org's edit: own Org's
create ET x1 [/ OC8 OQ|create (E own Org's) create (E own Org's)
view: own Org's view: own Org's
News view: none edit: own Org's edit: own Org's
create (E own Org's) create (E own Org's)
Overview of group roles and their access rights to Activity Admin App content types
@i x1 /1 0c806 1T AATET Cqg #1711 O6ATO xEI1 AA 1T x1T AA AU
content.
34x1 211 A0 AOA 1T EOOET ¢ E A thit dothOrtyhaErigittsielatkd télNewds# | T OOEA D

o]
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3.1. OnGea User and Rights Management Basics

OnGea was built foyouth work purposes. In many youth work organisations, staff often
changes; so we decided to bind rights for most OnGea conterincluding participant profiles,
organisations, projects, activities, static pages and newdo organisations, not to individual
users(individual OnGea users still normally have access rights for their own profiles)

As a consequencé)nGea Rights Management has two layers:

A. User layer: Users can have different user roles (se®4. UserRolesbelow), OO0 AOOEAEDA
O30AELESd 1T 0 O NDOHT DEBOAEOBODAOCABREEA]I OEAO T 11
once in the system. User accounts can be active or blocked.

B. Organisation layer:A usercanbe member of one or moreorganisation groups In each
organisation group, the user can have different grouprolegg O#1 1 OOEAOOT 06 h O %!/
O3AT AAOG6h @@A GE DH OsedBisi GHblp &Rolesbelow). Thesegroup
roles make mostly sensein combination with OOA O 0Oi 1 A0 O3 0AEAE& T O O! A

On the top right of all pages of the OnGea backend (Drupal backend including OnGea Activity
' DPQ UI O xElI 1l £ET KT 0O6A A0k Bdéd adder hasty@upiroeOfédr Gore
than one organisation that user can select here for which organisation he*she wants to act.
When using the OnGea Activity Admin App, this h&ammediateeffect: The OnGea Activity Admin
App will reload and bring you to the Dashboard with rights for the selected organisation. When
using the Drupal backend, changes mayot be immediately, but may require reload or clicking a
link after selecting an organisation in the dropdown.

4EAOAS O OE O Ak userfatt@unts inEhefO0deA §ystem:

. 4EA 30DPAOAAIET AT A OOAOO xEOE OEA O!' AT ET EOOO!/
$O0OPAI AAAEAT A8 4EEO EO OEA 111U xAUu O AOAA(
O! AT ET EOOOADT 06 Oi i A8 9AOALEBAODAAODO4xBOOR O& A

role.

. Usel® xEOE O30AZEAS 10 O! Al EOEQCHOA OO DAT OAORM QAN A
'ATET6 T O O/ 0¢ AAiETonh AAT OOGA OEA /1'AA 1 AOE
new participant profiles; which automatically also creates Drupal accounts with user
Ol1T A O0OAOOEAEDAT 068

lll.  If an Activity has a public sigaup form, users can sign up there, which automatically
AOAAOAOG $0O0OPAT $OOPAI AAAT O1 OO xEOE OOAO Ol /

3T h AAGEAAIIT U O! Al E &r&cteic indiugabuseArhadagen@rd@.££6 OOAOC

users themselves by signing up for an activity with a public sigap form (111).

91 & AAT Pai@BAMIOGG vib&glify the participant an own login for their user

account; especially for very young participants, the organisation in charge may decidertaher

have their staff handle all participantdatad I AOAAOA O- A{dBEAGEA AO BDEON ABETT ALQMBA |
IEEA OEEOh 1 AAOA OEA O.1 OE&AU OOAO T &£ TAx AAAT O1 O¢
Profile in the OnGea Activity Admin App. You can also define that a public sigmform for an

| AOEOEOU xEIl1 1 AOAA Qith hidder Adcoudtsdfoly sel€chng the® siyfupEerh A O

I DOET tup fort Bv@ilable for everyone, in case of new users the system will NOT send an e
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i AElT xEOE 11 CET AAOA &£ O T x1 OOGAO AAAI O1 0006
sign-upform). 71 OEET ¢ xAHO0R AGHEA D06 Al i A0 xEOE OIi A
in chapter4.6.3 User Accounts andd ( EAAAT ), foRdrmiallyv®@commend to give all
participants access to the& accounts.

G Back to site E Manage 1 admin

Add user

ROOTS & ROUTES Cologne e. V.

Admin menu

s Group members
* Users

* Create News

e Create Basic page

* Taxonomy
Home » Administration » People

This web page allows administrators to register new users. Users' email addresses and usernames must be unique.

Email address

Avalid email address. All emails from the system will be sent to this address. The email address is net made public and will only be used if you wish to receive a

new password or wish to receive certain news or notifications by email.

Password *

Password strength:

Confirm password *

Passwords match:

Provide a password for the new account in both fields.

Status
Blocked

®) Active

Roles
Authenticated user
Administrator
Staff

Participant

m m

O -
O )
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3.2. Good Advice, Common Mistakes & Known Issues
(AOAGO OIT T A OEET CO OEAO Ui O OEI 61 A OAEA AAOA 1T E
management:

¢ 'O OAEA AAIT OAd 31180 AOAAOhanaderhadtORahdat AT 06 OO/

this in the OnGea Activity Admin App.

y £ UT O AOAAOA A O30AAEES 10 O! AT ETEOOOAODI 06 O«
make them member of at least one organisation group, with an appropriate group role.

Otherwise, that user wil get funny error messages.

) £ UT O CEOA A O30AEES 1O O! ATETEOOOAODT 06 OOA«
O! AGEOEOU ' AT ET 6 A O AT 1 OCAT EOAGEITh Ui & OEI
O3AT AAO6 ET Al 1 006 AOGAOU AAOAS

Projects can only be edéed by the Organisation that created them; so it makes sense that

an Org Admin from the coordinating Organisation would create their Project in OnGea.

Activities can only be edited by the Organisation that created them (NOT necessarily the
organisatonmalt AA AO O(1 066 ET OEA /1" AA 1 AGEOEOU |
an Org Admin or Activity Admin from the hosting/coordinating Organisation creates

their Activity in OnGea. If hosting and coordination is done by two different

organisations, they needo agree who should create/edit the Activity in OnGea.

Organisations are created in the OnGea Activity Admin App. When the organisation is

created, at the same time a rights group for this organisation is created. Only

Staff/Administrator users who are manbers in that group, with their group roles for that

COi Ob ET Al OAET C O/ 0C¢c ' ATEToh AAT AAEO OEAOD 1 ¢
As a consequence, if you create a new organisation in the OnGea Activity Admin App, you

will not have editing rights for that organisation,since you are not (yet) in that

I OCATEOAOET 160 OECEOO CcOlI ObP8 'O EAZEOOONK TT1 U ¢
I OCAT E OA O Hitill SGpéradihid hdd<an Administrator user to that new group.
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3.3. Creating, Editing, Deleting and Blocking Users
To aeate users (except participants), or to edit user roles, you need to be logged in as

3O0PAOAATET 10 AO OOAO xEOE O! AT ET EOOOAOT 06 O1 1 A8
3.3.1. Creating Users

#1 EAE 11T OOOA0OOG6 ET OEA ! Al ET ORAIOHMerdelewd@ xEI 1 OA
Addush 06 AOOOTT O AOAAOGA A TAx OOAOS8

When creating a new user, you need to provide anraail address, a password (twice to
confirm), and you need to define a user role see chapter3.4. UserRolesbelow. Please note that
Participant users should not be created here, but rather in ther@@ea Activity Admin App. You
shi O1T A TT1 U AOAAOAMION #Hs3E3aiEENOA O1 O

O

91 &6 AAT A1l EAE OEA Al @ O.1 0EAU OOAO Ii-milsedtto AAAI
the new user, informing them about their new account, and givinthem a link to log-in and set

their own password. System emails are often wrongly filtered as spamso informing the user
additionally via E-Mail, Phone, Messenger or Fac&Face may make sense. Especially since that

person may need some instructions whato do with their new log-in to your OnGea system.

Other optional things that you can do here:

¢ 916 AAT AEAT CA OEA OOAOO®34&BIbcking0seB,OEOAS O O
¢ you can define a language setting and a time zone for this user, and
¢ Ulr 6 AAT AAZET A A 52, AIEAO j OEEO EO A $00PAI
sense to use here).
Then,clickEA O# OAAOGA 1T Ax AAAT 61 66 AOOOIT AAIT x8

3.3.2. Editing and Deleting Users

AEOET ¢C 50A00 x1 OEO OAOU OEiIi EI AO O1 AOAAOQEIT ¢ OOA
OAEA UT O O0i A DPACA OEOI AA OO0AT PiI A68 #Iichok& OEA OV
(AT TAGEAE OEA OOAO TAIi An OEEO xElI 1 OAEA Ul O O1i Ax
OUOOAI R UT O AAT OAAOAE &£ O A OPAAEEEA OOAO AU bC
Al 1 OAET 66 ZEAI Ah AT A OEAT Al EAE OEA O&EI OA06 AOC
The edit page that you will enter now is exactly like the one you enter when creating a new user,

as described above; with only two differences:

SE A A < 5SOA0 i AICaution:
¢ OE n. 1 OEAU OOAO I £ | Never try to edit/delete the user called

missing. So, if you still want to tell a user about AGAPES j OEEO EO A OUC

Al @ EO

OEAEO AAAT O1 6Oh UT & 1 A/ whichyour OnGea system will stop T OAT 1T U<
e-mailing or calling them. functioning properly). -~~~
¢ )1 OOAAA 1 £ OEA O#OAAGL O N 211050 | AOO AOTAn| | f
. N _ B _ ~ N - -~ ~ ~. Superadmin account initially called I
OEAOAGO A O3A0OAG AOOOI mahiei s sss Uio i au AAAT OT «
button now. AT A PDPAOGOxT OAh AOO bIi
other settings.
I OOAT OEi1d 7EEI A OEA O3AC... ..___.. __ ... Al OGOOA
OAOET ¢ AEAT CAOh OEA O# AT AAl AAAT 061 66 AOOOIT EO 1

deleting the user accountlf you just want to leave without saving changes, just click on some
other item in the Admin menu.
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As you will read again and again in this manual, deleting content is often risky in the OnGea

system. Of course, you can always delete users created by error, or through spammy use of sign

up forms. But deleting users accounts thare involved in Activities/Mobilities may create
trouble.

T UET xh AZOAO Al EAEET ¢ O# AT AAT AAAT 061 66h UT O xEI
OEA AET EAA AAOxAAT O#AT AAT AAAT O1 06 j OOEI T 1 AATE
leavewithout deleting) zUABDh OEEO EO OOOAT CA x1 OAET ¢cn AOO EOG
Also, you have the choice between

A. just disabling the account, or

B. disabling plus unpublishing (making invisible to the public) content created by this user,

or
C. really deleting theaccount, but keeping content created by the user, reassigning the
ownership

D. really deleting the account with its content and groups.
&OI i O O AixiTh EO AAATITAO i1 OA AAT CAOIOO AT A
would suggest to rather st block users than to delete them; see below.
3.3.3. Blocking Users
If some users are acting in inappropriate ways in the system, you may want
to block them. To block a user, again, you need to be loggiadvith g“”s
O! AT ET EOOOAODT 06 OE GE Oidthe RIGIDMedUA didk E 1 %7 o1 i qn
O50A0068 &ETA OEA 50A0 Ui O xAl O O " AU POOC
EEAT A O. AT A T 0 Ai AET Ai1 OAET 08h Ol gy EET C 08
ET OEA Oi x xEOE OEAO 50A0N OEAT Al s, OAOOOG
there, and save. Done. Adrministrator

Staff

B | Participant
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3.4. User Roles

50A0 O1T1 A0 AOA T AT AcCAA ET /1" AAGO OOAO 1 AT AcCAIl Al
3O0PAOAATET 10 AO OOAO xEOE O! AT ET EOOOAOT 06 O1 1 A8
users; see3.3.1 Creating Usersand 3.3.2 Editing and DeletingUsersabove.For an overview

chart of OnGea User Roles, chettie Chartof OnGedJser RightsLevels.

You will see thatusersnormd 1 U EAOA OEA O1 1 A -leded BrliigréyedodtOAA OO
j EBA8 UIT O AAT 60 OAEA OEAO Oi1T A AxAun AOGO Ui O AAIl
roles that you can assign to participants: Administrator, Staff and Participant. You cdutheck

more than one of those role checkboxes, but it makes no sense. You should only give usigher

O! Al ET EOQRAQIEED OECEOO EAOA8 50A00 xEOE 111U OO0/
in the Drupal user managemenat all, but rather in the OnGea Activity Admin App.

3.4.1. The Superadmin

The Superadmin is a default user that exists only once for each OnGea installation. You will get
the login data for the Superadmin from the provider of your prenstalled OnGea system; or from
us, if you chose to install from the Github Source Code (contact ugrdb@ongea.etfor this; note
that, since we are a small association, response time may be up to 3 weeks in case of holidays or
illness). You cannot crate additional Superadmin users for your OnGea installation.

The Superadminis extremely powerful, and can mess up a lot. So tf®&uperadmin role should be
used with care.The Superadmin is member of all newly created organisation rights groups by
default. Things only theSuperadmin can doinclude:

¢ create/edit/block/delete all user accounts existing in the system
¢ add users to the rights groups of all organisationm the system

The superadmincannot use the OnGea Activity Admin App; since the superadminadstside the

| OCATEOAQGETT O OOOOAOO0OAh OEEO x1 Ol A AAOOA OECEOC
We strongly recommend to use the Superadmianly for user and rights management; that is, for
AOAAOCET ¢ OOAOO xEOE O30AAZEAES 1O O! Al ET EOOOAOT 06 C
organisation groups and assigning group roles to them.

3.4.2. The Administrator

I OO0AO x E Adminiéiatdr oraal nottbe €hipe, but is still very powerful, and can mess

up a lot, well, actually, destroy the whole systeni7 A OAAT I 1T AT A O EAAD OEA O!
Oi1T A ET OEA 1 OCAT EOAOQEI T OEAO EO 1 AETIT U O0OTTETC
roles to other organisdions in the network.

I OOAO xEOE OEA OT1 A O!'AiETEOOOAOT 06 AAIT ¢

¢ create/edit/block/delete user profiles for all users(from all organisations!), except the
Superadmin

add/remove users to/from all organisation groups that the Administrator is member of

edit the header and navigation menu of the OnGea website channel

edit the menu (navigation) of the OnGea website channel

create Satic Pages(Basic Pagesjor the OnGea website channel]sucha& O! AT 00 006
pages, imprint etcz this also causes the problem that currently, only Administrators can

OOAT 61 AGA OOAOEA PACAO ET OEA OUOOAI 68 31 EE

D N NN
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OOAA ET OEA OUOOAI h AT A UI Qghtdio blllhéwork AT O OT GE
partners, you might have to copy texts to e.g-mails, send them to translate, and then
copy back (or use services likewww.deepl.comand translate.google.confor translation)
¢ deletelanguagesfrom the system
delete all kind of content from the system, even organisations
¢ do all kinds of wild stuff with Drupal settings. If you go this path, you can do lots of
things, butyou will quickly be out of the area where we camelp you:-)

N

Other than the Superadmin, regular Administrators can use the OnGea Activity Admin App.

3.4.3. Staff

AEA OOAO OIT A O30AEES xAO AOAAOAA TAETIT U £ O OEA
content on the OnGea websit8 OA £&£ OOAOO AT 180 EAOA AAAAOGO O $«
other Drupal system settings. But they can do everything that an Administrator could do in the

OnGea Activity Admin App; also, they can edit/create nevgsall of this under the condition that

OEAU EAOA APDPOI POEAOA CcOi Ob OI 1 AOG &£ O OEA 1 OCATE

| OCAT EOAQCET 16 AOI PAT x1 8

3.4.4. Participant

O0AOOEAEDPAT 66 EO OEA OOAO Oi1T A xEOE OEA O Al 1 AOC
¢ edit their own profile
¢ edit uncomplete previous sigrups to activities
¢ fill all sign-up forms, includingnon® OAT EA 11 A0 j OET QhAppongforE OEA O,
loggedET OOA 006 Q
All of this under the condition that the participant has received the system-mail with login
data. IfthisPAOT 6 O EAPDPAT AAh OEA DPAOOEAEDPAT O AATTTO I11C¢C
by Staff/Administrators (see3.1. OnGea User and Rights Management Basidxve).

As said above, participant profiles should not be created in Drupal Rights management, but only
through the OnGea Activity Admin Appor through public sigrup forms.


http://www.deepl.com/
http://translate.google.com/
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3.5. Group Roles

To make users members of certain organisation group and to give them roles in tht group,
you need to be logged irither asthe Superadmin, or asan Administrator who is member of that
group, too.

First, select the organisation grop to that you want to add users, or for that you want to edit

COI 6P O1T1 AOh ET OEA O#EI 1T OA 1T OCAITEeQAliCkohthed AOT DAI
i ATO EOAI O 01 O0p 1 AI AREEO UEDSGOEAAEAT ER DEROI OCAI
dropdowl h Ul O6 aghinAB AEGME Q1T O O1 6D | Ai AAOOGS AZOAO OEA
effect). The page headline should now display the name of the selected anigation, followed by

O AT AAROOGoh AO PEAOGOOAA AAIT xd

= Manage % admin

View profile Edit profile Log out

Associacio Rutes i Origens members

View Edit Delete Related entities Members News Translate Choose organization: * | Associacid Rutes i Origens -

Admin menu

® Group members
® Users

® Create News

® Create Basic page
® Taxonomy

Home » Associacié Rutes i Origens

User Roles Updated Joined
admin * <none= 01/23/2019 - 22:09 01/23/2018 - 22:09 View member |+
s Orgadmin
multiorg@gitar... e Sender 01/26/2019-11:18 01/26/2019-11:18 View member -
Now, you can
¢ addamembertothegrou®DOET ¢ OEA O! AA [T Al AAOe AOOOI T AAI

uir & 01 A PAGCA xEAOA Ui O AAT EEOOO OAI AAO OEA
letters will bring up a selection of user names containing those letters); then check some
boxes for grouproles, and then press save.

¢ editanexistingmembeh AU Al EAEBDUCADEAAAOEAA OEA O6EAx
£l O OEAO 1 Ai AAONn AT A OEAT OAAEO 1 AT AAO68 4EEC

1 EEA O! AA 1T AT AAO6h T11 U eadysdelectetdEA OOAO O AA |
¢ OAITOA Al A@EOOEI C 1 Ai AAO AOT OUDEAD £KAOBAAR Al
O6EAx [ Ai AAOd6 AOOOI 1T »mI O OEAO 1 Ai AAon AT A OE/

delete the user account, but just remove the user from this group.
4 E A O Aiér&chital group roles:

¢ ! OCofiributord you canwrite News for the OnGea website; you can edit your own
news, but not news created by other user&/ou cannot access the OnGea Activity Admin
App.

¢ 'O OWAEOI O6h UI O AAT AAAROBdsifrdniyoud AAEO T AxO
organisation. You cannot access the OnGea Activity Admin App.
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¢ ! O O! AOE Olcan addiidn&ly acdess the OnGea Activity Admin Appth
limited right s (you can neither create/edit Projects nor Organisations)

¢ ' O O/ OC Adan dedess the @hGéa Activity Admin App with full rights for your
organisation (including creating/editing projects, editing your organisation, and creating
new organisations)

4EAOA O11 A0 AOA OEEAOAAEEAAI &6 ET itpAhatthdbieOA OEAO

OIT1TAO AAT Ai h PI OO i1 0OA8 3ih EO AT AOG1 80 1 AEA OAI
OEA O! AOGEOEOU AAITET 6 OITA A O TTA T OCAT EOAOET T ¢
Al1 O!' AGEOGEOU AAI ET 6 OECEOOS

Inaddionto OEAOA 1t EEAOAOAEEAAI OI1 Abh OEAOAGO OEA Acg
access activities owned (created) by other organisation groups, IF your organisation has been

AAAAA O1I OEI OA AAOEOEOEAO A0 IMod@det, Erdakdd Behse E1 OT 1
01 Al xAUuO AAA OEA O3A1T AAOGe OI 1T A O AldyO3ARABROBOU
you can create/edit Profiles owned by your organisation, and Mobilities to Activities where your

i OCATEOAOQETT EAO ADEIN TAEADA I HAAGIBOCKHOEDT O AAT T T (

Organisationsnor Activities, and you cannot even view Projects 1 OT h O3 AT AAO6 EO OE.
role that cannot create/edit/delete News.

For an overview of group roles and their access rights to content (natéluding group roles

O#1 1 OOEAOOTI 06 AT A O%AEOI O6h xET 10veniewBfgouh AAAAOGC
roles and their access rights to Activity Admin App content types

So, reasonableombinations of user roles andyroup roles would be:

User role: Participant(created through OnGea Activity App)
User role: Staff; Group roleContributor

User role: Staff; Group roleEditor

Userrole: Staff; Group roleSender

User role: Staff; Group role: Sendexr Contributor

User role: Staff; Group role: Sender Editor

User role: Staff; Group roleActivity admin + Sender

User role: Staff; Group roleOrg admin + Sender

User role: Administrator; Group role: Org admin + Sender

ol I I e NN o NN o NN VA Ve ]

Bottom line: OnGea User Management is a bit complex and can at first be difficult to understand.
But once you get used to it, it gives you many options.
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4. The OnGea Activity Admin App

The OnGea Activity Admin Ap is the administrational software part of the OnGea System. It was
programmed in the framework React (also used by Facebook); you can think of it as a

AT 1T £ OOAAT A O2AT T OA #1100116 A O OEA $00DPAT $AO0A
The concept of the Actiuty is central for the OnGea system: An Activity isia a structured

situation bringing together people coming from different places in one place for a certain
amount of time. OnGea was especially developed for Activities that have participants sent from
one (or more) sending organisations to a host organisation. Several processes of organising an
activity z from the registration of participants through the actual activity up to postprocessing
and publicity z are facilitated by the system; including reportng in the EU Mobility Tool, in case
of Erasmus+ Key Action 1 funded mobility projects.

fiig (l

Staffin Staffin
Sending organisations Host organisations
J L) J
Participant mobility information Schedules, places, Participantand
personal data, travels announcements food lists, EU mobility tool

;% reports

Activity
@ (e.g. Youth Exchange) @

Sigh-up Public presentation of the activity
/( >\ Travels, schedules, maps, f \
announcements R

Public

Partners, funders, participants, parents ...

Participants
Young people, youth work professionals

The OnGea Activity Admin App is the brain of this system, feeding also the other elements (the
public OnGea Website Channel and the OnGea Mobile App for participants) with information.
When you plan concrete activitieawith a network of organisations, it makes sense tetart
working with the OnGea Activity Admin App. You may want to use it in different ways,
depending on questions such as:

¢ Do you want to use OnGea to create an online form where interested people can sign up
for your activity z or not?

¢ Isyour activity funded as Erasmus+ Key Action 1 youth exchange (or seminar for youth
work professionals)?And do you want to use OnGea for reporting in the EU Mobility
Tool?

¢ Do you want your participants to use the OnGea Mobile ABpANnd if yesdo you plan b
alsoprovide them with information about the activity schedulethrough the Mobile App?

¢ Do you want to export food lists showing how many people with which special food
requirements will join which meal of your Activity?
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4.1. Activity Terminolog y

In the OnGedActivity Admin App, you will work with some basic concepts, most of which are
used similarly as Erasmus+ funding terminology(see also the graphical explanatiorbelow). The
following terms are not listed alphabetically, but in an order that makes it easigo understand
their meaning and interdependencies.

Project
January 2019 - February 2020

[ Activity 1: Seminar for youth workers, April 2019 ] [ Activity 2: Preparation meeting, Sept 2019 ]
Activity 3 \
Youth exchange, Nov 2019
Mobility Stays Events
> of Jane Doe of Jane Doe
articipant
Profile (P pant) > 09:00 Breakfast
of Jane Doe \/ 10:00 Plenary
(person) \/ 11:30 Workshops
< 13:00 Lunch
\K \/ 15:00 City Trip J
Dashboard

The Dashboardis a starting page for the OnGea Activity Admin App. It provides some of the
terminology explanationsasin this chapter; and it can show some information at guick
glimpse. The OnGea 1ashboardis very basic; extensions are planned for future versions.

Project

A Projectin the OnGea system is a frame for one or moAgtivities. Projectshave a start and an
end date, and normally specific funding from one amore funders. AProject may run for along
time and contain severalActivities.

Activity

An Activity is a structured situation bringing together people, such as an international exchange
or a seminar.Activitieshave start and end dates, they have participants and they may have a
detailed schedule.

Profile

A Profilerepresents a person. It contains informatiorike name, date of birth, contact datatc. A
Profileis always connected to a user account in the OnG&astem. If you prefer to useProfiles
iTTu AO E£EI AO AAI ET EOOAOAA AU 1T OCAT EOAOQEIT T AI
to their user accouns; but under the hood, the accounts will still be there

Organisation

In the OnGea systenan Organisationcan represents an entity such as an association, a company
or any other formal or informal body.Organisationsare very important for OnGea rights
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management, since most content is bound to organisations. Organisations can also be displayed
to the public on the OnGea Website Channti.the OnGea Activity Admin AppQrganisationscan
be Sendingand/or Host Organisationgor Activities.

Mobility

A Mobility is the participation of one person in an activity. So, a youtampwith 40 persons

includes 40 mobilities.Mobilityd AT A ODAOOEAEDPAT 06 AAieach £0A1T AA
Mobility AT T OAET O ET & Oi AOET 1 ipdlidhideiads, sudh &s abiviiai 1 6 O DA
departure days.Mobilities can be created bysending Organisationbased on existingProfiles or

they can be created by participants signing up with online sigap forms. Mobilities may need

approval from sending or host organisation.

Event (and Schedule)

In OnGea terminology, afEventis a rather short action, such aa breakfast or a plenary meeting

j EAZ£ UT O OAU O)d8i 1T OCATEOET ¢ A 9 IiaA&dEnGaGeal O OEEO x
words). Activitiescanhavea detailed scheduleconsisting of severaEvents OnGedventscan be

repeating, daily or weekly.

Attendance (Stays)

Attendancemeans the participation ofa person inan Event This is saved in the OnGea system

with Stays A Say is the connection betweera Mobility and an Event or, in case of repeated

Events with oneindividual Eventrepetition. Your Activityd O OAEAAOI A 1 AU EAOA OE.
200h mwdgmnmh " OAAE £AOO06 hrd. Thdmdndadclohparficihhant Jane DdeOET 3 AD
could be saved in theStaysO A O A A EmA B Opm Gd OB A G EEA O OB © fTAiGiEA OO ¢ ¢

importantfor CAT AOAOET ¢ ET &I Of AGET T 1 EEA OEI x st AT U OACA
Place

APlaceis a location whereEventswith in an Activity happen; such as a hostel or a workshop

spacd 91 O AAT OOA OEEO A1 O1 11 A EETAO 1AOGAI h AAE

O3 Al ET A®Dyx @ Qlhchgblacesare mainly usedto generate maps for participants using
the OnGea Mobile Appfor this to work, you need to enter geolocatiomlata for the Places

Travel

Just asPlacesTravelsin the OnGea system are mostly important to provide information for
participants using the OnGea Mobile App. Fravelis a oneway trip from one location to another
location. It can be taken by severalagrticipants together. ATravel may contain several parts,
such as: bus tripz flight z metro trip. Or, you could enter those as separafBravels... which is
more work, but may give better information overview for participants in the mobile app.

Announcement

An Announcements a message sent to all, or a certain group of, participants of a certéiativity.
Announcementgan be sent by representatives dfilostand Sending Organisations that Activity
from the OnGea Activity Admin App. They are received Iparticipants using the OnGea Mobile
App for this Activity on their Smartphones.

Exports

An Export is a list generated from data existing in the system. OnGea can export different types
of lists; some are for printing (like a participant signatures list), sme are CSV files that can be
processed further in software like MS Excel, or can be uploaded to other systems (like the EU
Mobility Tool).
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4.2. The Dashboard
, AOBO OOAOO 160 AAOAETI AA 111 E AO OEA 11" AA 1 AQEC
Dashboard.

The Dashboard is the starting page for the OnGea Activity Admin Apthe OnGea 1. Dashboard
is very basic; extensions are planned for future version&t. provides some explanations of basic
OnGea Activity terminology, and offers quick links to create a nelroject, Activity or Mobility.

Yyl OEA Al @ O51 ApbpOi OAA ' Pl EAAT 0O06h UT O AAT OEAX
have not been approved yet. This is especially important when you have an Activity with

OOAT AACET 1 TADDOT @AAA A G DA ODEAKIDAA IO Gadiim: ki AAOEOA
OEEO AAOARh AOAOUAT AU OECIEIC OP xEIl EEOOO EAOA
AOT I AT |/ OCAT EOAOEIT ET OEEO ! AOEOEOU ABPDPOT OAO C
Ol BAAATAATOAEAAOAAGQ EAOAS

First, select the Activity for which you want to see the unapproved applicants. Loading will take

some time (we will try to speed this up in future versions). After loading is complete, you can

additionally select to just see Mobities that were created in the past 1, 3 or 7 days (i.e.

DAOOEAEDPAT OO OEAO EAOA APPI EAA TTTETAR T O xAOA A
those recent days).

As final box in the Dashboard, you may or may not (depending on your rights in thgstem) find

OEA PITET O O! AGET 1 06h xEAOA UT O AAT OAIT AAO O#1 AAI
procedure that has an impact on all Activities in your OnGea installation; you should make sure

that nobody is editing any Activity/Mobility in the system while this procedure is running. So,

what is this? Stays are data nodes generated for individual schedules of activity participants.

When changes are made to schedules, unused stays may remain in the system. After some time,

this may slow down the sysem. So it makes sense to clean them up once in a while, maybe

anually after you have handed in your final project reports for the year.

3Th 1TAOG8O ¢i EOOOEAO ET OF OEA /17" AA 1 AOEGEOU ! Aj
the menu from top todown, but rather in an order that makes sense to understand the system.
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4.3. Organisations

4aEA 117" AA AT TAADO xAO AAOGAIT T PAA AU Ui OOE xI1 OE 1 C
concept of theOrganisationis very central in the OnGea Systen®rganisations lavefunctions on

three levels:

A. Rights Management
-100 ATTOAT O ET OEA /1" AA OUOOAI EO O1 x1 AAo |
O E A OdghtGrelated group. Users can be member of this group with different rights
levels. This makes it easy to sharand hand over work within organisations. You can
read more about this in chapter3. OnGeadJser andRights Management
B. Hosting Activities, and sending participants there
This is what we will deal with in this chapter: The OnGea system was built mainly for
Activities with Host and Sending Organisations, suds international seminars or youth
exchanges.
C. Public Presentation
Organisations are also presented on the OnGea Website channel. You may create
| OCAT EOAQOETT O ET Ul OO0 /1" AA 3UOOAI OEAO ATl
neither send nor host particpants; but that only exist in your OnGea System to be
presented to the public, e.g. as partners. Read more in chap®eiThe OnGea Website
Channel

Qu
o~

| £ AT OOOAh UI 6 AOA EOAA O1 OOA OEA /11" AA #1171 0ATC
creating exactly one OnGea Organisation for each legal entity in your network. Likeyatir

organisation has branches in different cities or even countries, it may (or may not) make sense

for you to create the individual branches as organisations in the OnGea systd®g.aware that in

IT"AA p8gh EOB0 11 0 DI OGipakiPhiiled fromdreOrgihisalidntol AOOEE E
another.

4.3.1. Creating Organisations

Organisations are created in the OnGea Activity Admin Appor this, you need to be logged in
xEOE O/ OC ! ATET 6 OECEOO jEZ£ UI O AOA T Aimko T £ 11
0/ O¢C ' ATET 6 OEGCEOO &£ O Oii A T2 OEAih T AEA OOOA C
I OCAT EUAOGETT o6 $01 PAT x1 11 OEA OPPAO OECEOQS

)T OEA 1 AEO0 UAIITT x hADEGAT ADEAE OOQAAREDAABGEI BOHO.
the horizontal yellow menudoes the same).

4 E A Gdnteidportant things that you need to be aware of when creating a new Organisation:

¢ Saving a new Organisation automatically creates a rights group for that Organisation.
Only the Superadmin has access to this new group, and cawegother users admin rights
1 EEA O/ O0C AAiET o6 &£ O OEAO cOi Ops8

¢ So, ike new born sharks, Organisations are independent right after birth. That is, the
iTi ATO UT O EAOA AOAAOGAA AT [/ OCAT E O AaleEss 1
rights for this Organisation.

¢ Also, deleting an Organisation leaves a path of destruction throughut the system; so
when you create an Organisation, think of it as something permanent.

>
C
po2
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Language

Organisations:

English ~

My organisations

Organisation
Organisations v
ncements

The Initiative
Acronym
E-mail address
Website
Address

Street address

Organisations have only12 data fieldsto fill, plus two images; so they are quick to create. For

OECEOO 1 AT ACAI AT O pOODPI OAOGh TT1 U OEKorssiity A O/ OCA
administration purposes, also Acronym and PIC Code should be filled (the PIC Code is an
identificatii T AT AA &£ O T OCAT EOAOET T O OEAO OAAAEOA %5 £

funding formats). For public presentation on the website, all fields should be filled.
Recommended image formats are:

¢ Logo: GIF, PNG or JPG file, 240x240 pixels
¢ Image: JPGIE, 1750x700 pixels

Oh, and: In OnGea 1, you can creatéwo Organisations withidenticalT Ai A©68 4EEO AT AO
A

0
AT u 001 OAT A 11T OF #OxAOA 1 AGAT h AOO EO xEI T A |

)
Ai

4.3.2. Editing Organisations
Editing Organisations basically works like creating new Organisationsl T 1 U OEAO EO80 11

Oi EAOA O/ OC 'AiEI 6 OECEOO AIARAATOY OICOC AT ED HO EINEICH
that specific Organisation.
Note:

Since the Superadmin cannot access the OnGea Activity Since deleting Organisati T © AT A Ol

Admin App,this also means: Aunctioning Organisation ~ Work in OnGea 11, you may have the idea

OEAD AAI AA RAAEOAA T AAAO to rename organisations instead, like, 1006 qd

. . . when some association leaves your

Admin from another organisation tha creates the new network, you could have the idea to just re

organisation, plus the Superadmin who adds users to the use thér OnGea Organisation for another

TAx T OCAT EOAQGEI 180 CcOI OB . newpartnerorganisation. We advicegu E OET C

Ai O OEA 1 OCAT EOAOEI T AU |, NOTtodothis;sincethismayresultin - Aj E] §¢
DOl Al Ai 6 1 EEA OOEA 1

that group. suddenly appears listed as partner in a

. o DOl EAAO OEAO AAshAhk

4.3.3. Demtmg?_rg?ntsat'?ni (or ,b?tter: A”‘?t) . ~ rights group related to the Organisation o

Since almostalAl | O A I O El OE A / I "4 will keep the old name when you rename A Ao

by organisations, deleting an organisation would delete  the Organisaton. Of course, renaming of an

a lot of content from the system, and typically create a Organisation that actually changes their
mess name is no problem.
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There is a way that you can delete an organisatiGgnAAOOAT 1 Uh AAAE OOAO xEOE
ight O AAT AAI AOA AAAE 1T OCAT EOAOEIT ET OEA $OO0OPAI A
carefully about whom you make administrator) but we strongly advise you NOT do to thatralil

of destruction, tears, torment ..you get the picture

This will probably not change in future OnGea 1.x versions, maybe not even in OnGea 2.0; so,
EAOA8O AT Al OAOT AGEOA & O Ui O 888

4.3.4. Hiding an Organisation

For OnGea 2.0, we plan to enable OnGea systems to have multiple OnGea Website Channels. By

then, all content types in theOnGea Activity Admin App, such as Organisations, will have
AEAAEAT gAO 1 EEA O3ET x 11 7AAOEOA 86h O3EIx 11 7R4
organisation by just unchecking all those boxes.

(T xAOAOh AOOOAT O1 Uh OE A@A Bo0 cah filtér theOfganisdtidndist AT | BT EA A
page, and theDrganisationdlist on the frontpage, to not show a certain organisationthe

organisation will still be visible through the direct link to their page, and if they are listed as

Ol OCAT EOQAGCETHET EUIOCOO ORABAOGET OO POI EAAOO AT A AAOEOE
but at least it will no longer be prominently featured.

You can learn how to hide an Organisation by filteringnder 7.5. Customizing your OnGea
Website Channel

Organisations involved in this project

ROQTS & ROUTES International EuroEst Youth Foundation Kauno miesto kamerinis teatras, Brouhaha International
Association viedoji jstaiga

ORGANISATION READ MORE ORGANISATION READ MORE
ORGANISATION READ MORE ORGANISATION READ MORE

Associacié Rutes i Origens Stichting ROOTS & ROUTES Associazione Centro di Creazione e ROOTS & ROUTES Cologne e. V.
Cultura

ORGANISATION READ MORE ORGANISATION READ MORE ORGANISATION READ MORE
ORGANISATION READ MORE

Organisations involved in a Project, as displayed on the OnGea Website Channel
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4.4. Projects, and Activities Basics

00T EAAOO AT A | AOEOEOGEAO AOA Al 1 drdlotk athdticA OAA AT T C
them in this chapteh  AA &l OA CT ET ¢ ET O1 AAAE 11TA860 AAOGAEI O
As explained before, in OnGea terminologg,Projectis a formal frame (often defined by specific

funding, and the official start and end dates of the funding period), in which actuAktivitiesz

that is: youth camps, exchanges, workshops, seminars, festivals gttake place. Just like
Organisations, also Projects and Activities have functions on three levels:

A. Rights level
Access rights (editing and deleting, or viewonly) for Projects and Acivities are defined
Augq 7EEAE / OCAT EOAOQETI 1860 OOAEE EAO AOAAOAA A
| OCAT EOAGEI T O EAOA AAAT AAAAA AO O/ OCAT EOAOQEI
B. Hosting & sending level
The Activity (much more than the Project) is thecentral place to organise hosting and
sending of participants in OnGea

C. Public presentation level

Projects and Activities are in OnGea 1.gutomatically presented on the OnGea Website channel

(unless yau deliberately filter some out;see0.! 1 ECEOAT @ O. AxOEFAAAd ! OOAAE
O$EOPI AUO6h OT AEAAE OEA AEAAEAT @ ET A0 106 1T &£ O3R
Al EAE O3Z00®ABOAGEAM G 1 ETE OET O A AA CIiTA T1 x8

Filtering views).

OPDAAEAI T U ET ! AOEOEOEAOh OEAOA60O NOEOA Oii A £EOI
depending on your real world needs. So we recommend that, before creating an OnGea Activity,

Uur 6 EZEOOO O1 AAOOOAT A xEAO OEA AEEEAAOCAT O OAAOG AT A
Admin App are for; and clarify for yourself, which functionality you want to use.

4.4.1. Rights in Projects and Activities

) 080 OAOU EIi bl OOAT O ights madageniedl foldind@eA Prajé@d dand ET x O
Activities works; otherwise you might find yourself banging your head against the screen and

cursing the OnGea team. Which we want to avoid :

Check the sheet@verview of group roles and their access rights to Activity Admin App content
typesdon page24 z it may take a while until you fully understand it Maybe print it and keep it as
reference while reading the following.

In the following, bysayingO1T T 1 U AT / OC ' Ai ET AAT Al OEEO&N xA |

¢ YouneedtobeloggedinasauserE OE OOAO OT 1 A O30A&EA6 10 O! Ai
¢ xEI EAO OEA cCcOi O6bp OI1T A O/0Cc ' AiET 6 ET OEA OEC
AEODPI AUAA ET OEA OPPAO OECEO O#EIT T OA 1 OCAT EU/
7EAT xA OAU OATaSeniddar®eAON T1TA0 EOB OOBBO& K AditbfU OEA O
course with thegroup rolesO! AOEOE O WO 'OBIAETAR O6 h a3dumiBghhk GsErOAT UN Al
has ONLY ongrouprole.9 AOh CcO1 6bp OiI 1 AOG AAT AA ATl AET AAN Oil
3AT AAO £l O / dlgidthaEad Ar@Admih caB I8y dedinition do everything that an







































































































































































































































