
   

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 funded youth exchanges. 

This manual explains the most important steps in installing and running an OnGea system. The 

table of contents is clickable, so are most cross references in the text ɀ hence it makes sense to 

use the PDF version rather than to print it on paper (also, recommended for ecological reasons). 

This manual refers to the OnGea system in version 1.1, as published in January 2019. For the 

most current manual version, please check https://ongea.eu/ downloads. If you find mistakes in 

this manual, please e-mail them to info@ongea.eu.  

This manual is written to cover most aspects of 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, but you rather are  

A. administering youth activities/exchanges in an organisation working with an OnGea 

System, and/or 

B. contributing news texts to an OnGea based website channel, 

we would recommend to start with the following chapters: 

A. Administering Youth Activities/Exchanges with the OnGea Activity Admin App  

ς 1. OnGea Basics 

ς 2.1. Advice for Starters 

ς 2.4. Getting Started with the OnGea Activity Admin App 

ς 4. The OnGea Activity Admin App 

ς 5. The OnGea Participant Log-in Area 

ς 6. The OnGea Mobile App 

B. Contributing News Texts to an OnGea based Website Channel 

ς 1. OnGea Basics 

ς 2.1. Advice for Starters 

ς 7.2.1. Creating News 

ς 7.2.3. Editing, Deleting and Translating News and Basic Pages 

ς 7.2.4. Drupal Text Editors 

Of course, the manual can also be used as a reference/compendium to look up stuff; use 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 system with 

three components: The OnGea Activity Admin App for staff in host and sending organisations, the 

OnGea Mobile App for participants, and the OnGea Website Channel for the public ɀ grouped 

around a system core based on the open source Content Management System Drupal.  

The OnGea system with its components is visualised here: 

 

 

Read more about the OnGea components in chapter 1.2. The OnGea Architecture.  

The single components are explained in detail in the following chapters: 

ς 4. The OnGea Activity Admin App 

ς 6. The OnGea Mobile App 

ς 7. The OnGea Website Channel 
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1.1. OnGea History , Licence and ȰBusiness Modelȱ 
The OnGea system was created by an international consortium (see full credits at the end of this 

manual: 9. OnGea Credits) during a project period from September 2015 to August 2018, funded 

by the EU program ERASMUS+; with additional funding for the development of the OnGea 

Mobile App from the youth ministry of the German federal state of North Rhine-Westfalia. The 

system is available open source by the EUPL 1.2 licence1 and can be used by anybody for free.  

Our consortium will keep the OnGea system alive ɀ last but not least, we also created this system 

for our own use. We are a consortium of small non-profit organisationsȠ ÁÎÄ ×Å ÄÏÎȭÔ ÍÁËÅ ÁÎÙ 

money with OnGea (unless we get some follow-up 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 company jott.hosting who offers ready-to-use pre-

installed OnGea systems for rent, and also 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 your 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 bugs from our own resources. But more probably, we 

will forward your request to the external programming teams that worked with us on OnGea, 

and you will receive an estimate from them what fixing the bug or programming the additional 

feature would cost. 

Also, since the OnGea System is open source, you can of course develop the system further, fix 

bugs and develop additional features on your own. We are happy if you suggest your 

developments to be included in future official OnGea releases (however, of course we cannot 

promise that they will  be included). 

 

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

                                                             
1 see https://eupl.eu/1.2/en  and 
https://joinup.ec.europa.eu/collection/eupl/eupl -guidelines-faq-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 organisation or network of organisations installs 

OnGea on their server/web space, or rents a pre-installed OnGea system with web space from a 

provider like jott.hosting ɀ and this OnGea installation then can be used to manage youth events 

hosted by this organisation or network.  

From this approach follows: 

ς OnGea is not ONE big common web platform, ÂÕÔ ÉÔȭÓ Á ÔÏÏÌ ÔÈÁÔ ÄÉÆÆÅÒÅÎÔ 

organisations/networks can install and use as their platforms 

ς There are currently no plans for data exchange between different OnGea installations; 

since this would be technically extremely difficult. Downside: If your organisation 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 open source CMS Drupal. This system core handles rights 

management, contains the database for all content, and generates the public OnGea Website 

Channel.  

II . The OnGea Activity Admin App  

We built the OnGea Activity Admin App to make logistical administration of 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 API. Metaphorically, you can see the OnGea Activity Admin App as 

kind of a comfortable remote control for Drupal. 

III . The OnGea Mobile App 

The OnGea Mobile App is a separate piece of software, available in Android and iOS versions. It 

was designed for participants of youth ÁÃÔÉÖÉÔÉÅÓ Ⱦ ÉÎÔÅÒÎÁÔÉÏÎÁÌ ÅØÃÈÁÎÇÅÓȟ ÔÏ ÂÅ ÔÈÅÉÒ ȰÔÒÁÖÅÌ 

ÃÏÍÐÁÎÉÏÎȱȟ ÐÒÏÖÉÄÉÎÇ ÔÈÅÍ ×ÉÔÈ ÉÎÆÏÒÍÁÔÉÏÎ ÁÂÏÕÔ ÐÌÁÃÅÓ ÔÏ ÂÅȟ ÓÃÈÅÄÕÌÅÓȟ ÔÒÁÖÅÌÓȢ 4ÈÅ /Î'ÅÁ 

Mobile App can connect to any OnGea installation (it also communicates through a REST API). 

Users need to have an account in an OnGea installation first to be able to use the OnGea Mobile 

App with that OnGea installation. 

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/server, see 8.1. System Requirements for an OnGea Server/Webspace. You can 

also rent a web space with pre-installed OnGea system from our partners at jott.hosting. 

For working with the OnGea system, including the OnGea Activity Admin App and the OnGea 

Website Channel, you can use almost any modern browser, such as: 

ς Firefox, version 45 (or newer), 

ς Chrome, version 49 (or newer), 

ς Safari, version 10 (or newer), and 

ς Edge, version 14 (or newer). 

We have tested the system mostly with Firefox (version 64), and Chrome (version 71). So using 

those browsers for 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 Smartphones with operating systems: 

ς Android 5 (or newer), or 

ς iOS 8.0 (or newer). 

 

 

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 OnGea from an organisation/admin perspective. It 

assumes an already installed system. For guidelines on installation, see chapter 8. Installing 

OnGea. Also, for more details on everything covered in this chapter, check the following 

chapters. 

2.1. Advice for Start ers 
(ÅÒÅȭÓ ÓÏÍÅ ×ÏÒÄÓ ÏÆ ×ÉÓÄÏÍȠ ÂÁÓÅÄ ÏÎ ÌÏÔÓ ÏÆ ÍÉÓÔÁËÅÓ ×Å ÍÁÄÅ ÄÕÒÉÎÇ ÄÅÖÅÌÏÐÍent and 

testing of the OnGea system :-)  

2.1.1. Using your browser  

ς 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 AdÍÉÎ !ÐÐȟ ÄÏÅÓÎȭÔ ×ÏÒË ×ÅÌÌ ÏÎ ÓÍÁÌÌ ÖÉÅ×ÐÏÒÔÓȢ 

ς We recommend to use a 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 system. For printing export lists, we recommend 

Chrome (version 70 or newer), since it offers better printing functionality. 

ς 4ÈÅ ȰÎÅ× ÐÒÉÖÁÔÅ ×ÉÎÄÏ×ȱ ÆÕÎÃÔÉÏÎ ÏÆ &ÉÒÅÆÏØ ÉÓ very helpful: You can use it to be logged 

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. 

ς If you, as superadmin, make changes to the system architecture, it may be necessary to 

clear the OnGea data locally stored in your browser before those changes become visible; 

ÔÏ ÃÈÅÃËȟ ÖÉÅ× ÔÈÅ ×ÅÂÓÉÔÅ ÉÎ Á ȰÎÅ× ÐÒÉÖÁÔÅ ×ÉÎÄÏ×ȱȢ 9ÏÕ ÃÁÎ ÄÅÌÅÔÅ ÌÏÃÁÌ storage in the 

Firefox storage inspector.2 

ς Sometimes, due to bad/collapsing internet connection, stuff can get messy. Refreshing 

the page (F5 or CTRL+F5 on Win, Apple+R on Mac) or logout/login again can help. Be 

aware that you will lose not-yet-saved information that you entered in this case. 

ς In general, when writing long texts for OnGea (or for most other websites), we 

recommend to pre-write in an offline text editor such as Word or Notepad; to avoid 

losing data when your internet connection collapses. 

ς The OnGea System uses various forms of caching. That is, some things may work a bit 

slowly in the beginning, but will get faster when you go there for the second time. This 

ÍÁÙ ÁÌÓÏ ÒÅÓÕÌÔ ÉÎ Ȱ3ÔÕÆÆ ÔÈÁÔ ÙÏÕ ÃÈÁÎÇÅ ÉÎ ÔÈÅ ÂÁÃËÅÎÄ ÉÓ ÎÏÔ ÃÈÁÎÇÉÎÇ ÉÍÍÅÄÉÁÔÅÌÙ ÏÎ 

ÔÈÅ ÐÕÂÌÉÃ ×ÅÂÓÉÔÅȱȢ  

2.1.2. 5ÓÉÎÇ /Î'ÅÁȭÓ $ÒÕÐÁÌ ÂÁÃËÅÎÄ 

ς The Drupal backend sometimes switches language ×ÈÅÎ ÙÏÕ ÄÏÎȭÔ ×ÁÎÔ ÉÔ ÔÏ, like, when 

you edit a user who has their profile set to another language than yours ɉÉÔȭÓ Á ÓÔÁÎÄÁÒÄ 

Drupal issue). So if you feel lost because you suddenly have the system in a language that 

ÙÏÕ ÃÁÎȭÔ ÒÅÁÄȟ ÙÏÕ ÃÁÎ ÁÌ×ÁÙÓ ÃÈÁÎÇÅ ÔÈÅ 52, ÉÎ ÙÏÕÒ ÂÒÏ×ÓÅÒȭÓ ÁÄÄÒess bar to quickly 

ÇÅÔ ÂÁÃË ÔÏ ÙÏÕÒ ÐÒÅÆÅÒÒÅÄ ÌÁÎÇÕÁÇÅȡ 2ÉÇÈÔ ÁÆÔÅÒ ÔÈÅ ÂÁÓÉÃ ÄÏÍÁÉÎȟ ÔÈÅÒÅȭÓ ÓÏÍÅÔÈÉÎÇ ÌÉËÅ 

ȰȾÈÕȾȱ ɉÔÈÉÓ ×ÏÕÌÄ ÂÅ (ÕÎÇÁÒÉÁÎɊȟ ×ÉÔÈ Á Ô×Ï-letter ISO code for the language. Changing 

ÔÈÉÓ ÔÏ ȰȾÅÎȾȱ ×ÉÌÌ ÔÁËÅ ÙÏÕ ÂÁÃË ÔÏ %ÎÇÌÉÓÈȢ  

You should however not use this approach if you are just in the process of 

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

https://developer.mozilla.org/en-US/docs/Tools/Storage_Inspector
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creating/editing/ translating content; since then, you would be redirected to another 

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

ς 4ÈÅ ÓÙÓÔÅÍ ÄÏÅÓÎȭÔ ÁÌÌÏ× ÄÉÆÆÅÒÅÎÔ Áccounts with the same e-mail address. So, as main 

admin of an OnGea installation, you should have at least two different e-mail addresses, 

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

account. 

ς When you want to get from the website view back to the admin backend, click on your 

ÕÓÅÒÎÁÍÅ ÏÎ ÔÈÅ ÔÏÐ ÌÅÆÔ ÁÎÄ ÔÈÅÎ ÏÎ Ȱ6ÉÅ× ÐÒÏÆÉÌÅȱ. 

ς 7ÈÅÎ ÙÏÕȭÒÅ ÌÏÇÇÅÄ ÉÎ ÁÓ 5ÓÅÒ ×ÉÔÈ !ÄÍÉÎÉÓÔÒÁÔÏÒ ÒÉÇÈÔÓȟ ÏÒ ÅÖÅÎ ÁÓ 3ÕÐÅÒÁÄÍÉÎȟ ÙÏÕ 

will have access to lots of Drupal settings. Our advice ÉÓȡ )Æ ÙÏÕ ÄÏÎȭÔ ËÎÏ× exactly what 

ÙÏÕȭÒÅ ÄÏÉÎÇ ÔÈÅÒÅȟ ÄÏÎȭÔ ÔÏÕÃÈ ÔÈÏÓÅ ÓÅÔÔÉÎÇÓȠ especially noÔ ÔÈÏÓÅ ÕÎÄÅÒ ÔÈÅ Ȱ-ÁÎÁÇÅȱ 

menu ɀ except for things explicitly explained in this manual. Better stick to the OnGea 

Activity Admin App, the Admin Menu, and those ÁÃÔÉÏÎÓ ÕÎÄÅÒ ÔÈÅ Ȱ-ÁÎÁÇÅȱ ÍÅÎÕ ÔÈÁÔ 

are explained in this manual. 

ς 7ÈÅÎ ÕÓÉÎÇ ÔÈÅ $ÒÕÐÁÌ ÂÁÃËÅÎÄ Ȱ-ÁÎÁÇÅȱ ÍÅÎÕ (remember our warning above!)ȟ ÄÏÎȭÔ 

click too early; just do simple mouse-over to unfold the menu up to the point where you 

want to go. Then click.  

2.1.3. Using images 

ς After uploading an image in the OnGea Activity Admin App, normally, on the right of the 

uploaded image, fields for image title and image alt text will appear. Sometimes they 

ÄÏÎȭÔȠ ÉÎ ÔÈÏÓÅ ÃÁÓÅÓȟ ÔÈÅ ÉÍÁÇÅ ×ÉÌÌ ÎÏÔ ÂÅ ÓÁÖÅÄȟ ÅÉÔÈÅÒȢ )Î ÔÈÁÔ ÃÁÓÅȟ ÊÕÓÔ ÃÌÉÃË ÓÁÖÅȟ ÌÅÁÖÅ 

page, come back, and add the image then. Save. 

ς In OnGea 1.1, most images that you upload are not being resized automatically; 

especially not in the OnGea Activity Admin App (we plan to implement this in future 

versions). So we recommend that you prepare your images before uploading, to have a 

quick loading OnGea website. Read more about this in chapter 7.3. Working with Images 

ς Accessibility implementation is not perfect yet on OnGea 1.1; like, you can already save 

Alt-tags for all images (to be used by screen readers), but most are not yet accessible on 

output side. This will be improved in future OnGea versions.  

2.1.4. Other known issues  

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

×ÅÌÌȢ )ÔȭÓ ÔÈÅ $ÒÕÐÁÌ ÓÔÁÎÄÁÒÄ ÓÅÁÒÃÈȠ ÁÎÄ ÉÔ ÓÏÍÅÔÉÍÅÓ ÈÁÓ ÐÒÏÂÌÅÍÓ ÆÉÎÄÉÎÇ ÃÏÎÔÅÎÔȟ ÏÒ 

it delivers several translated versions of the same content. We will try to improve this in 

future versions.  

ς 7ÅÌÌȟ ÔÈÅÒÅȭÓ Á ÌÏÔ ÍÏÒÅ ÎÏÔ-yet-perfect things on OnGea. We are 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 spans 43 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 of this organisational structure. So, what you 

should do with your new system to create a workable structure: 

2.2.1. Step 1: Create new user 

Log in as Superadmin. The Superadmin login should only be 

used for very specific tasks (mainly for creating users and 

assigning them to organisations), so first you should create 

your own Admin account. On the left, you will see the admin 

menu as pictured hereȢ #ÌÉÃË Ȱ5ÓÅÒÓȱȟ ÔÈÅÎ Ȱ!ÄÄ ÕÓÅÒȱȢ Now:  

ς enter your e-mail address (needs to be different from 

the address that you use as Superadmin) 

ς enter a password, and confirm (repeat) it 

ς 3ÔÁÔÕÓ ÓÈÏÕÌÄ ÂÅ ȰÁÃÔÉÖÅȱ 

ς Set role to ȰAdministratorȱ 

ς #ÌÉÃË Ȱ#ÒÅÁÔÅ ÎÅ× ÁÃÃÏÕÎÔȱ ÂÕÔÔÏÎȢ 

2.2.2. Step 2: Add new user to organisation  group  

Now, click on Ȱ'ÒÏÕÐ ÍÅÍÂÅÒÓȱȢ 4ÈÅ ÈÅÁÄÌÉÎÅ ÓÈÏÕÌÄ ÎÏ× ÂÅ Ȱ-Ù ÏÒÇÁÎÉÚÁÔÉÏÎ ÍÅÍÂÅÒÓȱȢ .Ï×ȡ 

ς #ÌÉÃË Ȱ!ÄÄ ÍÅÍÂÅÒȱȢ  

ς 5ÎÄÅÒ Ȱ5ÓÅÒÎÁÍÅȱȟ ÅÎÔÅÒ ÔÈÅ Å-mail address of the new account you just created.  

ς 5ÎÄÅÒ Ȱ2ÏÌÅÓȱȟ ÃÈÅÃË ÔÈÅ ÃÈÅÃËÂÏØÅÓ Ȱ/ÒÇ ÁÄÍÉÎȱ ÁÎÄ Ȱ3ÅÎÄÅÒȱȢ 

ς Save. 

2.2.3. Step 3: Log in as new user 

Log out as Superadmin, and log in as your new user. Then enter the OnGea Activity Admin App 

(first item under Admin menu). 

2.2.4. Step 4: Create organisations  

)Î ÔÈÅ /Î'ÅÁ !ÃÔÉÖÉÔÙ !ÄÍÉÎ !ÐÐȟ ÃÌÉÃË Ȱ/ÒÇÁÎÉÓÁÔÉÏÎÓȱ ÉÎ 

the left yellow menu. Here, you can edit your own 

ÏÒÇÁÎÉÓÁÔÉÏÎ ɉÉÎÉÔÉÁÌÌÙ ÃÁÌÌÅÄ Ȱ-Ù /ÒÇÁÎÉÚÁÔÉÏÎȱɊȟ ÌÉËÅȡ 

Rename it, add contact info and logo etc.; but here, you can 

also create other organisations. So if you already know 

some partner organisations with whom you want to 

collaborate on your OnGea installation, you can create 

these organisations in the system now. You can rename, 

but NOT delete organisations, so think twice before 

creating a new one. For details, see 4.3. 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). For this, you need to know their e-mail 

ÁÄÄÒÅÓÓÅÓȢ 9ÏÕ ÂÁÓÉÃÁÌÌÙ ÄÏ ÔÈÅ ÓÁÍÅ ÁÓ ÉÎ 3ÔÅÐ ρ ÁÂÏÖÅȟ ÏÎÌÙ ÔÈÁÔ ÙÏÕ ÇÉÖÅ ÔÈÅÍ ÔÈÅ ÒÏÌÅ Ȱ3ÔÁÆÆȱ 

Note: 

Creating an organisation automatically 

creates a group for that organisation in 

Drupal rights management. Only users who 

are members of this group with the Role 

ȵ/ÒÇ ÁÄÍÉÎȰ ÃÁÎ ÅÄÉÔ ÔÈÁÔ ÏÒÇÁÎÉÓÁÔÉÏÎȢ 3Ïȟ 

when you create a new organisation, you 

will not be able to edit it afterwards ɀ until 

the superadmin adds you to the group for 

that organisation. Read more about this in 

the rights management chapter. 
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ÒÁÔÈÅÒ ÔÈÁÎ Ȱ!ÄÍÉÎistratorȱ ɉÕÎÌÅÓÓ ÙÏÕ are ready to take the risk that they might break the 

whole system).  

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

A. ÃÈÅÃË ÔÈÅ ÂÏØ Ȱ.ÏÔÉÆÙ ÕÓÅÒ ÏÆ ÎÅ× ÁÃÃÏÕÎÔȱȢ )Î ÔÈÁÔ ÃÁÓÅȟ ÔÈÅ ÕÓÅÒ ×ÉÌÌ ÇÅÔ ÁÎ ÉÎÖÉÔÁÔÉÏÎ Å-

mail, allowing them to define their password; and the initial password given by you will 

not matter. (In case the system e-ÍÁÉÌ ×ÏÎȭÔ ÁÒÒÉÖÅȟ ÎÅ×ÌÙ ÃÒÅÁÔÅÄ ÕÓÅÒÓ ÓÈÏÕÌÄ ÃÈÅÃË 

their spam/junk folders, too.) You might want to inform new users in advance that they 

will receive the system e-mail, and maybe also give them this manual or at least an 

instruction what they should do in the system. 

B. ÌÅÁÖÅ ÔÈÅ ÂÏØ Ȱ.ÏÔÉÆÙ ÕÓÅÒ ÏÆ ÎÅ× ÁÃÃÏÕÎÔȱ ÕÎÃÈÅÃËÅÄȟ ÁÎÄ ÉÎÆÏÒÍ ÔÈÅ ÕÓÅÒ ȰÍÁÎÕÁÌÌÙȱȟ 

e.g. per e-mail 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  

)Æ ÙÏÕ ÈÁÖÅ ÃÒÅÁÔÅÄ ÎÅ× ÏÒÇÁÎÉÓÁÔÉÏÎÓ ÉÎ 3ÔÅÐ τȟ ÔÈÅÒÅȭÓ ÍÏÒÅ ÔÈÁÎ ÏÎÅ ÏÒÇÁÎÉÓÁÔÉÏÎ ÉÎ ÔÈÅ 

system now. Users who have rights for more than one organisation, such as the Superadmin, 

ÎÏ× ÈÁÖÅ ÔÏ ÓÅÌÅÃÔ ÉÎ ÔÈÅ Ȱ#ÈÏÏÓÅ ÏÒÇÁÎÉÓÁÔÉÏÎȱ ÄÒÏÐÄÏ×Î ɉÏÎ ÔÈÅ ÕÐÐÅÒ ÒÉÇÈÔ ÓÉÄÅ ÏÆ ÔÈÅ 

screen) for which organisation they currently make settings. So, steps to do, while still logged in 

as Superadmin: 

ς )Î ÔÈÅ Ȱ#ÈÏÏÓÅ ÏÒÇÁÎÉÓÁÔÉÏÎȱ ÄÒÏÐÄÏ×Îȟ ÓÅÌÅÃÔ the organisation to whose group you 

want to add a user. 

ς 4(%. ÃÌÉÃË ÏÎ ȰGroup mÅÍÂÅÒÓȱ ÕÎÄÅÒ ÔÈÅ !ÄÍÉÎ -ÅÎÕȢ The headline should now say 

Ȱɍ.ÁÍÅ ÏÆ ÏÒÇÁÎÉÓÁÔÉÏÎɎ ÍÅÍÂÅÒÓȱȢ ɉ)Æ ÙÏÕȭÌÌ Ó×ÉÔÃÈ ÏÒÇÁÎÉÓÁÔÉÏÎ ÌÁÔÅÒ ×ÉÔÈ ÔÈÅ 

ÄÒÏÐÄÏ×Îȟ ÙÏÕȭÌÌ ÈÁÖÅ ÔÏ ÃÌÉÃË Ȱ'ÒÏÕÐ ÍÅÍÂÅÒÓȱ ÁÇÁÉÎ ÔÏ ÁÃÔÕÁÌÌÙ ÇÅÔ ÉÎÔÏ ÔÈÁÔ 

organisatiÏÎȭÓ ÇÒÏÕÐȠ ÏÎÌÙ ÔÈÅ ÈÅÁÄÌÉÎÅ ÔÅÌÌÓ ÙÏÕ ×ÈÁÔ ÇÒÏÕÐ ÙÏÕ ÁÒÅ ÃÕÒÒÅÎÔÌÙ ÅÄÉÔÉÎÇȟ 

the dropdown does not). 

 

Now, you do basically the same as in Step 2 above: Add member Č enter the username 

(normally the e-mail address) of the user you want to add Č select appropriate roles Č save. 
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Now, what are the appropriate roles? You can find details in chapter 3. OnGea User and Rights 

Managementȟ ÈÅÒÅȭÓ ×ÈÁÔ ×Å ÓÕÇÇÅÓÔȡ 

ς 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 + Sender 

ς 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 the Organisation itself nor to 

edit/create new Projects, should get: Activity admin + Sender 

ς Same scenario, staff 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 

ÙÏÕ ÄÏÎȭÔ ËÎÏ× ÙÅÔ ×ÈÅÔÈÅÒ ÔÈÅÉÒ ÓÔÁÆÆ ÃÁÎ ÈÁÎÄÌÅ ÄÉÇÉÔÁÌ ÔÏÏÌÓ ×ÅÌÌȢ 

ς 0ÅÒÓÏÎÓ ×ÈÏ ÄÏÎȭÔ ÈÁÖÅ ÁÎÙÔÈÉÎÇ ÔÏ ÄÏ ×ÉÔÈ ÓÅÎÄÉÎÇȾÈÏÓÔÉÎÇȟ ÂÕÔ ÏÎÌÙ ÓÈÏÕÌÄ ÂÅ ÁÌÌÏ×ÅÄ 

to write News for the website, and edit/delete News written by anybody in the same 

/ÒÇÁÎÉÓÁÔÉÏÎȭÓ ÇÒÏÕÐ should get: Editor. 

ς Persons who should be allowed to write News, and edit/delete only their own News, 

should be: Contributor.  

 

Done! 

4ÈÁÔȭÓ ÉÔȟ ÎÏ× ÙÏÕ ÈÁÖÅ ÙÏÕÒ basic structure in place, with organisations, users and appropriate 

rights. Of course you can come back to Steps 4 to 6 at any time later, when there will be new 

organisations or new staff in your network. 
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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 as News, and Static Pages (a.k.a. Basic Pages) with 

information of permanent importance. The plan for OnGea 2.0 is to support multiple OnGea 

Website Channels; more about that in chapter 7. The OnGea Website Channel.  

To make basic settings for the website, you first need to be logged in either as the default 

Superadmin, or as another useÒ ×ÉÔÈ ÕÓÅÒ ÒÏÌÅ Ȱ!ÄÍÉÎÉÓÔÒÁÔÏÒȱ; things that you should do to set 

up your website then include: 

2.3.1. Step 1: Upload a Logo and Header Image 

#ÌÉÃË Ȱ(ÏÍÅȱ ÕÎÄÅÒ ÔÈÅ !ÄÍÉÎ ÍÅÎÕ ÔÏ ÇÏ ÔÏ ÔÈÅ ÐÕÂÌÉÃ ×ÅÂÓÉÔÅȢ 4ÈÅÒÅȟ ÙÏÕ ×ÉÌÌ ÆÉÎÄ ÁÎ Ȱ%ÄÉÔȱ 

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 website. Click the one on the right side of the header 

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

 

4ÈÉÓ ÓÈÏÕÌÄ ÌÅÁÄ ÙÏÕ ÔÏ Á $ÒÕÐÁÌ ÂÁÃËÅÎÄ ÐÁÇÅ ×ÉÔÈ ÔÈÅ ÈÅÁÄÌÉÎÅ ȰEdit custom block Header 

#ÏÍÐÏÎÅÎÔÓȱȢ 4ÈÅÒÅȟ ÙÏÕ ÈÁÖÅ ÔÏȡ 

ς ÓÅÔ ,ÁÎÇÕÁÇÅ ÔÏ Ȱ- Not specified -ȱ ɉÕÎÌÅÓÓ ÙÏÕ ×ÁÎÔ ÔÏ ÈÁÖÅ ÄÉÆÆÅÒÅÎÔ ÈÅÁÄÅÒ ÉÍÁÇÅÓ ÐÅÒ 

language). 

ς 5ÎÄÅÒ Ȱ(ÅÁÄÅÒ ,ÏÇÏȱȟ ÙÏÕ ÃÁÎ ÕÐÌÏÁÄ Á ÌÏÇÏ ÔÈÁÔ ×ÉÌÌ ÂÅ ÄÉÓÐÌÁÙÅÄ ÏÎ Á ×ÈÉÔÅ ÓÑÕÁÒÅ ÏÎ 

the left side of the header area (or in case there is a file uploaded alreaady, you can 

remove that one first). Recommended logo size is 240 pixels for the longer side, shorter 

side proportionally. )Î ÃÁÓÅ ÔÈÅÒÅȭÓ ÁÌÒÅÁÄÙ Á ÌÏÇÏ ÕÐÌÏÁÄÅÄȟ ÃÌÉÃË ÔÈÅ Ȱ2ÅÍÏÖÅȱ ÂÕÔÔÏÎȢ 

ς 5ÎÄÅÒ Ȱ(ÅÁÄÅÒ )ÍÁÇÅȱȟ ÙÏÕ ÃÁÎ ÕÐÌÏÁÄ ÁÎ ÉÍÁÇÅ ÆÏÒ ÙÏÕÒ ÈÅÁÄÅÒȢ 2ÅÃÏÍÍÅÎÄÅÄ ÓÉÚÅ És 

1918 × 420 pixels. In case there is a file uploaded already, you can remove that one first.  

ς 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 accessible on the 

×ÅÂÓÉÔÅȟ ÂÕÔ ×ÉÌÌ ÂÅ ÉÎ ÆÕÔÕÒÅ /Î'ÅÁ ÖÅÒÓÉÏÎÓȟ ÓÏ ÉÔȭÓ ÇÏÏÄ ÔÏ ÁÌÒÅÁÄÙ ÕÓÅ ÉÔ ÆÏÒ ÙÏÕÒ 

images. 

ς 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 find out which ones work best, also with different 

screen/window sizes, from desktop to cell phone. Please make sure that your organisation has 

the rights to publicly use the images that youȭÌÌ upload here (and elsewhere in the public parts of 

your OnGea installation). 
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2.3.2. Step 2: Edit Website Title , Slogan, E-Mail address  and Favicon 

#ÌÉÃË ÔÈÅ Ȱ-ÁÎÁÇÅȱ ÉÃÏÎ ÏÎ ÔÈÅ ÕÐÐÅÒ ÌÅÆÔ ÔÏ ÓÈÏ× ÔÈÅ ÇÒÅÙ $ÒÕÐÁÌ ÍÅÎÕȢ 4ÈÅÒÅȟ go to 

Configuration Č System Č Basic site settings. You should land on a Drupal backend page with 

ÔÈÅ ÈÅÁÄÌÉÎÅ Ȱ"ÁÓÉÃ ÓÉÔÅ ÓÅÔÔÉÎÇÓȱȟ ×ÉÔÈ Ô×Ï ÔÁÂÓ ÂÅÌÏ×ȟ Ȱ3ÅÔÔÉÎÇÓȱ ÁÎÄ Ȱ4ÒÁÎÓÌÁÔÅ ÓÙÓÔÅÍ 

ÉÎÆÏÒÍÁÔÉÏÎȱȢ  

Under Settings, you can define  

ς The site name (title that will be always visible on the header in fat letters) 

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

ς The e-mail address that will be used as sender for system mails (please follow 

instructions to be found there!) 

4ÈÅÎȟ ÃÌÉÃË Ȱ3ÁÖÅ ÃÏÎÆÉÇÕÒÁÔÉÏÎȱȢ )Î ÃÁÓÅ ÙÏÕ want site name and/or slogan translated for 

ÄÉÆÆÅÒÅÎÔ ÌÁÎÇÕÁÇÅÓ ÉÎ ÙÏÕÒ ÓÙÓÔÅÍȟ ÃÌÉÃË ÏÎ ÔÈÅ Ȱ4ÒÁÎÓÌÁÔÅ ÓÙÓÔÅÍ ÉÎÆÏÒÍÁÔÉÏÎȱ ÔÁÂ ÁÎÄ ÔÈÅÎ ÏÎ 

ÔÈÅ Ȱ!ÄÄȱ ÂÕÔÔÏÎ ÂÅÈÉÎÄ ÔÈÅ ÌÁÎÇÕÁÇÅÓ ÏÆ ÙÏÕÒ ÃÈÏÉÃÅȢ 

You should also define the e-mail address where messages enterÅÄ ÉÎ ÙÏÕÒ ×ÅÂÓÉÔÅȭÓ ÃÏÎÔÁÃÔ 

form will be sent to: Go to Manage Č Structure Č Contact Forms. #ÌÉÃË ÔÈÅ Ȱ%ÄÉÔȱ ÂÕÔÔÏÎ ÂÅÈÉÎÄ 

Ȱ7ÅÂÓÉÔÅ ÆÅÅÄÂÁÃËȱȢ 0ÕÔ ÔÈÅ Å-mail address(es) of your choice in the field Ȱ2ÅÃÉÐÉÅÎÔÓȱ. Save. 

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

available (security) updates. To set the recipient address for this, go to Manage Č Reports Č 

Available updates Č 4ÁÂ ȰSÅÔÔÉÎÇÓȱȢ There, you can define whether you want Drupal to check for 

updates daily or weekly, and whether you want to be informed about all updates, or only 

ÓÅÃÕÒÉÔÙ ÕÐÄÁÔÅÓ ɉ×Å ÒÅÃÏÍÍÅÎÄ ÔÈÅ ÌÁÔÔÅÒɊȢ !ÎÄ ÙÏÕ ÓÈÏÕÌÄ ÆÉÌÌ ÔÈÅ ÆÉÅÌÄ Ȱ%ÍÁÉÌ ÁÄÄÒÅÓÓÅÓ ÔÏ 

notify when updates are available). 

Optionally, you can also upload a so-called favicon (small image that will be displayed on the top 

left of most browser tabs). For this, go to Manage Č Appearance Č Settings Č 4ÁÂ ȰGlobal 

settingsȱȢ 4ÈÅÒÅȟ ÉÎ ÔÈÅ ÂÏØ Ȱ&ÁÖÉÃÏÎȱȟ make sure the Ȱ5ÓÅ ÔÈÅ ÆÁÖÉÃÏÎ ÓÕÐÐÌÉÅÄ ÂÙ ÔÈÅ ÔÈÅÍÅȱ 

checkbox is uncheckedȟ ÁÎÄ ÕÐÌÏÁÄ ÙÏÕÒ ÆÁÖÉÃÏÎ ÉÎ ÔÈÅ ÆÉÅÌÄ Ȱ5ÐÌÏÁÄ ÆÁÖÉÃÏÎ ÉÍÁÇÅȱȢ 4ÈÅÎȟ ÃÌÉÃË 

Ȱ3ÁÖÅ ÃÏÎÆÉÇÕÒÁÔÉÏÎȱȢ $Ï ÔÈÅ ÓÁÍÅ ÏÎ ÔÈÅ 4ÁÂ Ȱ/Î'ÅÁ 4ÈÅÍÅȱȢ 4ÈÅÎ ÃÌÉÃË ÏÎ ÔÈÅ $ÒÕÐÁÌ ψ ÌÏÇÏ ɀ a 

×ÈÉÔÅ Ȱψȱ ÏÎ Á ÂÌÕÅ ÄÒÏÐ ɀ on the upper left. (In cÁÓÅ ÙÏÕ ÄÏÎȭÔ ÓÅÅ ÉÔȟ ÃÌÉÃË Ȱ-ÁÎÁÇÅȱ ÆÉÒÓÔȢɊȠ ÎÏ×ȟ 

ÃÌÉÃË Ȱ&ÌÕÓÈ ÁÌÌ ÃÁÃÈÅÓȱȢ 4ÈÉÓ ×ÉÌÌ ÔÁËÅ Á ×ÈÉÌÅȠ ÁÆÔÅÒ ÔÈÁÔȟ ÙÏÕÒ ÎÅ× ÆÁÖÉÃÏÎ ÓÈÏÕÌÄ ÂÅ ÖÉÓÉÂÌÅȢ  

2.3.3. Step 3: Edit social media links  

Go to Manage Č Structure Č Menus Č 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, theÒÅȭÓ one icon each for the four platforms Facebook, Twitter, Instagram and 

YouTube. You can easily do two things here: 

ς %ÎÁÂÌÅȾÄÉÓÁÂÌÅ ÁÎÙ ÏÆ ÔÈÅ ÆÏÕÒ ÌÉÎËÓ ÂÙ ÃÈÅÃËÉÎÇȾÕÎÃÈÅÃËÉÎÇ ÔÈÅ Ȱ%ÎÁÂÌÅÄȱ ÃÈÅÃËÂÏØȢ )Æ 

you uncheck all four links, the Social Media bar at the top of your OnGea website will 

disappear. 

ς Edit the four links by clicking the according Ȱ%ÄÉÔȱ ÂÕÔÔÏÎsȢ #ÈÁÎÇÅ ÔÈÅ ÆÉÅÌÄ Ȱ,ÉÎËȱ ÔÏ 

ÙÏÕÒ ÓÏÃÉÁÌ ÍÅÄÉÁ ÐÁÇÅ ÌÉÎË ÆÏÒ ÔÈÁÔ ÐÌÁÔÆÏÒÍȢ $ÏÎȭÔ ÃÈÁÎÇÅ ÁÎÙÔÈÉÎÇ ÅÌÓÅȢ 3ÁÖÅȢ  
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If you want to add links for other social media platforms, read more in chapter 7.4.2. The Social 

Media Menu. 

2.3.4. Step 4: Define available languages  (optional/not recommended)  

/Î ÙÏÕÒ /Î'ÅÁ ×ÅÂÓÉÔÅȟ ÔÈÅÒÅȭÓ Á ÌÁÎÇÕÁÇÅ ÓÅÌÅÃÔÏÒ ÉÎ ÔÈÅ ÕÐÐÅÒ ÒÉÇÈÔ ÃÏÒÎÅÒȢ "Ù ÄÅÆÁÕÌÔȟ ÉÔ 

shows all 11 languages currently supported 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 at info@ongea.eu.  

In case you want less than 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). You should only do this in a new, freshly installed system; or at least in a 

system where no content has been created yet in the language you plan to delete. Once you have 

deleted a language, you cannot  easily bring it back; so think twice before deleting! 

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

then go to Manage Č Configuration Č Regional and language Č ,ÁÎÇÕÁÇÅÓȢ 4ÈÅÒÅȟ ÃÌÉÃË ÔÈÅ Ȱ ȱ 

ÓÙÍÂÏÌ ÂÅÓÉÄÅ ÔÈÅ Ȱ%ÄÉÔȱ ÂÕÔÔÏÎ ÆÏÒ ÔÈÅ ÌÁÎÇÕÁÇÅ ÙÏÕ ×ÁÎÔ ÔÏ ÄÅÌÅÔÅȟ ÁÎÄ ÔÈÅÎ ȰÄÅÌÅÔÅȱȢ 

2.3.5. Step 5: Create first Static Pages 

9ÏÕ ×ÉÌÌ ÐÒÏÂÁÂÌÙ ÎÅÅÄ ÓÏÍÅ ÓÔÁÔÉÃ ÐÁÇÅÓ ɉÃÁÌÌÅÄ Ȱ"ÁÓÉÃ 0ÁÇÅÓȱ ÉÎ $ÒÕÐÁÌɊ ÆÏÒ ÙÏÕÒ ×ÅÂÓÉÔÅȢ ,ÉËÅȟ 

ÉÎ ÍÁÎÙ ÃÏÕÎÔÒÉÅÓ ÉÔȭÓ ÃÏÍÐÕÌÓÏÒÙ ÔÏ ÈÁÖÅ ÁÎ ÉÍÐÒÉÎÔ ÐÁÇÅ ÁÎÄȾÏÒ Á ÐÁÇÅ ×ÉÔÈ Á $ÁÔÁ 0ÒÉÖÁÃÙ 

3ÔÁÔÅÍÅÎÔȢ 9ÏÕ ÍÁÙ ×ÁÎÔ ÁÎ Ȱ!ÂÏÕÔȱ ÐÁÇÅ ÅØÐÌÁÉÎÉÎÇ ×ÈÁÔ ÙÏÕÒ ÎÅÔ×Ïrk (or whatever structure 

is behind your OnGea installation) does; maybe with subpages presenting the team, services etc.  

4Ï ÃÒÅÁÔÅ ÓÔÁÔÉÃ ÐÁÇÅÓȟ ÃÌÉÃË Ȱ#ÒÅÁÔÅ "ÁÓÉÃ ÐÁÇÅȱ ÕÎÄÅÒ ÔÈÅ !ÄÍÉÎ ÍÅÎÕȢ 4ÈÉÓ ÂÒÉÎÇÓ ÙÏÕ ÔÏ ÔÈÅ 

$ÒÕÐÁÌ ÂÁÃËÅÎÄ ÐÁÇÅ Ȱ"ÁÓÉÃ ÐÁÇÅÓȱȟ ×ÉÔh an overview of all Basic pages created so far. If you 

ÈÁÖÅ ÁÌÒÅÁÄÙ ÃÒÅÁÔÅÄ "ÁÓÉÃ ÐÁÇÅÓȟ ÙÏÕ ÃÁÎ ÅÄÉÔ ÔÈÅÍ ÈÅÒÅ ×ÉÔÈ ÔÈÅ Ȱ%ÄÉÔȱ ÂÕÔÔÏÎ ÂÅÈÉÎÄ ÔÈÅ ÐÁÇÅ 

ÎÁÍÅȟ ÏÒ ÔÒÁÎÓÌÁÔÅ ÔÈÅÍ ɉÃÌÉÃË Ȱ ȱ ÓÙÍÂÏÌ ÂÅÓÉÄÅ ÔÈÅ Ȱ%ÄÉÔȱ ÂÕÔÔÏÎ ÆÏÒ ÔÈÁÔ ÐÁÇÅ, then 

Ȱ4ÒÁÎÓÌÁÔÅȱ). 

RigÈÔ ÕÎÄÅÒ ÔÈÅ !ÄÍÉÎ ÍÅÎÕȟ ÙÏÕ ×ÉÌÌ ÆÉÎÄ Á ÂÌÕÅ Ȱ!ÄÄ "ÁÓÉÃ ÐÁÇÅȱ button. Click that one to 

create a new page. Here, you can: 

ς Define the page title ; 

ς $ÅÆÉÎÅ ÔÈÅ ÐÁÇÅ ÌÁÎÇÕÁÇÅ ɉÎÏÒÍÁÌÌÙȟ ÙÏÕ ×ÏÕÌÄ ÓÔÁÒÔ ÃÒÅÁÔÉÎÇ ÔÈÅ ÐÁÇÅ ÉÎ ÙÏÕÒ ×ÅÂÓÉÔÅȭÓ 

first language, and then later add translations); 

ς 7ÒÉÔÅ ÔÈÅ ÁÃÔÕÁÌ ÔÅØÔ ɉȰ"ÏÄÙȱɊȢ 9ÏÕ ÃÁÎ ÕÓÅ ÓÏÍÅ (4-, ÈÅÒȟ ÔÈÅÒÅȭÓ ÆÏÒÍÁÔÔÉÎÇ ÂÕÔÔÏÎÓ 

etc.; read more under 7.2.4. Drupal Text Editors; 

ς Upload files that you want to attach for download, like PDFs; 

ς Upload one image here that will be the main image for that page. Recommended size: 

1750 × 700 pixels 

ς In the box on the right, you can define whether you want this page to appear in the main 

ÍÅÎÕ ɉÎÁÖÉÇÁÔÉÏÎɊ ÏÆ ÙÏÕÒ /Î'ÅÁ ×ÅÂÓÉÔÅȢ %ØÐÁÎÄ Ȱ-ÅÎÕ 3ÅÔÔÉÎÇÓȱȟ ÁÎÄ ÃÈÅÃË ÔÈÅ ÂÏØ 

Ȱ0ÒÏÖÉÄÅ Á ÍÅÎÕ ÌÉÎËȱȢ 4ÈÅÎȟ ÙÏÕ ÃÁÎ ÐÒÏÖÉÄÅ Á ÔÉÔÌÅ ÆÏÒ ÔÈÅ ÍÅÎÕ ÌÉÎËȟ ÁÎÄ ÕÎÄÅÒ Ȱ0ÁÒÅÎÔ 

ÉÔÅÍȱȟ ÙÏÕ ÃÁÎ ÄÅÆÉÎÅ ×ÈÅÔÈÅÒ ÔÈÅ ÐÁÇÅ ÓÈÏÕÌÄ ÂÅ ÏÎ ÔÈÅ ÔÏÐ ÌÅÖÅÌ ÏÆ ÔÈÅ ÍÁÉÎ ÍÅÎÕȟ ÏÒ 

below another menu item. The OnGea menu supports only two levels, so make sure not 

mailto:info@ongea.eu
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to put your page under a menu item that is already on 2nd ÌÅÖÅÌ ɉÔÈÏÓÅ ÓÔÁÒÔ ×ÉÔÈ Ȱ----ȱ ÉÎ 

ÔÈÅ ÄÒÏÐÄÏ×Îȟ ×ÈÉÌÅ ÆÉÒÓÔ ÌÅÖÅÌ ÉÔÅÍÓ ÓÔÁÒÔ ×ÉÔÈ Ȱ--ȱɊ Ȣ 

Now, save; and then, you can go back and add translations. ./4%ȡ 4Ï ȰÇÏ ÂÁÃËȱ ÁÆÔÅÒ ÃÒÅÁÔÉÎÇ Á 

ÐÁÇÅȟ ÄÏÎȭÔ ÕÓÅ ÔÈÅ ȰÂÁÃËȱ ÂÕÔÔÏÎ ÏÆ ÙÏÕÒ ÂÒÏ×ÓÅÒȢ 4ÈÉÓ ÍÁÙ ÒÅÓÕÌÔ ÉÎ ÃÒÅÁÔÉÎÇ ÄÕÐÌÉÃÁÔÅ ÅÎÔÒÉÅÓȢ 

2ÁÔÈÅÒ ÕÓÅ ÔÈÅ ÍÅÎÕÓȟ ÓÕÃÈ ÁÓ Ȱ6ÉÅ× 0ÒÏÆÉÌÅȱ ЀЄ Ȱ#ÒÅÁÔÅ "ÁÓÉÃ ÐÁÇÅȱȢ  

2.3.6. Step 6: Edit Main Menu (Website Navigation)  

Go to Manage Č Structure Č Menus Č Main Menu. Here, you can order the structure of the 

main menu of your OnGea Website Channel (the one right below the header image), add menu 

items, and enable/disable, edit and delete existing menu items.  

If you added your Static pages (Basic pages) to the menu in Step 4, you will not have to add 

anything here at the moment. What you can do here easily is: 

ς disable (not delete!) Menu items that you want to kick out of the menu for the moment, 

ÂÙ ÕÎÃÈÅÃËÉÎÇ ÔÈÅ Ȱ%ÎÁÂÌÅÄȱ ÃÈÅÃËÂÏØȟ and 

ς rearrange the order of the menu by drag-and-drop; you can also put menu items under 

other items this way. MÁËÅ ÓÕÒÅ ÔÏ ÕÓÅ ÏÎÌÙ Ô×Ï ÌÅÖÅÌÓ ÈÅÒÅȟ ÄÏÎȭÔ ÍÏÖÅ Á ÍÅÎÕ ÉÔÅÍ 

under an item that already is on 2nd level; since the OnGea Design can only display 2 

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 homepage, containing 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.  

)Æ ÙÏÕ ÄÏÎȭÔ ÌÉËÅ ÔÈÉÓ ÄÅÆÁÕÌÔ ÈÏÍÅÐÁÇÅȟ ÙÏÕ ÃÁÎ ÃÕÓÔÏÍÉÚÅ ÉÔ to some degree. Customizing is a bit 

ÃÏÍÐÌÉÃÁÔÅÄȠ ÉÔȭÓ ÄÅÓÃÒÉÂÅÄ ÉÎ ÃÈÁÐÔÅÒ 7.5. Customizing your OnGea Website Channel.  

 

Done! 

Now, your OnGea Website Channel should be ready to use. Of 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  Started with the OnGea Activity Admin App  
Before starting to use the OnGea Activity Admin App, make sure that you understand the 

(OnGea-ÓÐÅÃÉÆÉÃɊ ÄÅÆÉÎÉÔÉÏÎÓ ÏÆ ÃÏÒÅ ÔÅÒÍÓ ÕÓÅÄ ÉÎ ÔÈÅ ÓÙÓÔÅÍȟ ÓÕÃÈ ÁÓ Ȱ0ÒÏÊÅÃÔȱȟ Ȱ!ÃÔÉÖÉÔÙȱȟ 

Ȱ%ÖÅÎÔȱȟ Ȱ-ÏÂÉÌÉÔÙȱ ÁÎÄ Ȱ0ÒÏÆÉÌÅȱȢ You can find them in chapter 4.1. Activity Terminology. 

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

ÕÓÅÒ ×ÉÔÈ ÅÉÔÈÅÒ ÔÈÅ ÒÏÌÅ Ȱ3ÔÁÆÆȱ ÏÒ Ȱ!ÄÍÉÎÉÓÔÒÁÔÏÒȱ ɉÂÕÔ ÎÏÔ 

ÔÈÅ 3ÕÐÅÒÁÄÍÉÎɊȠ ÁÎÄ ×ÉÔÈ Ȱ3ÅÎÄÅÒȱȟ Ȱ!ÃÔÉÖÉÔÙ !ÄÍÉÎȱ ÏÒ Ȱ/ÒÇ 

!ÄÍÉÎȱ ÒÉÇÈÔÓ ÆÏÒ at least one organisation group. Depending 

on what rights you have, and what organisation group you 

are in, you may not see certain items (like e.g. Profiles or 

Projects). And for some items, you may have only viewing 

rights (eye icon), but not editing righs (pen icon). 

Generally, please be careful with deleting things; Activity-

related OnGea contents are often cross-linked and have dependencies, so deleting one item may 

have an impact on other items. Only freshly created new items can be deleted without worry 

(except Organisations; deleting Organisations always means 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 details, read 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 a Project  

In OnGea, a PÒÏÊÅÃÔ ÉÓ ÌÉËÅ Á ȰÃÏÎÔÁÉÎÅÒȱ ÆÏÒ Activities: It starts with preparation of the Activities, 

contains one or more Activities, and ends with post-processing and reporting. A typical 

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

ÉÎÔÅÒÎÁÔÉÏÎÁÌ ÐÒÅÐÁÒÁÔÉÏÎ ÍÅÅÔÉÎÇ ɉȰAdvance Preparation Visitȱ with  activity ÎÕÍÂÅÒ Ȱ!ρȱ ÉÎ 

%ÒÁÓÍÕÓϹ ÔÅÒÍÉÎÏÌÏÇÙɊȟ ÁÎÄ ÉÎ !ÕÇÕÓÔȟ ÔÈÅÒÅȭÓ Á Ô×Ï-weeks international youth exchange 

ɉȰA2ȱɊȠ Project ends September 30th. 

9ÏÕ ÎÅÅÄ Ȱ/ÒÇ !ÄÍÉÎȱ ÒÉÇÈÔÓ ÔÏ ÃÒÅÁÔÅ Á ÎÅ× Project. 'Ï ÔÏ Ȱ0ÒÏÊÅÃÔÓȱ ÉÎ ÔÈÅ ÌÅÆÔ ÙÅÌÌÏ× ÍÅÎÕȢ Go 

to the tab Ȱ.Å× pÒÏÊÅÃÔȱ in the upper yellow submenu. Put in the Ȱ'ÅÎÅÒÁÌ ÐÒÏÊÅÃÔ informationȱ 

for your Project and save. /ÐÔÉÏÎÁÌÌÙȟ ÇÏ ÔÏ ÔÈÅ ÔÁÂ Ȱ&ÕÎÄÉÎÇ ÉÎÆÏÒÍÁÔÉÏÎȱȟ ÁÄÄ ÁÎÄ ÓÁÖÅȢ 4ÈÅÎ ÇÏ 

ÔÏ ÔÁÂ Ȱ/ÒÇÁÎÉÓÁÔÉÏÎÓ ÉÎÖÏÌÖÅÄ ÉÎ ÔÈÉÓ ÐÒÏÊÅÃÔȱȟ ÁÄÄ ÏÒÇÁÎÉÓations (including your own!), and 

save.  

Note that information that you put in here is not only relevant for administration of the Project, 

but will partially also be shown on your OnGea website. 

2.4.2. Step 2: Create an Activity  

9ÏÕ ÎÅÅÄ Ȱ/ÒÇ !ÄÍÉÎȱ ÏÒ Ȱ!ÃÔ !ÄÍÉÎȱ ÒÉÇÈÔÓ ÔÏ ÃÒÅÁÔÅ ÁÎ Activity. An Activity needs to be 

created within a Project that already exists in the system, and your Organisation needs to be 

added to that PÒÏÊÅÃÔ ÁÓ Ȱ/ÒÇÁÎÉÓÁÔÉÏÎ ÉÎÖÏÌÖÅÄ ÉÎ ÔÈÉÓ ÐÒÏÊÅÃÔȱ if you want to create an Activity 

for it .  

Click on Ȱ!ÃÔÉÖÉÔÉÅÓȱ ÉÎ ÔÈÅ ÌÅÆÔ ÙÅÌÌÏ× ÍÅÎÕȢ 'Ï ÔÏ ÔÈÅ ÔÁÂ Ȱ.Å× ÁÃÔÉÖÉÔÙȱ ÉÎ ÔÈÅ ÕÐÐÅÒ ÙÅÌÌÏ× 

ÓÕÂÍÅÎÕȢ 0ÕÔ ÉÎ ÔÈÅ Ȱ'ÅÎÅÒÁÌ ÁÃÔÉÖÉÔÙ ÉÎÆÏÒÍÁÔÉÏÎȱ ÆÏÒ ÙÏÕÒ Activity : 

Note: 

The OnGea Activity Admin App currently 

ÄÏÅÓÎȭÔ ÁÕÔÏÍÁÔÉÃÁÌÌÙ ÒÅÓÉÚÅ ÕÐÌÏÁÄÅÄ 

images. So you should prepare your images 

to keep loading time fast. Resize images to 

a width of 1750 pixels (for logos: 240 

pixels) before upload, and save them as jpg 

(photos, graphics with colour gradients) or 

gif file (graphics with few colours).  
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ς Chose the Project that is the frame for your AÃÔÉÖÉÔÙ ɉÉÎ ÃÁÓÅ ÙÏÕ ÄÏÎȭÔ ÓÅÅ ÔÈÅ 

appropriate PÒÏÊÅÃÔ ÉÎ ÔÈÅ ÄÒÏÐÄÏ×Îȟ ÉÔ ÅÉÔÈÅÒ ÈÁÓÎȭÔ ÂÅÅÎ ÃÒÅÁÔÅÄ ÉÎ ÔÈÅ ÓÙÓÔÅÍ ÙÅÔȠ ÏÒ 

your OÒÇÁÎÉÓÁÔÉÏÎ ÈÁÓ ÎÏÔ ÙÅÔ ÂÅÅÎ ÁÄÄÅÄ ÔÏ ÉÔ ÁÓ ȰOrganisation involved ÉÎ ÔÈÉÓ ÐÒÏÊÅÃÔȱ). 

ς Put in the requested information. Some of it, such as title, subtitle, description and 

activity image, will also be used to display the Activity on your OnGea website. 

ς 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 

ÔÈÅ ÂÏØ Ȱ%ÒÁÓÍÕÓϹȱȟ ÂÕÔ ÁÌÓÏ other checkboxes such as ȰÌÏÎÇ ÔÅÒÍ ÁÃÔÉÖÉÔÙȱ ÁÎÄ Ȱ-ÁÉÎ 

×ÏÒËÉÎÇ ÌÁÎÇÕÁÇÅɉÓɊȱ. 

ς 4ÈÅ ÃÈÅÃËÂÏØ Ȱ$ÏÅÓ ÔÈÅ ÁÃÔÉÖÉÔÙ ÈÁÖÅ Á ÁÐÐÒÏÖÁÌȾÓÅÌÅÃÔÉÏÎ ÏÆ ÁÐÐÌÉÃÁÎÔÓ ÐÒÏÃÅÄÕÒÅȩȱ ÁÔ 

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 

ȰÁÐÐÌÉÃÁÎÔȱ ÆÉÒÓÔȢ 0ÁÒÔÉÃÉÐÁÎÔÓ ×ÉÔÈ ȰÁÐÐÌÉÃÁÎÔȱ ÓÔÁÔÕÓ ÁÒÅ ÎÏÔ ÒÅÁÌÌÙ ȰÉÎȱ ÆÏÒ ÁÎ ÁÃÔÉÖÉÔÙȠ 

they will need approval from an admin/staff user first. 

.Ï×ȟ ÓÁÖÅ ÁÎÄ ÇÏ ÏÎ ÔÏ ÔÈÅ ÔÁÂ Ȱ3ÉÇÎ-ÕÐ ÆÏÒÍȱȢ (ÅÒÅȟ ÙÏÕ ÃÁÎ ÄÅÆÉÎÅ ×ÈÅÔÈÅÒ ÏÒ ÎÏÔ ÉÎÔÅÒÅÓÔÅÄ 

people can sign up online for this activity. You can also make detailed settings for this sign-up 

form; like: Which information should be requested by the form? 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. 

'Ï ÔÏ ÔÁÂ Ȱ/ÒÇÁÎÉÓÁÔÉÏÎÓ ÉÎÖÏÌÖÅÄ ÉÎ ÔÈÉÓ ÁÃÔÉÖÉÔÙȱȟ ÁÄÄ ÏÒÇÁÎÉÓÁÔÉÏÎÓ ɉÉÎÃÌÕÄÉÎÇ ÙÏÕÒ Ï×ÎȦɊȠ 

mark the host organisation of the activity and save. Attention: In OnGea 1.1ȟ ÔÈÅ Ȱ(ÏÓÔ 

ÏÒÇÁÎÉÓÁÔÉÏÎȱ ÃÈÅÃËÂÏØ ÄÏÅÓÎȭÔ ÇÉÖÅ ÁÎÙ ÅÄÉÔÉÎÇ ÒÉÇÈÔÓ ÆÏÒ ÔÈÅ ÁÃÔÉÖÉÔÙ to the selected hostȠ ÉÔȭÓ 

only important for reporting to the EU Mobility Tool.  

4ÈÅ ÔÁÂÓ Ȱ0ÌÁÃÅÓ ÉÎÖÏÌÖÅÄ ÉÎ ÔÈÉÓ ÁÃÔÉÖÉÔÙȱȟ Ȱ3ÃÈÅÄÕÌÅȱ ÁÎÄ Ȱ4ÒÁÖÅÌÓȱ ÁÒÅ ÉÍÐÏÒÔÁÎÔ ÉÆ ÙÏÕ ×ÁÎÔ ÔÏ 

your participants to use the OnGea Mobile App; or if you want to generate Meals Lists and 

Accommodation Lists. If you plan this, read more below in the chapters 4.5. Activities and 6. The 

OnGea Mobile App. 

)Æ ÙÏÕ ÄÏÎȭÔ ÐÌÁn using the Mobile App for your participants, ÁÎÄ ÙÏÕ ÄÏÎȭÔ ÎÅÅÄ -ÅÁÌÓ ÁÎÄ 

Accommodation Lists, you can skip these tabs. 

2.4.3. Step 3: Create Profiles  

)Î ÔÈÅ /Î'ÅÁ ÓÙÓÔÅÍȟ ÔÈÅÒÅȭÓ 0ÁÒÔÉÃÉÐÁÎÔ 0ÒÏÆÉÌÅÓ ÁÎÄ -ÏÂÉÌÉÔÉÅÓȢ A Participant Profile represents 

a person; it  ÉÓ ȰÐÅÒÍÁÎÅÎÔȱȟ ÍÅÁÎÉÎÇȡ )Ô ÃÁÎ ÂÅ ÕÓÅÄ ÆÏÒ ÓÅÖÅÒÁÌ ÁÃÔÉÖÉÔÉÅÓ ÏÖÅÒ ÓÅÖÅÒÁÌ ÙÅÁÒÓȢ ! 

-ÏÂÉÌÉÔÙ ÒÅÐÒÅÓÅÎÔÓ ÔÈÁÔ ÐÅÒÓÏÎȭÓ ÐÁÒÔÉÃÉÐÁÔÉÏÎ ÉÎ one Activity.  

In the OnGea system, Profiles can be created in two ways: Either Staff/Admins creates Profiles 

for parti cipants in the OnGea Activity Admin App; or participants create their own Profiles by 

signing up online for an Activity that has an active sign-up form. In the first case, the creating 

Organisation has the rights to see and edit the Profile in the OnGea Activity Admin App; in the 

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

Mobility is created ɀ see 2.4.4. Step 4: Create (or approve) Mobilities ɀ other Organisations 

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

not to edit those profile data. 

)Æ ÙÏÕ ÐÒÅÆÅÒ ÔÏ ÃÒÅÁÔÅ ÔÈÅ ÐÒÏÆÉÌÅÓ ÔÈÒÏÕÇÈ ÔÈÅ /Î'ÅÁ !ÃÔÉÖÉÔÙ !ÄÍÉÎ !ÐÐȟ ÃÌÉÃË ÏÎ Ȱ0ÒÏÆÉÌÅÓȱ ÉÎ 

ÔÈÅ ÌÅÆÔ ÙÅÌÌÏ× ÍÅÎÕȢ 'Ï ÔÏ ÔÈÅ ÔÁÂ Ȱ.Å× ÐÒÏÆÉÌÅȱ ÉÎ ÔÈÅ ÕÐÐÅÒ ÙÅÌÌÏ× ÓÕÂÍÅÎÕȢ Fill the 
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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, depending on 

nationality of participants, sending and host countries.  

! ÖÅÒÙ ÉÍÐÏÒÔÁÎÔ ÄÅÃÉÓÉÏÎ ÈÅÒÅ ÉÓ ×ÈÅÔÈÅÒ ÏÒ ÎÏÔ ÙÏÕ ÃÈÅÃË ÔÈÅ ÃÈÅÃËÂÏØ Ȱ3ÅÎÄ ÎÏÔÉÆÉÃÁÔÉÏÎ ÔÏ 

ÐÁÒÔÉÃÉÐÁÎÔȱ ÁÆÔÅÒ ÐÕÔÔÉÎÇ ÉÎ ÔÈÅÉÒ Å-mail address. When checked, participants will receive a 

system e-mail allowing them to log in and make adjustments to their own profile. When 

unchecked, only admins/staff can edit the profile. In OnGea 1.1, this decision needs to be taken 

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

logging in also later). Read more under 4.6.3. User Accounts and Ȱ(ÉÄÄÅÎ !ÃÃÏÕÎÔÓȱ. 

Another thing to handle carefully is privacy: TheÒÅȭÓ υ ÐÒÉÖÁÃÙ ÃÈÅÃËÂÏØÅÓ ÁÔ ÔÈÅ ÂÏÔÔÏÍ ÏÆ ÔÈÅ 

ÐÁÇÅȢ 4ÈÅ ÆÉÒÓÔ ÏÎÅȟ Ȱ$ÏÎͻÔ ÓÈÏ× ÍÙ ÐÒÏÆÉÌÅ ÏÎ ×ÅÂÓÉÔÅÓȱȟ ÉÓ ÔÈÅ ÍÏÓÔ ÉÍÐÏÒÔÁÎÔ ÏÎÅȡ )Æ 

unchecked, the profile will be visible on your OnGea website. So 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 connect Profiles (persons) and Activities. A Mobility is basically the same as the 

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

rights for both sides. Note that you can only create Mobilities for Activities that have been 

created by other OÒÇÁÎÉÓÁÔÉÏÎÓ ÉÆ ÙÏÕÒ ÇÒÏÕÐ ÒÉÇÈÔÓ ÉÎÃÌÕÄÅ Ȱ3ÅÎÄÅÒȱȢ !ÌÓÏȟ ÙÏÕ ÃÁÎ ÏÎÌÙ ÃÒÅÁÔÅ 

Mobilities for PÒÏÆÉÌÅÓ ÔÈÁÔ ÁÒÅ ȰÏ×ÎÅÄȱ ÂÙ ÙÏÕÒ Organisation; that is, Profiles that have either 

been created by Staff/Admins of your Organisation, or Profiles that where created through 

online sign-up where the Participants selected your Organisation as their sending organisation, 

ÏÒ ×ÈÅÒÅ ÙÏÕÒ /ÒÇÁÎÉÓÁÔÉÏÎ ×ÁÓ ȰÏ×ÎÉÎÇȱ ÔÈÅ !ÃÔÉÖÉÔÙ ×ÈÉÃÈ ÔÈÅÙ ÓÉÇÎÅÄ ÕÐ for.  

Same as Profiles, Mobilities 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 sign-up form; or 

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

,ÅÔȭÓ ÌÏÏË ÁÔ ÔÈÅ Æir st case, mobilities created by sign-up:  

FÏÒ !ÃÔÉÖÉÔÉÅÓ ÔÈÁÔ ÈÁÖÅ Á ȰÁÐÐÒÏÖÁÌȾÓÅÌÅÃÔÉÏÎ ÏÆ ÐÁÒÔÉÃÉÐÁÎÔÓȱ ÐÒÏÃÅÄÕÒÅ ɉÓÅÅ 2.4.2. Step 2: 

Create an Activity), Mobilities first need to be approved by Staff/Admins to have the participant 

ÉÎÃÌÕÄÅÄ ÉÎÔÏ ÔÈÅ !ÃÔÉÖÉÔÙȢ 4ÈÅÒÅȭÓ Ô×Ï ÐÌÁÃÅÓ ÉÎ ÔÈÅ /Î'ÅÁ !ÃÔÉÖÉÔÙ !ÄÍÉÎ !ÐÐ ×ÈÅÒÅ ÔÈÉÓ 

approval can be given:  

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

activity; that is: -ÏÂÉÌÉÔÉÅÓ ×ÉÔÈ ÓÔÁÔÕÓ ȰÁÐÐÌÉÃÁÎÔȱ. You can change the status to 

ȰÁÐÐÒÏÖÅÄȱ ɉÏÒ ÔÏ ȰÃÁÎÃÅÌÌÅÄȾÒÅÊÅÃÔÅÄȱɊ ÔÈÅÒÅȢ  

B. 9ÏÕ ÃÁÎ ÇÏ ÔÏ Ȱ-ÏÂÉÌÉÔÉÅÓȱ ÉÎ ÔÈÅ ÌÅÆÔ ÙÅÌÌÏ× ÍÅÎÕȟ ÃÈÏÓÅ ÔÈÅ ÁÃÔÉÖÉÔÙ ÁÎÄ ÍÁËÅ ÔÈÅ 

changes ÔÏ ÔÈÅ -ÏÂÉÌÉÔÉÅÓ ×ÉÔÈ ȰÁÐÐÌÉÃÁÎÔȱ ÓÔÁÔÕÓ there. There you can also make further 

edits to the mobilities.  

)Î ÔÈÅ ÓÅÃÏÎÄ ÃÁÓÅȟ ÔÏ ÃÒÅÁÔÅ -ÏÂÉÌÉÔÉÅÓ ÁÓ 3ÔÁÆÆȾ!ÄÍÉÎȟ ÙÏÕ ×ÏÕÌÄ ÇÏ ÔÏ Ȱ-ÏÂÉÌÉÔÉÅÓȱ ÉÎ ÔÈÅ ÌÅÆÔ 

yellow menu, choose the activityȟ ÔÈÅÎ ÇÏ ÔÏ ÔÈÅ ÂÏØ Ȱ!ÄÄ ÆÒÏÍ ÐÁÒÔÉÃÉÐÁÎÔ ÐÒÏÆÉÌÅÓȱȢ 4ÈÅÒÅȟ ÙÏÕ 

can choose participants from the dropdown; or even easier, you can type a few letters, and all 

participants containing those letters will be show. You can choose multiple profiles, and then 

ÊÏÉÎÔÌÙ ÁÄÄ ÔÈÅÍ ÔÏ ÔÈÅ ÁÃÔÉÖÉÔÙ ÂÙ ÃÌÉÃËÉÎÇ ÔÈÅ Ȱ!ÄÄ ÐÒÏÆÉÌÅÓȱ-Button. 
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Mobilities are created with some default settings that make sense in most cases; like, mobility 

start and end dates will default to thÅ !ÃÔÉÖÉÔÙȭÓ ÓÔÁÒÔ ÁÎÄ ÅÎÄ ÄÁÔÅÓȢ "ÕÔ ÙÏÕ ɉÁÓ Staff/Admin of 

the sending organisation 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 

Ȱ%ÒÁÓÍÕÓϹȱ ÉÓ ÃÏÍÐÌÅÔÅ ÁÎÄ ÃÏÒÒÅÃÔȠ ÁÎÄ ÁÌÓÏȟ ÔÈÁÔ ÏÎ ÔÈÅ ÔÁÂ Ȱ-ÏÂÉÌÉÔÙ ÂÁÓÉÃ ÓÅÔÔÉÎÇÓȱ the 

following fields are correctly filled: 

ς Sending organisations 

ς Dates and times for arrival at/departure from the activity  

ς From/to countries and cities 

4ÈÅ ÔÁÂ ȰÔÒÁÖÅÌÓȱ ÉÓ ÏÎÌÙ ÉÍÐÏÒÔÁÎÔ ÉÎ ÃÁÓÅ ÙÏÕ ×ÁÎÔ ÙÏÕÒ ÐÁÒÔÉÃÉÐÁÎÔÓ ÔÏ ÒÅÃÅÉÖÅ ÔÒÁÖÅÌ 

information via the OnGea Mobile App.  

4ÈÅ ÔÁÂ Ȱ!ÔÔÅÎÄÁÎÃÅ ɉÓÔÁÙÓɊȱ ÉÓ ÉÍÐÏÒÔÁÎÔ ÉÆ Ùou want your participants to receive schedule 

information via the OnGea Mobile App, and for generating Accommodation and Meals Lists.  

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

see both the mobilities  created by staff of sending organisations, and the mobilities created 

through participant sign-ÕÐȢ 4ÈÅ Ȱ/ÖÅÒÖÉÅ× ɉÁÐÐÒÏÖÅÄȾÁÐÐÌÉÃÁÎÔɊȱ ÌÉÓÔ ÏÎ ÔÈÅ ÂÏÔÔÏÍ ÏÆ ÔÈÅ Ȱ-Ù 

-ÏÂÉÌÉÔÉÅÓȱ ÐÁÇÅ ÓÈÏ×Ó ÔÈÅ ÃÕÒÒÅÎÔ ÓÔÁÔÅ ÏÆ ÐÁÒÔÉÃÉÐÁÎÔÓ ÁÔ Á ÑÕÉÃË ÇÌÉÍÐÓÅȢ 4ÈÉÓ ÃÁÎ ÂÅ Öery 

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  

If you ÃÌÉÃË ÏÎ Ȱ%ØÐÏÒÔȱ ÉÎ ÔÈÅ ÌÅÆÔ ÙÅÌÌÏ× ÍÅÎÕȟ ÙÏÕ ÃÁÎ ÅØÐÏÒÔ ÄÉÆÆÅÒÅÎÔ ËÉÎÄÓ ÏÆ ÕÓÅÆÕÌ ÌÉÓÔÓȠ 

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 1.1) in the upper yellow 

menu: 

ς A signature list (attendance list), 

ς A list for reporting in the EU Mobility Tool, 

ς A list to create EU Youthpasses, 

ς A accommodation list, 

ς A meals list and 

ς A printable schedule. 

For the signature list, you can make settings which 

ÃÏÌÕÍÎÓ ÙÏÕ ÎÅÅÄ ÉÎ ÔÈÅ ÌÉÓÔ ÉÎ ÔÈÅ Ȱ)ÎÃÌÕÄÅȱ ÂÏØȢ 4ÈÅÎȟ ÙÏÕ ÃÁÎ ÅÉÔÈÅÒ ÐÒÉÎÔ ÔÈÅ ÌÉÓÔȟ ÏÒ ÅØÐÏÒÔÅÄ 

it as CSV file that you can later format/adapt in software like MS Excel. For 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 1 funded, you can export a CSV list here that you can the import 

right into the EU Mobility Tool which is compulsory for reporting. Of course you will still have to 

×ÒÉÔÅ ÔÈÅ ÎÁÒÒÁÔÉÖÅ ÐÁÒÔ ÏÆ ÔÈÅ ÒÅÐÏÒÔȟ ÂÕÔ ÙÏÕ ×ÏÎȭÔ ÈÁÖÅ ÔÏ ÃÒÅÁÔÅ -ÏÂÉÌÉÔÉÅÓ ÆÏÒ ÅÁÃÈ 

participant in the EU Mobility Tool. Provided mobility data was filled correctly in the OnGea 

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

Caution: 

If you want to modify the CSV file exported 

from OnGea in a software like MS Excel 

before importing it into the EU Mobility 

4ÏÏÌȟ ÃÈÅÃË ÔÈÁÔ ÔÈÉÓ ÓÏÆÔ×ÁÒÅ ×ÏÎȭÔ ÍÅÓÓ 

up the character encoding (code page) of 

the text; especially older versions like 

Excel 2007 tend to mess up special 

characters like Greek letters or German 

umlauts. 
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numbers that the EU Mobility Tool assigns to each participating organisation, and to write them 

into the OnGea export page. )Î ÃÁÓÅ ÉÍÐÏÒÔ ÔÏ ÔÈÅ %5 -ÏÂÉÌÉÔÙ 4ÏÏÌ ÄÏÅÓÎȭÔ ×ÏÒËȟ ÃÈÅÃË ÔÈÅ ÅÒror 

ÌÏÇ ÔÈÁÔ ÔÈÅ -ÏÂÉÌÉÔÙ 4ÏÏÌ ÐÒÏÖÉÄÅÓȢ 4ÈÅÒÅȭÓ ÂÁÓÉÃÁÌÌÙ Ô×Ï ÐÏÓÓÉÂÌÅ ÒÅÁÓÏÎÓ ÆÏÒ ÆÁÉÌÕÒÅȡ  

ς You may have provided incomplete information (like, you may have created mobilities 

without sending organisation etc.); or you may have data that is not accepted by the 

-ÏÂÉÌÉÔÙ 4ÏÏÌ ɉÌÉËÅȟ ÔÈÅ ÃÕÒÒÅÎÔ ÖÅÒÓÉÏÎ ÏÆ ÔÈÅ -ÏÂÉÌÉÔÙ 4ÏÏÌ ÄÏÅÓÎȭÔ ÁÃÃÅÐÔ !06Ó ÌÏÎÇÅÒ 

than 2 days). 

ς The EU may have updated the Mobility Tool since the OnGea 1.1 export list was tested 

successfully with the EU Mobility (December 2018). If so, please inform us at 

info@ongea.eu, 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 per meal (like, how many vegetarians, vegans etc.). 

4ÈÅ ÐÒÉÎÔÁÂÌÅ ÓÃÈÅÄÕÌÅ ÉÓ Á ÇÏÏÄ ÁÌÔÅÒÎÁÔÉÖÅ ÉÎ ÃÁÓÅ ÙÏÕ ÄÏÎȭÔ ÐÌÁÎ ÔÏ ÌÅÔ ÙÏÕÒ ÐÁÒÔÉÃÉÐÁÎÔÓ ÕÓÅ 

ÔÈÅ /Î'ÅÁ -ÏÂÉÌÅ !ÐÐ ɉÏÒ ÉÎ ÃÁÓÅ ÓÏÍÅ ÏÆ ÔÈÅ ÐÁÒÔÉÃÉÐÁÎÔÓ ÄÏÎȭÔ ÈÁÖÅ ÃÏÍÐÁÔÉÂÌÅ 3ÍÁÒÔÐÈÏÎÅÓɊȢ 

 

4ÈÅ Ȱ5ÓÉÎÇ /Î'ÅÁȱ ÑÕÉÃË ÇÕÉÄÅ ÃÈÁÐÔÅÒ ÅÎÄÓ ÈÅÒÅȢ &ÉÎÄ ÍÏÒÅ ÄÅÔÁÉÌÓ ÁÂÏÕÔ ÔÈÅ ÃÏÍÐÏÎÅÎÔÓ ÏÆ 

the OnGea system in the following chapters. 

mailto:info@ongea.eu
http://www.youthpass.eu/
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3. OnGea User 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 for OnGea user and rights management. So you will find general 

information about these topics also on the Drupal pages and forums. 

!Ó Á ÆÉÒÓÔ ÑÕÉÃË ÏÖÅÒÖÉÅ×ȟ ÈÅÒÅȭÓ Á Chart of OnGea User Rights Levels:  

  Participant  Staff Administrator  Superadmin  

Manage Users only own Account only own Account All Users All Users 

Manage Group 
Roles 

No no 
only for own 
Organisation(s) 

For all Organisations 

Use the OnGea 
Activity Admin 
App 

No 
yes (with specific rights 
defined by Group Roles) 

yes (with specific rights 
defined by Group Roles) 

no 

Create News for 
the OnGea 
Website  

No 
can create/edit/delete 
News depending on 
Group Roles 

can create/edit/delete 
News depending on 
Group Roles 

Can create/edit/delete 
ÁÌÌ ÎÅ×ÓȢ 3ÈÏÕÌÄÎȭÔ ÂÅ 
used to create news, 
though.  

Edit the OnGea 
Website  

No no 
yes: Basic Pages (Static 
Pages), Menus, Filtering 
etc. 

yes: Basic Pages (Static 
Pages), Menus, Filtering 
etc. 

Overview of OnGea User Rights Levels 

0ÌÕÓȟ ÈÅÒÅȭÓ an overview chart of OnGea group roles3, and their respective rights related to the 

most important content types in the OnGea Activity Admin App: 

  Sender Activity Admin  Org Admin  

Project  view: none 
ς ÖÉÅ×ȡ Ï×Î /ÒÇȭÓȟ Ï×Î-Org-

involved 
ς edit: none 

ς ÖÉÅ×ȡ Ï×Î /ÒÇȭÓȟ Ï×Î-Org-
involved 

ς ÅÄÉÔȡ Ï×Î /ÒÇȭÓ 
ς create: yes (Ĕ Ï×Î /ÒÇȭÓɊ 

Activity  
ÖÉÅ×ȡ Ï×Î /ÒÇȭÓȟ own-Org-
involved  

ς ÖÉÅ×ȡ Ï×Î /ÒÇȭÓ 
ς ÅÄÉÔȡ Ï×Î /ÒÇȭÓ 
ς create (Ĕ Ï×Î /ÒÇȭÓɊ 

ς ÖÉÅ×ȡ Ï×Î /ÒÇȭÓ 
ς ÅÄÉÔȡ Ï×Î /ÒÇȭÓ 
ς create (Ĕ Ï×Î /ÒÇȭÓɊ 

Organisation  
ς view: all 
ς edit: none 

ς view: all 
ς edit: none 

ς view: all 
ς edit: own Org 
ς create: yes (Ĕ ./4 Ï×Î /ÒÇȭÓȦɊ 

Mobility  

view, edit, create: from own 
/ÒÇȭÓ Participants Ą for own 
/ÒÇȭÓ !ÃÔÉÖÉÔÉÅÓ and for own -
Org-involved  Activities 

view, edit, create: from own 
/ÒÇȭÓ 0ÁÒÔÉÃÉÐÁÎÔÓ Ą for own 
/ÒÇȭÓ !ÃÔÉÖÉÔÉÅÓ 

ÖÉÅ×ȟ ÅÄÉÔȟ ÃÒÅÁÔÅȡ ÆÒÏÍ Ï×Î /ÒÇȭÓ 
Participants Ą ÆÏÒ Ï×Î /ÒÇȭÓ 
Activities 

Profile  
ÖÉÅ×ȡ Ï×Î /ÒÇȭÓ 
ÅÄÉÔȡ Ï×Î /ÒÇȭÓ 
create (Ĕ Ï×Î /ÒÇȭÓɊ 

view: own Org's 
edit: own Org's 
create (Ĕ own Org's) 

view: own Org's 
edit: own Org's 
create (Ĕ own Org's) 

News view: none 
view: own Org's 
edit: own Org's 
create (Ĕ own Org's) 

view: own Org's 
edit: own Org's 
create (Ĕ own Org's) 

Overview of group roles and their access rights to Activity Admin App content types  

ȰĔ Ï×Î /ÒÇȭÓȱ ÍÅÁÎÉÎÇȡ #ÏÎÔÅÎÔ ×ÉÌÌ ÂÅ Ï×ÎÅÄ ÂÙ ÔÈÅ /ÒÇÁÎÉÓÁÔÉÏÎ ÏÆ ÔÈÅ ÕÓÅÒ ÃÒÅÁÔÉÎÇ ÔÈÅ 

content. 

                                                             
3 4×Ï 2ÏÌÅÓ ÁÒÅ ÍÉÓÓÉÎÇ ÈÅÒÅȡ Ȱ%ÄÉÔÏÒȱ ÁÎÄ Ȱ#ÏÎÔÒÉÂÕÔÏÒȱ, that both only have rights related to News. 
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3.1. OnGea User and Rights Management Basics 
OnGea was built for youth work purposes. In many youth work organisations, staff often 

changes; so we decided to bind rights for most OnGea content ɀ including participant profiles, 

organisations, projects, activities, static pages and news ɀ to organisations, not to individual 

users (individual OnGea users still normally have access rights for their own profiles). 

As a consequence, OnGea Rights Management has two layers: 

A. User layer: Users can have different user roles (see 3.4. User Roles below)ȡ Ȱ0ÁÒÔÉÃÉÐÁÎÔȱȟ 

Ȱ3ÔÁÆÆȱ ÏÒ Ȱ!ÄÍÉÎÉÓÔÒÁÔÏÒȱȢ 0ÌÕÓȟ ÔÈÅÒÅȭÓ ÔÈÅ ÓÐÅÃÉÁÌ role Ȱ3ÕÐÅÒÁÄÍÉÎȱ ÔÈÁÔ ÏÎÌÙ ÅØÉÓÔÓ 

once in the system. User accounts can be active or blocked. 

B. Organisation layer: A user can be member of one or more organisation groups. In each 

organisation group, the user can have different group rolesȡ Ȱ#ÏÎÔÒÉÂÕÔÏÒȱȟ Ȱ%ÄÉÔÏÒȱȟ 

Ȱ3ÅÎÄÅÒȱȟ Ȱ!ÃÔÉÖÉÔÙ ÁÄÍÉÎȱ ÁÎÄ Ȱ/ÒÇ ÁÄÍÉÎȱ (see 3.5. Group Roles below). These group 

roles make mostly sense in combination with ÕÓÅÒ ÒÏÌÅÓ Ȱ3ÔÁÆÆȱ ÏÒ Ȱ!ÄÍÉÎÉÓÔÒÁÔÏÒȱȟ ÎÏÔ so 

much for Ȱ0ÁÒÔÉÃÉÐÁÎÔȱ nor for the Superadmin. 

On the top right of all pages of the OnGea backend (Drupal backend including OnGea Activity 

!ÐÐɊ ÙÏÕ ×ÉÌÌ ÆÉÎÄ ÔÈÅ Ȱ#ÈÏÏÓÅ ÏÒÇÁÎÉÓÁÔÉÏÎȱ ÄÒÏÐÄÏ×Î. In case a user has group roles for more 

than one organisation, that user can select here for which organisation he*she wants to act. 

When using the OnGea Activity Admin App, this has immediate effect: 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 may not be immediately, but may require reload or clicking a 

link after selecting an organisation in the dropdown. 

4ÈÅÒÅȭÓ ÔÈÒÅÅ ×ÁÙÓ ÏÆ ÃÒÅÁÔing user accounts in the OnGea system:  

I. 4ÈÅ 3ÕÐÅÒÁÄÍÉÎ ÁÎÄ ÕÓÅÒÓ ×ÉÔÈ ÔÈÅ Ȱ!ÄÍÉÎÉÓÔÒÁÔÏÒȱ ÒÏÌÅ ÃÁÎ ÃÒÅÁÔÅ ÎÅ× ÕÓÅÒÓ ÉÎ ÔÈÅ 

$ÒÕÐÁÌ ÂÁÃËÅÎÄȢ 4ÈÉÓ ÉÓ ÔÈÅ ÏÎÌÙ ×ÁÙ ÔÏ ÃÒÅÁÔÅ ÕÓÅÒ ÁÃÃÏÕÎÔÓ ×ÉÔÈ Ȱ3ÔÁÆÆȱ ÏÒ 

Ȱ!ÄÍÉÎÉÓÔÒÁÔÏÒȱ ÒÏÌÅȢ 9ÏÕ ÓÈÏÕÌÄ ./4 ÕÓÅ ÔÈÉÓ ×ÁÙ ÔÏ ÃÒÅÁÔÅ ÕÓÅÒÓ ×ÉÔÈ Ȱ0ÁÒÔÉÃÉÐÁÎÔȱ 

role. 

II. UserÓ ×ÉÔÈ Ȱ3ÔÁÆÆȱ ÏÒ Ȱ!ÄÍÉÎÉÓÔÒÁÔÏÒȱ ÒÏÌÅȟ ÁÎÄ ×ÉÔÈ ÇÒÏÕÐ ÒÉÇÈÔÓ Ȱ3ÅÎÄÅÒȱȟ Ȱ!ÃÔÉÖÉÔÙ 

!ÄÍÉÎȱ ÏÒ Ȱ/ÒÇ ÁÄÍÉÎȱȟ ÃÁÎ ÕÓÅ ÔÈÅ /Î'ÅÁ !ÃÔÉÖÉÔÙ !ÄÍÉÎ !ÐÐȢ 4ÈÅÒÅȟ ÔÈÅÙ ÃÁÎ ÃÒÅÁÔÅ 

new participant profiles; which automatically also creates Drupal accounts with user 

ÒÏÌÅ Ȱ0ÁÒÔÉÃÉÐÁÎÔȱȢ  

III. If an Activity has a public sign-up form, users can sign up there, which automatically 

ÃÒÅÁÔÅÓ $ÒÕÐÁÌ $ÒÕÐÁÌ ÁÃÃÏÕÎÔÓ ×ÉÔÈ ÕÓÅÒ ÒÏÌÅ Ȱ0ÁÒÔÉÃÉÐÁÎÔȱȢ  

3Ïȟ ÂÁÓÉÃÁÌÌÙȟ Ȱ!ÄÍÉÎÉÓÔÒÁÔÏÒȱ ÁÎÄ Ȱ3ÔÁÆÆȱ ÕÓÅÒÓ are created in Drupal user management (I). 

Ȱ0ÁÒÔÉÃÉÐÁÎÔȱ ÕÓÅÒÓ ÁÒÅ either created by Admins/Staff in the OnGea Activity App (II), or by the 

users themselves by signing up for an activity with a public sign-up form (III).  

9ÏÕ ÃÁÎ ÃÒÅÁÔÅ ȰParticiÐÁÎÔȱ ÕÓÅÒÓ without giving the participant an own login for their user 

account; especially for very young participants, the organisation in charge may decide to rather 

have their staff handle all participant data. 4Ï ÃÒÅÁÔÅ Ȱ-ÁÎÁÇÅÄ 0ÒÏÆÉÌÅÓȱ ×ÉÔÈ ȰÈÉÄÄÅÎ !ÃÃÏÕÎÔÓȱ 

lÉËÅ ÔÈÉÓȟ ÌÅÁÖÅ ÔÈÅ Ȱ.ÏÔÉÆÙ ÕÓÅÒ ÏÆ ÎÅ× ÁÃÃÏÕÎÔȱ ÃÈÅÃËÂÏØ ÕÎÃÈÅÃËÅÄ ×ÈÅÎ ÃÒÅÁÔÉÎÇ Á 0ÁÒÔÉÃÉÐÁÎÔ 

Profile in the OnGea Activity Admin App. You can also define that a public sign-up form for an 

!ÃÔÉÖÉÔÙ ×ÉÌÌ ÃÒÅÁÔÅ ÏÎÌÙ Ȱ-ÁÎÁÇÅÄ 0ÒÏÆÉÌÅÓ with hidden Accountsȱ, by selecting the sign-up form 

ÏÐÔÉÏÎ ȰÓÉÇÎ-up form available for everyone, in case of new users the system will NOT send an e-
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ÍÁÉÌ ×ÉÔÈ ÌÏÇÉÎ ÄÁÔÁ ÆÏÒ Ï×Î ÕÓÅÒ ÁÃÃÏÕÎÔÓȱ ÉÎ ÔÈÅ /Î'ÅÁ !ÃÔÉÖÉÔÙ !ÄÍÉÎ !ÐÐ ɉ!ÃÔÉÖÉÔÉÅÓȾ/ÎÌÉÎÅ 

sign-up form). 7ÏÒËÉÎÇ ×ÉÔÈ ȰÈÉÄÄÅÎ !ÃÃÏÕÎÔÓȱ ÃÏÍÅÓ ×ÉÔÈ ÓÏÍÅ ÉÓÓÕÅÓ ɉÒÅÁÄ ÍÏÒÅ ÁÂÏÕÔ ÔÈÁÔ 

in chapter 4.6.3. User Accounts and Ȱ(ÉÄÄÅÎ !ÃÃÏÕÎÔÓȱ), so normally we recommend to give all 

participants access to their accounts. 

 

 

4ÈÅ Ȱ!ÄÄ ÕÓÅÒȱ 3ÃÒÅÅÎ 
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3.2. Good Advice, Common Mistakes  & Known Issues 
(ÅÒÅȭÓ ÓÏÍÅ ÔÈÉÎÇÓ ÔÈÁÔ ÙÏÕ ÓÈÏÕÌÄ ÔÁËÅ ÃÁÒÅ ÏÆ ×ÈÅÎ ×ÏÒËÉÎÇ ×ÉÔÈ /Î'ÅÁ ÕÓÅÒ ÁÎÄ ÒÉÇÈÔÓ 

management: 

ς !Ó ÓÁÉÄ ÁÂÏÖÅȡ $ÏÎȭÔ ÃÒÅÁÔÅ Ȱ0ÁÒÔÉÃÉÐÁÎÔȱ ÕÓÅÒÓ ÉÎ $ÒÕÐÁÌ ÕÓÅÒ management. Rather do 

this in the OnGea Activity Admin App. 

ς )Æ ÙÏÕ ÃÒÅÁÔÅ Á Ȱ3ÔÁÆÆȱ ÏÒ Ȱ!ÄÍÉÎÉÓÔÒÁÔÏÒȱ ÕÓÅÒ ÉÎ $ÒÕÐÁÌ ÕÓÅÒ ÍÁÎÁÇÅÍÅÎÔȟ ÍÁËÅ ÓÕÒÅ ÔÏ 

make them member of at least one organisation group, with an appropriate group role. 

Otherwise, that user will get funny error messages. 

ς )Æ ÙÏÕ ÇÉÖÅ Á Ȱ3ÔÁÆÆȱ ÏÒ Ȱ!ÄÍÉÎÉÓÔÒÁÔÏÒȱ ÕÓÅÒ ÔÈÅ ÇÒÏÕÐ ÒÏÌÅ Ȱ/ÒÇÁÎÉÓÁÔÉÏÎ !ÄÍÉÎȱ ÏÒ 

Ȱ!ÃÔÉÖÉÔÙ !ÄÍÉÎȱ ÆÏÒ ÁÎ ÏÒÇÁÎÉÓÁÔÉÏÎȟ ÙÏÕ ÓÈÏÕÌÄ ÁÄÄÉÔÉÏÎÁÌÌÙ ÇÉÖÅ ÔÈÅÍ ÔÈÅ ÇÒÏÕÐ ÒÏÌÅ 

Ȱ3ÅÎÄÅÒȱ ÉÎ ÁÌÍÏÓÔ ÅÖÅÒÙ ÃÁÓÅȢ 

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

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

ς Activities can only be edited by the Organisation that created them (NOT necessarily the 

organisation marËÅÄ ÁÓ Ȱ(ÏÓÔȱ ÉÎ ÔÈÅ /Î'ÅÁ !ÃÔÉÖÉÔÙ !ÄÍÉÎ !ÐÐȦɊȠ ÓÏ ÉÔ ÍÁËÅÓ ÓÅÎÓÅ ÔÈÁÔ 

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 need to agree who should create/edit the Activity in OnGea. 

ς 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 members in that group, with their group roles for that 

ÇÒÏÕÐ ÉÎÃÌÕÄÉÎÇ Ȱ/ÒÇ !ÄÍÉÎȱȟ ÃÁÎ ÅÄÉÔ ÔÈÁÔ ÏÒÇÁÎÉÓÁÔÉÏÎ ÌÁÔÅÒȢ  

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 

ÏÒÇÁÎÉÓÁÔÉÏÎȭÓ ÒÉÇÈÔÓ ÇÒÏÕÐȢ !Ô ÆÉÒÓÔȟ ÏÎÌÙ ÔÈÅ 3ÕÐÅÒÁÄÍÉÎ ÃÁÎ ÁÄÄ ÍÅÍÂÅÒÓ ÔÏ ÔÈÁÔ ÎÅ× 

ÏÒÇÁÎÉÓÁÔÉÏÎȭÓ ÇÒÏÕÐȠ until Superadmin adds an Administrator user to that new group. 
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3.3. Creating, Editing, Deleting and Blocking Users  
To create users (except participants), or to edit user roles, you need to be logged in as 

3ÕÐÅÒÁÄÍÉÎ ÏÒ ÁÓ ÕÓÅÒ ×ÉÔÈ Ȱ!ÄÍÉÎÉÓÔÒÁÔÏÒȱ ÒÏÌÅȢ  

3.3.1. Creating Users 

#ÌÉÃË ÏÎ ȰÕÓÅÒÓȱ ÉÎ ÔÈÅ !ÄÍÉÎ ÍÅÎÕȢ 4ÈÉÓ ×ÉÌÌ ÔÁËÅ ÙÏÕ ÔÏ Á ÐÁÇÅ ÔÉÔÌÅÄ Ȱ0ÅÏÐÌÅȱ. Here, click the 

ȰAdd usÅÒȱ ÂÕÔÔÏÎ ÔÏ ÃÒÅÁÔÅ Á ÎÅ× ÕÓÅÒȢ 

When creating a new user, you need to provide an e-mail address, a password (twice to 

confirm), and you need to define a user role ɀ see chapter 3.4. User Roles below. Please note that 

Participant users should not be created here, but rather in the OnGea Activity Admin App. You 

shÏÕÌÄ ÏÎÌÙ ÃÒÅÁÔÅ Ȱ!ÄÍÉÎÉÓÔÒÁÔÏÒȱ ÁÎÄ Ȱ3ÔÁÆÆȱ type Users here. 

9ÏÕ ÃÁÎ ÃÌÉÃË ÔÈÅ ÂÏØ Ȱ.ÏÔÉÆÙ ÕÓÅÒ ÏÆ ÎÅ× ÁÃÃÏÕÎÔȱȟ ÔÏ ÁÕÔÏÍÁÔÉÃÁÌÌÙ ÈÁÖÅ Á ÓÙÓÔÅÍ Å-mail sent to 

the new user, informing them about their new account, and giving them a link to log-in and set 

their own password. System e-mails are often wrongly filtered as spam; so informing the user 

additionally via E-Mail, Phone, Messenger or Face-2-Face may make sense. Especially since that 

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

Other optional things that you can do here: 

ς 9ÏÕ ÃÁÎ ÃÈÁÎÇÅ ÔÈÅ ÓÔÁÔÕÓ ÆÒÏÍ Ȱ!ÃÔÉÖÅȱ ÔÏ Ȱ"ÌÏÃËÅÄȱ ɉÓÅÅ 3.3.3. Blocking Users), 

ς you can define a language setting and a time zone for this user, and 

ς ÙÏÕ ÃÁÎ ÄÅÆÉÎÅ Á 52, ÁÌÉÁÓ ɉÔÈÉÓ ÉÓ Á $ÒÕÐÁÌ ÄÅÆÁÕÌÔ ÆÕÎÃÔÉÏÎ ÔÈÁÔ ÄÏÅÓÎȭÔ ÒÅÁÌÌÙ ÍÁËÅ 

sense to use here). 

Then, click tÈÅ Ȱ#ÒÅÁÔÅ ÎÅ× ÁÃÃÏÕÎÔȱ ÂÕÔÔÏÎ ÂÅÌÏ×Ȣ  

3.3.2. Editing  and Deleting  Users 

%ÄÉÔÉÎÇ 5ÓÅÒÓ ×ÏÒËÓ ÖÅÒÙ ÓÉÍÉÌÁÒ ÔÏ ÃÒÅÁÔÉÎÇ ÕÓÅÒÓȢ #ÌÉÃË ÏÎ ȰÕÓÅÒÓȱ ÉÎ ÔÈÅ !ÄÍÉÎ ÍÅÎÕȢ 4ÈÉÓ ×ÉÌÌ 

ÔÁËÅ ÙÏÕ ÔÏ Á ÐÁÇÅ ÔÉÔÌÅÄ Ȱ0ÅÏÐÌÅȱȢ #ÌÉÃË ÔÈÅ Ȱ%ÄÉÔȱ ÂÕÔÔÏÎ ÂÅÈÉÎÄ ÁÎ ÅØÉÓÔÉÎÇ ÕÓÅÒ ÏÆ ÙÏÕÒ choice 

(ÄÏÎȭÔ ÃÌÉÃË ÔÈÅ ÕÓÅÒ ÎÁÍÅȠ ÔÈÉÓ ×ÉÌÌ ÔÁËÅ ÙÏÕ ÓÏÍÅ×ÈÅÒÅ ÅÌÓÅɊȢ )Î ÃÁÓÅ ÔÈÅÒÅȭÓ ÍÁÎÙ ÕÓÅÒÓ ÉÎ ÔÈÅ 

ÓÙÓÔÅÍȟ ÙÏÕ ÃÁÎ ÓÅÁÒÃÈ ÆÏÒ Á ÓÐÅÃÉÆÉÃ ÕÓÅÒ ÂÙ ÐÕÔÔÉÎÇ ÓÏÍÅ ÌÅÔÔÅÒÓ ÉÎ ÔÈÅ Ȱ.ÁÍÅ ÏÒ ÅÍÁÉÌ 

ÃÏÎÔÁÉÎÓȱ ÆÉÅÌÄȟ ÁÎÄ ÔÈÅÎ ÃÌÉÃË ÔÈÅ Ȱ&ÉÌÔÅÒȱ ÂÕÔÔÏÎ ÂÅÌÏ×Ȣ 

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: 

ς ÔÈÅ ȵ.ÏÔÉÆÙ ÕÓÅÒ ÏÆ ÎÅ× ÁÃÃÏÕÎÔȰ ÃÈÅÃËÂÏØ ÉÓ 

missing. So, if you still want to tell a user about 

ÔÈÅÉÒ ÁÃÃÏÕÎÔȟ ÙÏÕ ÎÅÅÄ ÔÏ ÄÏ ÔÈÉÓ ȰÍÁÎÕÁÌÌÙȱ ÂÙ 

e-mailing or calling them. 

ς )ÎÓÔÅÁÄ ÏÆ ÔÈÅ Ȱ#ÒÅÁÔÅ ÎÅ× ÁÃÃÏÕÎÔȱ ÂÕÔÔÏÎȟ 

ÔÈÅÒÅȭÓ Á Ȱ3ÁÖÅȱ ÂÕÔÔÏÎ ÁÎÄ Á Ȱ#ÁÎÃÅÌ ÁÃÃÏÕÎÔȱ 

button now. 

!ÔÔÅÎÔÉÏÎȡ 7ÈÉÌÅ ÔÈÅ Ȱ3ÁÖÅȱ ÂÕÔÔÏÎ ÉÓ ÏÆ ÃÏÕÒÓÅ ÔÈÅÒÅ ÆÏÒ 

ÓÁÖÉÎÇ ÃÈÁÎÇÅÓȟ ÔÈÅ Ȱ#ÁÎÃÅÌ ÁÃÃÏÕÎÔȱ ÂÕÔÔÏÎ ÉÓ ÎÏÔ ÆÏÒ ÌÅÁÖÉÎÇ ×ÉÔÈÏÕÔ ÃÈÁÎÇÅÓȟ ÂÕÔ ÁÃÔÕÁÌÌÙ ÆÏÒ 

deleting  the user account. If you just want to leave without saving changes, just click on some 

other item in the Admin menu. 

Caution: 

Never try to edit/delete the user called 

ȰÁÐÉȱ ɉÔÈÉÓ ÉÓ Á ÓÙÓÔÅÍ ÁÃÃÏÕÎÔ ×ÉÔÈÏÕÔ 

which your OnGea system will stop 

functioning properly).  

!ÌÓÏȟ ÄÏÎȭÔ ÍÅÓÓ ÁÒÏÕÎÄ ×ÉÔÈ ÔÈÅ 

Superadmin account initially called 

ȰÁÄÍÉÎȱ ȢȢȢ ÙÏÕ ÍÁÙ ÃÈÁÎÇÅ ÔÈÅ ÕÓÅÒÎÁÍÅ 

ÁÎÄ ÐÁÓÓ×ÏÒÄȟ ÂÕÔ ÐÌÅÁÓÅ ÄÏÎȭÔ ÃÈÁÎÇÅ ÁÎÙ 

other settings. 
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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 that are involved in Activities/Mobilities may create 

trouble.  

!ÎÙÈÏ×ȟ ÁÆÔÅÒ ÃÌÉÃËÉÎÇ Ȱ#ÁÎÃÅÌ ÁÃÃÏÕÎÔȱȟ ÙÏÕ ×ÉÌÌ ÂÅ ÌÅÁÄ ÔÏ Á ÃÏÎÆÉÒÍÁÔÉÏÎ ÐÁÇÅȟ ×ÈÅÒÅ ÙÏÕ ÈÁÖÅ 

ÔÈÅ ÃÈÏÉÃÅ ÂÅÔ×ÅÅÎ Ȱ#ÁÎÃÅÌ ÁÃÃÏÕÎÔȱ ɉÓÔÉÌÌ ÍÅÁÎÉÎÇ ȰÄÅÌÅÔÅ ÁÃÃÏÕÎÔȱɊȟ ÁÎÄ Ȱ#ÁÎÃÅÌȱ ɉÍÅÁÎÉÎÇȡ 

leave without deleting) ɀ ÙÅÐȟ ÔÈÉÓ ÉÓ ÓÔÒÁÎÇÅ ×ÏÒÄÉÎÇȠ ÂÕÔ ÉÔȭÓ $ÒÕÐÁÌ ÓÔÁÎÄÁÒÄȢ 

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 the account, but keeping content created by the user, reassigning the 

ownership 

D. really deleting the account with its content and groups.  

&ÒÏÍ ÔÏÐ ÔÏ ÄÏ×Îȟ ÉÔ ÂÅÃÏÍÅÓ ÍÏÒÅ ÄÁÎÇÅÒÏÕÓ ÁÎÄ ÒÉÓËÙȢ 7Å ÈÁÖÅÎȭÔ ÔÅÓÔÅÄ ÔÈÉÓ ÉÎ ÄÅÔÁÉÌ ÙÅÔȠ we 

would suggest to rather just 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 logged-in with 

Ȱ!ÄÍÉÎÉÓÔÒÁÔÏÒȱ ÒÉÇÈÔÓ ɉ3ÕÐÅÒÁÄÍÉÎ ×ÏÒËÓȟ ÔÏÏɊȠ in the Admin Menu, click 

Ȱ5ÓÅÒÓȱȢ &ÉÎÄ ÔÈÅ 5ÓÅÒ ÙÏÕ ×ÁÎÔ ÔÏ ÂÌÏÃË ÂÙ ÐÕÔÔÉÎÇ ÓÏÍÅ ÌÅÔÔÅÒÓ ÉÎÔÏ ÔÈÅ 

ÆÉÅÌÄ Ȱ.ÁÍÅ ÏÒ ÅÍÁÉÌ ÃÏÎÔÁÉÎÓȱȟ ÔÈÅÎ ÃÌÉÃËÉÎÇ Ȱ&ÉÌÔÅÒȱȢ #ÌÉÃË ÔÈÅ Ȱ%ÄÉÔȱ ÂÕÔÔÏÎ 

ÉÎ ÔÈÅ ÒÏ× ×ÉÔÈ ÔÈÁÔ 5ÓÅÒȠ ÔÈÅÎ ÃÈÁÎÇÅ Ȱ3ÔÁÔÕÓȱ ÆÒÏÍ Ȱ!ÃÔÉÖÅȱ ÔÏ Ȱ"ÌÏÃËÅÄȱ 

there, and save. Done. 
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3.4. User Roles 
5ÓÅÒ ÒÏÌÅÓ ÁÒÅ ÍÁÎÁÇÅÄ ÉÎ /Î'ÅÁȭÓ ÕÓÅÒ ÍÁÎÁÇÅÍÅÎÔȠ ÆÏÒ ÔÈÉÓȟ ÙÏÕ ÎÅÅÄ ÔÏ ÂÅ ÌÏÇÇÅÄ ÉÎ ÁÓ 

3ÕÐÅÒÁÄÍÉÎ ÏÒ ÁÓ ÕÓÅÒ ×ÉÔÈ Ȱ!ÄÍÉÎÉÓÔÒÁÔÏÒȱ ÒÏÌÅȢ 9ÏÕ ÇÅÔ ÔÏ ÕÓÅÒ ÒÏÌÅÓ ÂÙ ÃÒÅÁÔÉÎÇ ÏÒ ÅÄÉÔÉÎÇ 

users; see 3.3.1. Creating Users and 3.3.2. Editing and Deleting Users above. For an overview 

chart of OnGea User Roles, check the Chart of OnGea User Rights Levels. 

You will see that users normaÌÌÙ ÈÁÖÅ ÔÈÅ ÒÏÌÅ Ȱ!ÕÔÈÅÎÔÉÃÁÔÅÄ ÕÓÅÒȱ ÐÒÅ-selected, and greyed out 

ɉÉȢÅȢ ÙÏÕ ÃÁÎȭÔ ÔÁËÅ ÔÈÁÔ ÒÏÌÅ Á×ÁÙȠ ÂÕÔ ÙÏÕ ÃÁÎ ÂÌÏÃË ÏÒ ÄÅÌÅÔÅ Á ÕÓÅÒɊȢ 4ÈÅÎȟ ÔÈÅÒÅȭÓ ÔÈÒÅÅ ÍÏÒÅ 

roles that you can assign to participants: Administrator, Staff and Participant. You could check 

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

Ȱ!ÄÍÉÎÉÓÔÒÁÔÏÒȱ or Ȱ3ÔÁÆÆȱ ÒÉÇÈÔÓ ÈÅÒÅȢ 5ÓÅÒÓ ×ÉÔÈ ÏÎÌÙ Ȱ0ÁÒÔÉÃÉÐÁÎÔȱ ÒÉÇÈÔÓ ÓÈÏÕÌÄÎȭÔ ÂÅ ÃÒÅÁÔÅÄ 

in the Drupal user management at 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 pre-installed OnGea system; or from 

us, if you chose to install from the Github Source Code (contact us at info@ongea.eu for 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 create additional Superadmin users for your OnGea installation.  

The Superadmin is extremely powerful, and can mess up a lot. So the Superadmin role should be 

used with care. The Superadmin is member of all newly created organisation rights groups by 

default. Things only the Superadmin can do include: 

ς create/edit/block/delete all user accounts existing in the system 

ς add users to the rights groups of all organisations in the system 

The superadmin cannot  use the OnGea Activity Admin App; since the superadmin is outside the 

/ÒÇÁÎÉÓÁÔÉÏÎÓ ÓÔÒÕÃÔÕÒÅȟ ÔÈÉÓ ×ÏÕÌÄ ÃÁÕÓÅ ÒÉÇÈÔÓ ÃÈÁÏÓȠ ÓÏ ÉÔȭÓ ÂÌÏÃËÅÄȢ  

We strongly recommend to use the Superadmin only for user and rights management; that is, for 

ÃÒÅÁÔÉÎÇ ÕÓÅÒÓ ×ÉÔÈ Ȱ3ÔÁÆÆȱ ÏÒ Ȱ!ÄÍÉÎÉÓÔÒÁÔÏÒȱ ÒÏÌÅÓȟ ÁÎÄ ÆÏÒ ÍÁËÉÎÇ ÔÈÅÍ ÍÅÍÂÅÒÓ ÏÆ 

organisation groups and assigning group roles to them. 

3.4.2. The Administrator  

! ÕÓÅÒ ×ÉÔÈ ÔÈÅ ÒÏÌÅ ȰAdministratorȱ may not be super, but is still very powerful, and can mess 

up a lot; well, actually, destroy the whole system. 7Å ÒÅÃÏÍÍÅÎÄ ÔÏ ËÅÅÐ ÔÈÅ Ȱ!ÄÍÉÎÉÓÔÒÁÔÏÒȱ 

ÒÏÌÅ ÉÎ ÔÈÅ ÏÒÇÁÎÉÓÁÔÉÏÎ ÔÈÁÔ ÉÓ ÍÁÉÎÌÙ ÒÕÎÎÉÎÇ ÁÎ /Î'ÅÁ ÉÎÓÔÁÌÌÁÔÉÏÎȠ ÁÎÄ ÔÏ ÏÎÌÙ ÇÉÖÅ Ȱ3ÔÁÆÆȱ 

roles to other organisations in the network.  

! ÕÓÅÒ ×ÉÔÈ ÔÈÅ ÒÏÌÅ Ȱ!ÄÍÉÎÉÓÔÒÁÔÏÒȱ ÃÁÎȡ 

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

Superadmin  

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

ς edit the header and navigation menu of the OnGea website channel 

ς edit the menu (navigation) of the OnGea website channel 

ς create Static Pages (Basic Pages) for the OnGea website channels, such aÓ Ȱ!ÂÏÕÔ ÕÓȱ 

pages, imprint etc. ɀ this also causes the problem that currently, only Administrators can 

ÔÒÁÎÓÌÁÔÅ ÓÔÁÔÉÃ ÐÁÇÅÓ ÉÎ ÔÈÅ ÓÙÓÔÅÍÓȢ 3Ï ÉÆ ÔÈÅ !ÄÍÉÎÉÓÔÒÁÔÏÒÓ ÄÏÎȭÔ ÓÐÅÁË ÁÌÌ ÌÁÎÇÕÁÇÅÓ 

mailto:info@ongea.eu
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ÕÓÅÄ ÉÎ ÔÈÅ ÓÙÓÔÅÍȟ ÁÎÄ ÙÏÕ ÄÏÎȭÔ ×ÁÎÔ ÔÏ ÇÉÖÅ !ÄÍÉÎÉÓÔÒÁÔÏÒ Òights to all network 

partners, you might have to copy texts to e.g. e-mails, send them to translate, and then 

copy back (or use services like www.deepl.com and translate.google.com for translation)  

ς delete languages from the system 

ς delete all kind of content from the system, even organisations 

ς do all kinds of wild stuff with Drupal settings. If you go this path, you can do lots of 

things, but you will quickly be out of the area where we can help you :-) 

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

3.4.3. Staff 

4ÈÅ ÕÓÅÒ ÒÏÌÅ Ȱ3ÔÁÆÆȱ ×ÁÓ ÃÒÅÁÔÅÄ ÍÁÉÎÌÙ ÆÏÒ ÔÈÅ /Î'ÅÁ !ÃÔÉÖÉÔÙ !ÄÍÉÎ !ÐÐȟ ÁÎÄ ÆÏÒ ÐÕÔÔÉÎÇ 

content on the OnGea website: 3ÔÁÆÆ ÕÓÅÒÓ ÄÏÎȭÔ ÈÁÖÅ ÁÃÃÅÓÓ ÔÏ $ÒÕÐÁÌ ÕÓÅÒ ÍÁÎÁÇÅÍÅÎÔ ÎÏÒ ÔÏ 

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 news ɀ all of this under the condition that 

ÔÈÅÙ ÈÁÖÅ ÁÐÐÒÏÐÒÉÁÔÅ ÇÒÏÕÐ ÒÏÌÅÓ ÆÏÒ ÔÈÅ ÏÒÇÁÎÉÓÁÔÉÏÎ ÃÕÒÒÅÎÔÌÙ ÓÅÌÅÃÔÅÄ ÉÎ ÔÈÅ ÍÁÉÎ Ȱ#ÈÏÏÓÅ 

/ÒÇÁÎÉÓÁÔÉÏÎȱ ÄÒÏÐÄÏ×ÎȢ  

3.4.4. Participant  

 Ȱ0ÁÒÔÉÃÉÐÁÎÔȱ ÉÓ ÔÈÅ ÕÓÅÒ ÒÏÌÅ ×ÉÔÈ ÔÈÅ ÓÍÁÌÌÅÓÔ ÁÍÏÕÎÔ ÏÆ ÒÉÇÈÔÓȡ 0ÁÒÔÉÃÉÐÁÎÔÓ ÃÁÎ ÏÎÌÙ 

ς edit their own profile  

ς edit uncomplete previous sign-ups to activities 

ς fill all sign-up forms, including non-ÐÕÂÌÉÃ ÏÎÅÓ ɉÔÈÏÓÅ ×ÉÔÈ ÔÈÅ ÓÅÔÔÉÎÇ Ȱ3ÉÇÎ-up only for 

logged-ÉÎ ÕÓÅÒÓȱɊ 

All of this under the condition that the participant has received the system e-mail with login 

data. If this hÁÓÎȭÔ ÈÁÐÐÅÎÅÄȟ ÔÈÅ ÐÁÒÔÉÃÉÐÁÎÔ ÃÁÎÎÏÔ ÌÏÇ ÉÎȠ ÁÎÄ ÈÉÓɕÈÅÒ ÐÒÏÆÉÌÅ ÃÁÎ ÏÎÌÙ ÂÅ ÅÄÉÔÅÄ 

by Staff/Administrators  (see 3.1. OnGea User and Rights Management Basics above). 

As said above, participant profiles should not be created in Drupal Rights management, but only 

through the OnGea Activity Admin App, or through public sign-up forms.  

http://www.deepl.com/
http://translate.google.com/
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3.5. Group Roles 
To make users members of a certain organisation group, and to give them roles in that group, 

you need to be logged in either as the Superadmin, or as an Administrator who  is member of that 

group, too.  

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

ÇÒÏÕÐ ÒÏÌÅÓȟ ÉÎ ÔÈÅ Ȱ#ÈÏÏÓÅ ÏÒÇÁÎÉÓÁÔÉÏÎȱ ÄÒÏÐÄÏ×Î ÏÎ ÔÈÅ ÕÐÐÅÒ ÒÉÇÈÔ ÓÉÄÅȢ Then, click on the 

ÍÅÎÕ ÉÔÅÍ Ȱ'ÒÏÕÐ ÍÅÍÂÅÒÓȱ ÉÎ ÔÈÅ !ÄÍÉÎ ÍÅÎÕ ɉÉÆ ÙÏÕȭÌÌ ÃÈÁÎÇÅ ÔÈÅ ÏÒÇÁÎÉÓÁÔÉÏÎ ÇÒÏÕÐ ÉÎ ÔÈÅ 

dropdowÎȟ ÙÏÕȭÌÌ ÈÁÖÅ ÔÏ again ÃÌÉÃË ÏÎ Ȱ'ÒÏÕÐ ÍÅÍÂÅÒÓȱ ÁÆÔÅÒ ÔÈÁÔ ÔÏ ÍÁËÅ ÔÈÅ ÃÈÁÎÇÅ ÔÁËÅ 

effect). The page headline should now display the name of the selected organisation, followed by 

ȰÍÅÍÂÅÒÓȱȟ ÁÓ ÐÉÃÔÕÒÅÄ ÂÅÌÏ×ȡ  

 

Now, you can  

ς add a member to the group ÕÓÉÎÇ ÔÈÅ Ȱ!ÄÄ ÍÅÍÂÅÒȱ ÂÕÔÔÏÎ ÁÂÏÖÅ ÔÈÅ ÌÉÓÔȢ 4ÈÉÓ ×ÉÌÌ ÌÅÁÄ 

ÙÏÕ ÔÏ Á ÐÁÇÅ ×ÈÅÒÅ ÙÏÕ ÃÁÎ ÆÉÒÓÔ ÓÅÌÅÃÔ ÔÈÅ ÕÓÅÒ ÔÏ ÁÄÄ ɉÆÉÅÌÄ Ȱ5ÓÅÒÎÁÍÅȱȟ ÔÙÐÉÎÇ Á ÆÅ× 

letters will bring up a selection of user names containing those letters); then check some 

boxes for group roles, and then press save. 

ς edit an existing memberȟ ÂÙ ÃÌÉÃËÉÎÇ ÔÈÅ Ȱ ȱ ÓÙÍÂÏÌ ÂÅÓÉÄÅ ÔÈÅ Ȱ6ÉÅ× ÍÅÍÂÅÒȱ ÂÕÔÔÏÎ 

ÆÏÒ ÔÈÁÔ ÍÅÍÂÅÒȠ ÁÎÄ ÔÈÅÎ ȰÅÄÉÔ ÍÅÍÂÅÒȱȢ 4ÈÉÓ ×ÉÌÌ ÌÅÁÄ ÙÏÕ ÔÏ Á ÐÁÇÅ ÔÈÁÔ ×ÏÒËÓ ÊÕÓÔ 

ÌÉËÅ Ȱ!ÄÄ ÍÅÍÂÅÒȱȟ ÏÎÌÙ ÔÈÁÔ ÔÈÅ ÕÓÅÒ ÔÏ ÂÅ ÅÄÉÔÅÄ ÉÓ ÁÌÒeady selected. 

ς ÒÅÍÏÖÅ ÁÎ ÅØÉÓÔÉÎÇ ÍÅÍÂÅÒ ÆÒÏÍ ÔÈÁÔ ÇÒÏÕÐȟ ÂÙ ÃÌÉÃËÉÎÇ ÔÈÅ Ȱ ȱ ÓÙÍÂÏÌ ÂÅÓÉÄÅ ÔÈÅ 

Ȱ6ÉÅ× ÍÅÍÂÅÒȱ ÂÕÔÔÏÎ ÆÏÒ ÔÈÁÔ ÍÅÍÂÅÒȠ ÁÎÄ ÔÈÅÎ ȰÒÅÍÏÖÅ ÍÅÍÂÅÒȱȢ 4ÈÉÓ ×ÉÌÌ ./4 

delete the user account, but just remove the user from this group. 

4ÈÅÒÅȭÓ τ hierarchical group roles: 

ς !Ó ȰContributorȱȟ you can write News for the OnGea website; you can edit your own 

news, but not news created by other users. You cannot access the OnGea Activity Admin 

App. 

ς !Ó Ȱ%ÄÉÔÏÒȱȟ ÙÏÕ ÃÁÎ ÁÄÄÉÔÉÏÎÁÌÌÙ ÅÄÉÔ ÎÅ×Ó ÃÒÅÁÔÅÄ ÂÙ ÏÔher users from your 

organisation. You cannot access the OnGea Activity Admin App. 
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ς !Ó Ȱ!ÃÔÉÖÉÔÙ ÁÄÍÉÎȱȟ you can additionally access the OnGea Activity Admin App with 

limited right s (you can neither create/edit Projects nor Organisations) 

ς !Ó Ȱ/ÒÇ ÁÄÍÉÎȱȟ ÙÏÕ can access the OnGea Activity Admin App with full rights for your 

organisation (including creating/editing projects, editing your organisation, and creating 

new organisations) 

4ÈÅÓÅ ÒÏÌÅÓ ÁÒÅ ȰÈÉÅÒÁÃÈÉÃÁÌȱ ÉÎ ÔÈÅ ÓÅÎÓÅ ÔÈÁÔ ÔÈÅ ÈÉÇÈÅÒ ÒÏÌÅÓ ÃÁÎ ÄÏ ÅÖÅÒÙÔÈing that the lower 

ÒÏÌÅÓ ÃÁÎ ÄÏȟ ÐÌÕÓ ÍÏÒÅȢ 3Ïȟ ÉÔ ÄÏÅÓÎȭÔ ÍÁËÅ ÓÅÎÓÅ ÔÏ ÇÉÖÅ ÓÏÍÅÂÏÄÙ ÅȢ ÇȢ ÔÈÅ Ȱ/ÒÇ ÁÄÍÉÎȱ !.$ 

ÔÈÅ Ȱ!ÃÔÉÖÉÔÙ ÁÄÍÉÎȱ ÒÏÌÅ ÆÏÒ ÏÎÅ ÏÒÇÁÎÉÓÁÔÉÏÎ ÇÒÏÕÐȟ ÓÉÎÃÅ ÔÈÅ Ȱ/ÒÇ ÁÄÍÉÎȱ ÒÏÌÅ ÁÌÒÅÁÄÙ ÉÎÃÌÕÄÅÓ 

ÁÌÌ Ȱ!ÃÔÉÖÉÔÙ ÁÄÍÉÎȱ ÒÉÇÈÔÓȢ  

In addition to ÔÈÅÓÅ τ ÈÉÅÒÁÒÃÈÉÃÁÌ ÒÏÌÅÓȟ ÔÈÅÒÅȭÓ ÔÈÅ ÅØÔÒÁ ÒÏÌÅ Ȱ3ÅÎÄÅÒȱȢ 7ÉÔÈ ÔÈÉÓ ÒÏÌÅȟ ÙÏÕ ÃÁÎ 

access activities owned (created) by other organisation groups, IF your organisation has been 

ÁÄÄÅÄ ÔÏ ÔÈÏÓÅ ÁÃÔÉÖÉÔÉÅÓ ÁÓ ȰÏÒÇÁÎÉÓÁÔÉÏÎ ÉÎÖÏÌÖÅÄ ÉÎ ÔÈÉÓ ÁÃÔÉÖÉÔÙȱȢ In most cases, it makes sense 

ÔÏ ÁÌ×ÁÙÓ ÁÄÄ ÔÈÅ Ȱ3ÅÎÄÅÒȱ ÒÏÌÅ ÔÏ ÁÎÙ !ÃÔÉÖÉÔÙ ÁÄÍÉÎ ÏÒ /ÒÇ ÁÄÍÉÎȢ 7ÈÅÎ ÙÏÕ ÁÒÅ only Ȱ3ÅÎÄÅÒȱȟ 

you can create/edit Profiles owned by your organisation, and Mobilities to Activities where your 

ÏÒÇÁÎÉÓÁÔÉÏÎ ÈÁÓ ÂÅÅÎ ÁÄÄÅÄ ÁÓ Ȱ/ÒÇÁÎÉÓÁÔÉÏÎ ÉÎÖÏÌÖÅÄȱȢ "ÕÔ ÙÏÕ ÃÁÎÎÏÔ ÃÒÅÁÔÅȾÅÄÉÔ 

Organisations nor Activities, and you cannot even view Projects. !ÌÓÏȟ Ȱ3ÅÎÄÅÒȱ ÉÓ ÔÈÅ ÏÎÌÙ ÇÒÏÕÐ 

role that cannot create/edit/delete News. 

For an overview of group roles and their access rights to content (not including group roles 

Ȱ#ÏÎÔÒÉÂÕÔÏÒȱ ÁÎÄ Ȱ%ÄÉÔÏÒȱȟ ×ÈÏ ÏÎÌÙ ÈÁÖÅ ÁÃÃÅÓÓ ÒÉÇÈÔÓ ÆÏÒ .Å×ÓɊȟ ÃÈÅÃË ÔÈÅ Overview of group 

roles and their access rights to Activity Admin App content types.  

So, reasonable combinations of user roles and group roles would be: 

ς User role: Participant (created through OnGea Activity App) 

ς User role: Staff; Group role: Contributor  

ς User role: Staff; Group role: Editor 

ς User role: Staff; Group role: Sender 

ς User role: Staff; Group role: Sender + Contributor 

ς User role: Staff; Group role: Sender + Editor 

ς User role: Staff; Group role: Activity admin + Sender 

ς User role: Staff; Group role: Org admin + Sender 

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

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 App 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 

ÃÏÍÆÏÒÔÁÂÌÅ Ȱ2ÅÍÏÔÅ #ÏÎÔÒÏÌȱ ÆÏÒ ÔÈÅ $ÒÕÐÁÌ $ÁÔÁÂÁÓÅ ÉÎ ÔÈÅ /Î'ÅÁ 3ÙÓÔÅÍ #ÏÒÅȢ 

The concept of the Activity is central for the OnGea system: An Activity is a is 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 ɀ from the registration of participants through the actual activity up to postprocessing 

and publicity ɀ are facilitated by the system; including reporting in the EU Mobility Tool, in case 

of Erasmus+ Key Action 1 funded mobility projects.  

 

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 activities with a network of organisations, it makes sense to start 

work ing with the OnGea Activity Admin App. You may want to use it in different ways, 

depending on questions such as: 

ς Do you want to use OnGea to create an online form where interested people can sign up 

for your activity  ɀ or not? 

ς Is your 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? 

ς Do you want your participants to use the OnGea Mobile App? And if yes, do you plan to 

also provide them with information about the activity schedule through the Mobile App? 

ς Do you want to export food lists showing how many people with which special food 

requirements will join which meal of your Activity? 



OnGea Admin Manual 1.1 ɀ Page 35 

 

4.1. Activity Terminolog y 
In the OnGea Activity Admin App, you will work with some basic concepts, most of which are 

used similarly as Erasmus+ funding terminology (see also the graphical explanation below). The 

following terms are not listed alphabetically, but in an order that makes it easier to understand 

their meaning and interdependencies. 

 

Dashboard 

The Dashboard is a starting page for the OnGea Activity Admin App. It provides some of the 

terminology explanations as in this chapter; and it can show some information at a quick 

glimpse. The OnGea 1.1 Dashboard is very basic; extensions are planned for future versions. 

Project 

A Project in the OnGea system is a frame for one or more Activities. Projects have a start and an 

end date, and normally specific funding from one or more funders. A Project may run for a long 

time and contain several Activities. 

Activity  

An Activity is a structured situation bringing together people, such as an international exchange 

or a seminar. Activities have start and end dates, they have participants and they may have a 

detailed schedule. 

Profile  

A Profile represents a person. It contains information like name, date of birth, contact data etc. A 

Profile is always connected to a user account in the OnGea system. If you prefer to use Profiles 

ÏÎÌÙ ÁÓ ÆÉÌÅÓ ÁÄÍÉÎÉÓÔÅÒÅÄ ÂÙ ÏÒÇÁÎÉÓÁÔÉÏÎÁÌ ÓÔÁÆÆȟ ÙÏÕ ÄÏÎȭÔ ÎÅÅÄ ÔÏ ÇÉÖÅ ÙÏÕÒ ÐÁÒÔÉÃÉÐÁÎÔÓ ÁÃÃÅÓÓ 

to their user accounts; but under the hood, the accounts will still be there. 

Organisation  

In the OnGea system, an Organisation can represents an entity such as an association, a company 

or any other formal or informal body. Organisations are 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 Channel. In the OnGea Activity Admin App, Organisations can 

be Sending and/or Host Organisations for Activities.  

Mobility  

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

includes 40 mobilities. ȰMobilityȱ ÁÎÄ ȰÐÁÒÔÉÃÉÐÁÎÔȱ ÃÁÎ ÏÆÔÅÎ ÂÅ ÕÓÅÄ ÓÙÎÏÎÙÍÏÕÓÌÙȢ Each 

Mobility ÃÏÎÔÁÉÎÓ ÉÎÆÏÒÍÁÔÉÏÎ ÁÂÏÕÔ ÏÎÅ ÐÅÒÓÏÎȭÓ ÐÁÒÔÉÃipation details, such as arrival and 

departure days. Mobilities can be created by Sending Organisations based on existing Profiles, or 

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

approval from sending or host organisation.  

Event (and Schedule) 

In OnGea terminology, an Event is a rather short action, such as a breakfast or a plenary meeting 

ɉÉÆ ÙÏÕ ÓÁÙ Ȱ)ȭÍ ÏÒÇÁÎÉÓÉÎÇ Á 9ÏÕÔÈ %ÖÅÎÔ ÔÈÉÓ ×ÅÅËÅÎÄȱȟ ÔÈÉÓ ×ÏÕÌÄ ÂÅ ÁÎ Activity in OnGea 

words). Activities can have a detailed schedule consisting of several Events. OnGea Events can be 

repeating, daily or weekly.  

Attendance (Stays) 

Attendance means the participation of a person in an Event. This is saved in the OnGea system 

with Stays. A Stay is the connection between a Mobility and an Event; or, in case of repeated 

Events, with one individual Event repetition. Your ActivityȭÓ ÓÃÈÅÄÕÌÅ ÍÁÙ ÈÁÖÅ ÔÈÅ %ÖÅÎÔ Ȱ3ÅÐ 

20thȟ πωȡππȟ "ÒÅÁËÆÁÓÔȱȟ ÒÅÐÅÁÔÅÄ ÄÁÉÌÙ ÕÎÔÉÌ 3ÅÐ ςςnd. The Attendance of participant Jane Doe 

could be saved in the Stays ȰÂÒÅÁËÆÁÓÔ ςπthȡ ÙÅÓȱȟ ȰÂÒÅÁËÆÁÓÔ ςρstȡ ÙÅÓȱȟ ȰÂÒÅÁËÆÁÓÔ ςςndȡ ÎÏȱȢ This is 

important for  ÇÅÎÅÒÁÔÉÎÇ ÉÎÆÏÒÍÁÔÉÏÎ ÌÉËÅ ȰÈÏ× ÍÁÎÙ ÖÅÇÁÎÓ ×ÉÌÌ ÈÁÖÅ ÂÒÅÁËÆÁÓÔ ÏÎ 3ÅÐ ςρstȩȱ 

Place 

A Place is a location where Events with in an Activity happen; such as a hostel or a workshop 

spaceȢ 9ÏÕ ÃÁÎ ÕÓÅ ÔÈÉÓ ÁÌÓÏ ÏÎ Á ÆÉÎÅÒ ÌÅÖÅÌȟ ÄÅÆÉÎÉÎÇ ÉÎÄÉÖÉÄÕÁÌ ÒÏÏÍÓ ɉÓÕÃÈ ÁÓ Ȱ$ÉÎÉÎÇ (ÁÌÌȱ ÏÒ 

Ȱ3ÅÍÉÎÁÒ 2ÏÏÍ 3χȱɊ ÁÓ Places. Places are mainly used to generate maps for participants using 

the OnGea Mobile App; for this to work, you need to enter geolocation data for the Places. 

Travel  

Just as Places, Travels in the OnGea system are mostly important to provide information for 

participants using the OnGea Mobile App. A Travel is a one-way trip from one location to another 

location. It can be taken by several participants together. A Travel may contain several parts, 

such as: bus trip ɀ flight ɀ metro trip.  Or, you could enter those as separate Travels ... which is 

more work, but may give better information overview for participants in the mobile app. 

Announcement  

An Announcement is a message sent to all, or a certain group of, participants of a certain Activity. 

Announcements can be sent by representatives of Host and Sending Organisations in that Activity 

from the OnGea Activity Admin App. They are received by participants 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), some 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  
,ÅÔȭÓ ÓÔÁÒÔ ÏÕÒ ÄÅÔÁÉÌÅÄ ÌÏÏË ÁÔ ÔÈÅ /Î'ÅÁ !ÃÔÉÖÉÔÙ !ÄÍÉÎ !ÐÐ ×ÉÔÈ ÔÈÅ ÅÎÔÒÙ ÐÁÇÅȟ ÔÈÅ 

Dashboard. 

The Dashboard is the starting page for the OnGea Activity Admin App. The OnGea 1.1 Dashboard 

is very basic; extensions are planned for future versions. It provides some explanations of basic 

OnGea Activity terminology, and offers quick links to create a new Project, Activity or Mobility.  

)Î ÔÈÅ ÂÏØ Ȱ5ÎÁÐÐÒÏÖÅÄ !ÐÐÌÉÃÁÎÔÓȱȟ ÙÏÕ ÃÁÎ ÖÉÅ× Á ÌÉÓÔ ÏÆ ÁÌÌ -ÏÂÉÌÉÔÉÅÓ ÏÆ Á ÃÅÒÔÁÉÎ !ÃÔÉÖÉÔÙ ÔÈÁÔ 

have not been approved yet. This is especially important when you have an Activity with 

ȰÓÅÌÅÃÔÉÏÎȾÁÐÐÒÏÖÁÌ ÏÆ ÐÁÒÔÉÃÉÐÁÎÔÓ ÐÒÏÃÅÄÕÒÅȱ ÅÎÁÂÌÅÄȟ ÁÎÄ ÁÎ ÁÃÔÉÖÅ ÏÎÌÉÎÅ ÓÉÇÎ-up form: In 

ÔÈÉÓ ÃÁÓÅȟ ÅÖÅÒÙÂÏÄÙ ÓÉÇÎÉÎÇ ÕÐ ×ÉÌÌ ÆÉÒÓÔ ÈÁÖÅ ÔÈÅ ÓÔÁÔÕÓ ȰÁÐÐÌÉÃÁÎÔȱȟ ÕÎÔÉÌ ÓÏÍÅ 3ÔÁÆÆȾ!ÄÍÉÎ 

ÆÒÏÍ ÁÎ /ÒÇÁÎÉÓÁÔÉÏÎ ÉÎ ÔÈÉÓ !ÃÔÉÖÉÔÙ ÁÐÐÒÏÖÅÓ ÔÈÅÍȢ 9ÏÕ ÃÁÎ ÃÈÁÎÇÅ ÔÈÅ ÓÔÁÔÕÓ ÔÏ ȰÁÐÐÒÏÖÅÄȱ ɉÏÒ 

ÔÏ ȰÃÁÎÃÅÌÌÅÄȾÒÅÊÅÃÔÅÄȱɊ ÈÅÒÅȢ  

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 Mobilities that were created in the past 1, 3 or 7 days (i.e. 

ÐÁÒÔÉÃÉÐÁÎÔÓ ÔÈÁÔ ÈÁÖÅ ÁÐÐÌÉÅÄ ÏÎÌÉÎÅȟ ÏÒ ×ÅÒÅ ÁÄÄÅÄ ÂÙ ÔÈÅÉÒ 3ÅÎÄÉÎÇ /ÒÇÁÎÉÓÁÔÉÏÎȭÓ ÓÔÁÆÆȟ ÉÎ 

those recent days). 

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

ÔÈÅ ÐÏÉÎÔ Ȱ!ÃÔÉÏÎÓȱȟ ×ÈÅÒÅ ÙÏÕ ÃÁÎ ÓÅÌÅÃÔ Ȱ#ÌÅÁÎ ÕÐ 3ÔÁÙÓȱȢ #ÁÕÔÉÏÎȡ 4ÈÉÓ ÉÓ Á ÓÌÉÇÈÔÌÙ ÒÉÓËÙ 

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 system. 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.  

3Ïȟ ÌÅÔȭÓ ÇÏ ÆÕÒÔÈÅÒ ÉÎÔÏ ÔÈÅ /Î'ÅÁ !ÃÔÉÖÉÔÙ !ÄÍÉÎ !ÐÐȠ ÉÎ ÔÈÅ ÆÏÌÌÏ×ÉÎÇȟ ×Å ×ÉÌÌ ÎÏÔ ÇÏ ÔÈÒÏÕÇÈ 

the menu from top to down, but rather in an order that makes sense to understand the system. 
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4.3. Organisations  
4ÈÅ /Î'ÅÁ ÃÏÎÃÅÐÔ ×ÁÓ ÄÅÖÅÌÏÐÅÄ ÂÙ ÙÏÕÔÈ ×ÏÒË ÏÒÇÁÎÉÓÁÔÉÏÎÓȟ ÔÈÕÓ ÉÔȭÓ ÎÏ ×ÏÎÄÅÒ ÔÈÁÔ ÔÈÅ 

concept of the Organisation is very central in the OnGea System. Organisations have functions on 

three levels: 

A. Rights Management  

-ÏÓÔ ÃÏÎÔÅÎÔ ÉÎ ÔÈÅ /Î'ÅÁ ÓÙÓÔÅÍ ÉÓ ȰÏ×ÎÅÄȱ ÂÙ ÏÒÇÁÎÉÓÁÔÉÏÎÓȢ &ÏÒ ÅÁÃÈ ÏÒÇÁÎÉÓÁÔÉÏÎȟ 

ÔÈÅÒÅȭÓ Á rights-related group. Users can be member of this group with different rights 

levels. This makes it easy to share and hand over work within organisations. You can 

read more about this in chapter 3. OnGea User and Rights 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, such as international seminars or youth 

exchanges.  

C. Public Presentation  

Organisations are also presented on the OnGea Website channel. You may create 

/ÒÇÁÎÉÓÁÔÉÏÎÓ ÉÎ ÙÏÕÒ /Î'ÅÁ 3ÙÓÔÅÍ ÔÈÁÔ ÄÏÎȭÔ ÈÁÖÅ ÁÎÙ ÕÓÅÒ ÁÃÃÏÕÎÔÓȾÒÉÇÈÔÓȟ ÁÎÄ 

neither send nor host participants; but that only exist in your OnGea System to be 

presented to the public, e.g. as partners. Read more in chapter 7. The OnGea Website 

Channel. 

/Æ ÃÏÕÒÓÅȟ ÙÏÕ ÁÒÅ ÆÒÅÅ ÔÏ ÕÓÅ ÔÈÅ /Î'ÅÁ #ÏÎÔÅÎÔ 4ÙÐÅ Ȱ/ÒÇÁÎÉÓÁÔÉÏÎȱ ÉÎ ÄÉÆÆÅÒÅÎÔ ×ÁÙÓ ÔÈÁÎ 

creating exactly one OnGea Organisation for each legal entity in your network. Like, if your 

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 system. Be aware that in 

/Î'ÅÁ ρȢØȟ ÉÔȭÓ ÎÏÔ ÐÏÓÓÉÂÌÅ ÔÏ ÓÈÉÆÔ ȰÏ×ÎÅÒÓÈÉÐȱ ÏÆ 0ÁÒÔÉcipant Profiles from one Organisation to 

another. 

4.3.1. Creating Organisations  

Organisations are created in the OnGea Activity Admin App. For this, you need to be logged in 

×ÉÔÈ Ȱ/ÒÇ !ÄÍÉÎȱ ÒÉÇÈÔÓ ɉÉÆ ÙÏÕ ÁÒÅ ÍÅÍÂÅÒ ÏÆ ÍÏÒÅ ÔÈÁÎ ÏÎÅ ÏÒÇÁÎÉÓÁÔÉÏÎ ÇÒÏÕÐȟ ÂÕÔ ÏÎÌÙ have 

Ȱ/ÒÇ !ÄÍÉÎȱ ÒÉÇÈÔÓ ÆÏÒ ÓÏÍÅ ÏÆ ÔÈÅÍȟ ÍÁËÅ ÓÕÒÅ ÔÏ ÓÅÌÅÃÔ ÏÎÅ ÏÆ ÔÈÏÓÅ ÉÎ ÔÈÅ Ȱ#ÈÏÏÓÅ 

ÏÒÇÁÎÉÚÁÔÉÏÎȱ $ÒÏÐÄÏ×Î ÏÎ ÔÈÅ ÕÐÐÅÒ ÒÉÇÈÔɊȢ  

)Î ÔÈÅ ÌÅÆÔ ÙÅÌÌÏ× ÍÅÎÕȟ ÃÌÉÃË Ȱ/ÒÇÁÎÉÓÁÔÉÏÎÓȱȟ ÔÈÅÎ Ȱ.Å× /ÒÇÁÎÉÓÁÔÉÏÎȱ ɉȰ.Å× /ÒÇÁÎÉÓÁÔÉÏÎȱ ÉÎ 

the horizontal yellow menu does the same).  

4ÈÅÒÅȭÓ some important things that you need to be aware of when creating a new Organisation: 

ς Saving a new Organisation automatically creates a rights group for that Organisation. 

Only the Superadmin has access to this new group, and can give other users admin rights 

ÌÉËÅ Ȱ/ÒÇ ÁÄÍÉÎȱ ÆÏÒ ÔÈÁÔ ÇÒÏÕÐȢ  

ς So, like new born sharks, Organisations are independent right after birth. That is, the 

ÍÏÍÅÎÔ ÙÏÕ ÈÁÖÅ ÃÒÅÁÔÅÄ ÁÎ /ÒÇÁÎÉÓÁÔÉÏÎ ÂÙ ÃÌÉÃËÉÎÇ ÔÈÅ ȰÓÁÖÅȱ ÂÕÔÔÏÎȟ ÙÏÕ ÌÏÓÅ access 

rights for this Organisation.  

ς Also, deleting an Organisation leaves a path of destruction through-out the system; so 

when you create an Organisation, think of it as something permanent.  
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Organisations have only 12 data fields to fill, plus two images; so they are quick to create. For 

ÒÉÇÈÔÓ ÍÁÎÁÇÅÍÅÎÔ ÐÕÒÐÏÓÅÓȟ ÏÎÌÙ ÔÈÅ ÆÉÅÌÄ Ȱ/ÒÇÁÎÉÓÁÔÉÏÎ ÎÁÍÅȱ ÎÅÅÄÓ ÔÏ ÂÅ ÆÉÌÌÅÄȢ For Activity 

administration purposes, also Acronym and PIC Code should be filled (the PIC Code is an 

identificatiÏÎ ÃÏÄÅ ÆÏÒ ÏÒÇÁÎÉÓÁÔÉÏÎÓ ÔÈÁÔ ÒÅÃÅÉÖÅ %5 ÆÕÎÄÉÎÇȠ ÉÔȭÓ ÒÅÑÕÉÒÅÄ ÆÏÒ ÍÏÓÔ %ÒÁÓÍÕÓϹ 

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

Recommended image formats are: 

ς Logo: GIF, PNG or JPG file, 240×240 pixels 

ς Image: JPG file, 1750×700 pixels 

Oh, and: In OnGea 1.1, you can create two Organisations with identical ÎÁÍÅÓȢ 4ÈÉÓ ÄÏÅÓÎȭÔ ÃÁÕÓÅ 

ÁÎÙ ÔÒÏÕÂÌÅ ÏÎ ÓÏÆÔ×ÁÒÅ ÌÅÖÅÌȟ ÂÕÔ ÉÔ ×ÉÌÌ ÂÅ ÃÏÎÆÕÓÉÎÇ ÆÏÒ ÈÕÍÁÎÓȟ ÓÏȡ ÄÏÎȭÔ ȡ-) 

4.3.2. Editing Organisations  

Editing Organisations basically works like creating new Organisations ɀ ÏÎÌÙ ÔÈÁÔ ÉÔȭÓ ÎÏÔ ÅÎÏÕÇÈ 

ÔÏ ÈÁÖÅ Ȱ/ÒÇ !ÄÍÉÎȱ ÒÉÇÈÔÓ ÆÏÒ ÁÎÙ ÏÒÇÁÎÉÓÁÔÉÏÎȟ ÂÕÔ ÒÁÔÈÅÒȡ 9ÏÕ ÎÅÅÄ Ȱ/ÒÇ !ÄÍÉÎȱ ÒÉÇÈÔÓ ÆÏÒ 

that specific Organisation. 

Since the Superadmin cannot access the OnGea Activity 

Admin App, this also means: A functioning Organisation 

ÔÈÁÔ ÃÁÎ ÂÅ ÅÄÉÔÅÄ ÎÅÅÄÓ ÔÏ ÈÁÖÅ Ô×Ï ȰÐÁÒÅÎÔÓȱȡ /ÎÅ /ÒÇ 

Admin from another organisation that creates the new 

organisation, plus the Superadmin who adds users to the 

ÎÅ× ÏÒÇÁÎÉÓÁÔÉÏÎȭÓ ÇÒÏÕÐ ÁÎÄ ÇÉÖÅÓ ÔÈÅÍ ÅÄÉÔÉÎÇ ÒÉÇÈÔÓ 

ÆÏÒ ÔÈÅ ÏÒÇÁÎÉÓÁÔÉÏÎ ÂÙ ÍÁËÉÎÇ ÔÈÅÍ Ȱ/ÒÇ !ÄÍÉÎÓȱ ÉÎ 

that group.  

4.3.3. Deleting Organisations (or better: not)  

Since almost all ÃÏÎÔÅÎÔ ÉÎ ÔÈÅ /Î'ÅÁ 3ÙÓÔÅÍ ÉÓ ȰÏ×ÎÅÄȱ 

by organisations, deleting an organisation would delete 

a lot of content from the system, and typically create a 

mess. 

Note: 

Since deleting OrganisatiÏÎÓ ÄÏÅÓÎȭÔ ÒÅÁÌÌÙ 

work in OnGea 1.1, you may have the idea 

to rename organisations instead ɀ like, 

when some association leaves your 

network, you could have the idea to just re-

use their  OnGea Organisation for another 

new partner organisation. We advice you 

NOT to do this; since this may result in 

ÐÒÏÂÌÅÍÓ ÌÉËÅ ȰÔÈÅ ÎÅ× ÏÒÇÁÎÉÓÁÔÉÏÎ 

suddenly appears listed as partner in a 

ÐÒÏÊÅÃÔ ÔÈÁÔ ÅÎÄÅÄ ς ÙÅÁÒÓ ÁÇÏȱ. Also, the 

rights group related to the Organisation 

will keep the old name when you rename 

the Organisation. Of course, renaming of an 

Organisation that actually changes their 

name is no problem. 
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There is a way that you can delete an organisation ɉÁÃÔÕÁÌÌÙȟ ÅÁÃÈ ÕÓÅÒ ×ÉÔÈ Ȱ!ÄÍÉÎÉÓÔÒÁÔÏÒȱ 

rightÓ ÃÁÎ ÄÅÌÅÔÅ ÅÁÃÈ ÏÒÇÁÎÉÓÁÔÉÏÎ ÉÎ ÔÈÅ $ÒÕÐÁÌ ÂÁÃËÅÎÄȟ ÔÈÁÔȭÓ ×ÈÙ ÙÏÕ ÓÈÏÕÌÄ ÂÅ ÅØÔÒÅÍÅÌÙ 

carefully about whom you make administrator), but we strongly advise you NOT do to that. Trail 

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, 

ÈÅÒÅȭÓ ÁÎ ÁÌÔÅÒÎÁÔÉÖÅ ÆÏÒ ÙÏÕ ȢȢȢ 

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 the OnGea Activity Admin App, such as Organisations, will have 

ÃÈÅÃËÂÏØÅÓ ÌÉËÅ Ȱ3ÈÏ× ÏÎ 7ÅÂÓÉÔÅ 8ȱȟ Ȱ3ÈÏ× ÏÎ 7ÅÂÓÉÔÅ 9ȱ ÅÔÃȢȠ ÁÎÄ ÉÔ ×ÉÌÌ ÂÅ ÅÁÓÙ ÔÏ ÈÉÄÅ ÁÎ 

organisation by just unchecking all those boxes.  

(Ï×ÅÖÅÒȟ ÃÕÒÒÅÎÔÌÙȟ ÔÈÅÒÅȭÓ ÏÎÌÙ Á ÍÏÒÅ ÃÏÍÐÌÉÃÁÔÅÄ way: You can filter the Organisations list 

page, and the Organisations list on the frontpage, to not show a certain organisation. The 

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

ȰÏÒÇÁÎÉÓÁÔÉÏÎ ÉÎÖÏÌÖÅÄȱ ÉÎ ÙÏÕÒ ÐÒÅÖÉÏÕÓ ÐÒÏÊÅÃÔÓ ÁÎÄ ÁÃÔÉÖÉÔÉÅÓȟ ÉÔ ×ÉÌÌ ÂÅ ÌÉÎËÅÄ ÆÒÏÍ ÔÈÅÒÅȟ ÔÏÏȠ 

but at least it will no longer be prominently featured.  

You can learn how to hide an Organisation by filtering under 7.5. Customizing your OnGea 

Website Channel. 

 

 

Organisations involved in a Project, as displayed on the OnGea Website Channel 
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4.4. Projects , and Activities  Basics 
0ÒÏÊÅÃÔÓ ÁÎÄ !ÃÔÉÖÉÔÉÅÓ ÁÒÅ ÃÌÏÓÅÌÙ ÒÅÌÁÔÅÄ ÃÏÎÔÅÎÔ ÔÙÐÅÓ ÉÎ /Î'ÅÁȟ ÓÏ ÌÅÔȭÓ first look at both of 

them in this chapterȟ ÂÅÆÏÒÅ ÇÏÉÎÇ ÉÎÔÏ ÅÁÃÈ ÏÎÅȭÓ ÄÅÔÁÉÌÓ.  

As explained before, in OnGea terminology, a Project is a formal frame (often defined by specific 

funding, and the official start and end dates of the funding period), in which actual Activities ɀ 

that is: youth camps, exchanges, workshops, seminars, festivals etc. ɀ take place. Just like 

Organisations, also Projects and Activities have functions on three levels: 

A. Rights level  

Access rights (editing and deleting, or view-only) for Projects and Activities are defined 

ÂÙȡ 7ÈÉÃÈ /ÒÇÁÎÉÓÁÔÉÏÎȭÓ ÓÔÁÆÆ ÈÁÓ ÃÒÅÁÔÅÄ Á 0ÒÏÊÅÃÔȾ!ÃÔÉÖÉÔÙȩ !ÎÄ ×ÈÉÃÈ ÏÔÈÅÒ 

/ÒÇÁÎÉÓÁÔÉÏÎÓ ÈÁÖÅ ÂÅÅÎ ÁÄÄÅÄ ÁÓ Ȱ/ÒÇÁÎÉÓÁÔÉÏÎÓ ÉÎÖÏÌÖÅÄȱ ÔÏ ÔÈÁÔ 0ÒÏÊÅÃÔȾ!ÃÔÉÖÉÔÙȩ  

B. Hosting & sending level  

The Activity (much more than the Project) is the central place to organise hosting and 

sending of participants in OnGea.  

C. Public presentation  level  

Projects and Activities are, in OnGea 1.x, automatically presented on the OnGea Website channel 

(unless you deliberately filter some out; see 0. ! ÌÉÇÈÔÂÏØ Ȱ.Å×ÓÆÅÅÄȡ !ÔÔÁÃÈ ÔÏȱ ×ÉÌÌ ÏÐÅÎȢ 5ÎÄÅÒ 

Ȱ$ÉÓÐÌÁÙÓȱȟ ÕÎÃÈÅÃË ÔÈÅ ÃÈÅÃËÂÏØ ÉÎ ÆÒÏÎÔ ÏÆ Ȱ3ÅÉÔÅȱȢ #ÌÉÃË ÁÐÐÌÙȢ "ÁÃË ÉÎ ÔÈÅ Ȱ.Å×ÓÆÅÅÄȱ ÖÉÅ×ȟ 

ÃÌÉÃË Ȱ3ÁÖÅȱȢ $ÏÎÅ ɀ ȰÓÕÂÓÃÒÉÂÅȱ ÌÉÎË ÓÈÏÕÌÄ ÂÅ ÇÏÎÅ ÎÏ×Ȣ  

Filtering views). 

%ÓÐÅÃÉÁÌÌÙ ÉÎ !ÃÔÉÖÉÔÉÅÓȟ ÔÈÅÒÅȭÓ ÑÕÉÔÅ ÓÏÍÅ ÆÕÎÃÔÉÏÎÁÌÉÔÙ ÔÈÁÔ ÙÏÕ ÍÁÙ ÏÒ ÍÁÙ ÎÏÔ ×ÁÎÔ ÔÏ ÕÓÅȟ 

depending on your real world needs. So we recommend that, before creating an OnGea Activity, 

ÙÏÕ ÆÉÒÓÔ ÕÎÄÅÒÓÔÁÎÄ ×ÈÁÔ ÔÈÅ ÄÉÆÆÅÒÅÎÔ ÔÁÂÓ ÁÎÄ ÆÉÅÌÄÓ ÕÎÄÅÒ Ȱ!ÃÔÉÖÉÔÙȱ ÉÎ ÔÈÅ /Î'ÅÁ !ÃÔÉÖÉÔÙ 

Admin App are for; and clarify for yourself, which functionality you want to use. 

4.4.1. Rights in Projects and Activities  

)ÔȭÓ ÖÅÒÙ ÉÍÐÏÒÔÁÎÔ ÔÈÁÔ ÙÏÕ ÕÎÄÅÒÓÔÁÎÄ ÈÏ× Òights management for OnGea Projects and 

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 ȰOverview of group roles and their access rights to Activity Admin App content 

typesȱ on page 24 ɀ 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, by saying ȰÏÎÌÙ ÁÎ /ÒÇ !ÄÍÉÎ ÃÁÎ ÄÏ ÔÈÉÓȱȠ ×Å ÍÅÁÎȡ  

ς You need to be logged in as a user ×ÉÔÈ ÕÓÅÒ ÒÏÌÅ Ȱ3ÔÁÆÆȱ ÏÒ Ȱ!ÄÍÉÎÉÓÔÒÁÔÏÒȱȟ 

ς ×ÈÏ ÈÁÓ ÔÈÅ ÇÒÏÕÐ ÒÏÌÅ Ȱ/ÒÇ !ÄÍÉÎȱ ÉÎ ÔÈÅ ÒÉÇÈÔÓ ÇÒÏÕÐ ÏÆ ÔÈÅ ÏÒÇÁÎÉÓÁÔÉÏÎ ÃÕÒÒÅÎÔÌÙ 

ÄÉÓÐÌÁÙÅÄ ÉÎ ÔÈÅ ÕÐÐÅÒ ÒÉÇÈÔ Ȱ#ÈÏÏÓÅ ÏÒÇÁÎÉÚÁÔÉÏÎȱ ÄÒÏÐÄÏ×ÎȢ 

7ÈÅÎ ×Å ÓÁÙ ȰÁÎ !ÃÔÉÖÉÔÙ !ÄÍÉÎ / a Sender can or ÃÁÎÎÏÔ ÄÏ ÔÈÉÓȱȟ ÉÔȭÓ ÂÁÓÉÃÁÌÌÙ ÔÈÅ ÓÁÍÅȠ but of 

course with the group roles Ȱ!ÃÔÉÖÉÔÙ !ÄÍÉÎȱ ÏÒ Ȱ3ÅÎÄÅÒȱȟ ÒÅÓÐÅÃÔÉÖÅÌÙȠ ÁÎÄ assuming the user 

has ONLY one group role. 9ÅÓȟ ÇÒÏÕÐ ÒÏÌÅÓ ÃÁÎ ÂÅ ÃÏÍÂÉÎÅÄȠ ÓÏ Á ÕÓÅÒ ÃÁÎ ÂÅ Ȱ/ÒÇ !ÄÍÉÎ !.$ 

3ÅÎÄÅÒ ÆÏÒ /ÒÇÁÎÉÓÁÔÉÏÎ 89ȱȢ Note that an Org Admin can by definition do everything that an 


























































































































































