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Creative Urban Initiatives Platform

http://amman.clustermappinginitiative.org/

Step-by-step quide for using the Creative Urban Initiatives Platform Content

Management System (CUIP CMS)
(Rnl 21U Qi Gale)

Introduction

This manual is a step-by-step guide to how to use and upload information to the
CUIP CMS.

To begin, go to http://amman.clustermappinginitiative.org/. From the top bar, click “log in” if
you have a CUIP Initiative username and password. If you do not have a username and
password, please contact info@amman.clustermappinginitiative.org. Once you click log in
you will be redirected to the page where you can enter your username and password.

C (0 @ Secure | hitps//amman.clustermappinginitiative.org

CREATIVE
URBAN INITIATIVES
PLATFORM
LOGIN
Login

Use the link below to login If you are an administrator or a CUIP Initiative looking to create or edit your profile or post new events.

Login

To request an account, please contact info@amman.clustermappinginitiative.org. To request a new password, use Ihis link.

Academic/Research | Advocacy | | cCommunity Development | Desian | Discursivermedia JZ¥ETSMA Governmental Institutions |intemational Agencies | Real Estate Developers

Figure 1.a: Login tab on CUIP homepage


mailto:info@amman.clustermappinginitiative.org
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@ Secure | hitps

Amman CUIP %1 Englis

Languages

User account

Username *

Password *

Navigation

Figure 1.b: Login page

Once you log in, you will be redirected to your profile page. This page will display all
the initiatives and events your user ID has uploaded to the CMS, which you will be
able to modify as needed. Any other information on the website will only be available
for viewing.

On the profile page, you will be able to “Add content” (events) and edit your “Recent
content”.

Amman CUIP Add Event A English

Languages

Syntax

History

Member for
3 weeks 6 days

Navigation

Figure 2: User profile page
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To edit your initiative information

From the ‘Track’ tab, a list of all your contents will be displayed; either your initiative
information or your added events (Figure 3).

C () @ Secure | https,//amman.clustermappinginitiative.org/use

Amman CUIP Add Event %y Englist

Languages

Syntax / Track

Syntax

Type Title Author Replies Last updated

CUIP Initiative Syntax Syntax 0 6 min 51 sec ago

Navigation

Add content

Figure 3: “Track” tab list

To edit your initiative information, click on its title. This will redirect you to a preview
of the already entered information. Click on the “Edit” tab to edit it (Figure 4).

C {0 @ Secure | https,//amman.clustermappinginitiative.org/node/ 14

Amman CUIP Add Event Ayl English
Languages
+ English
Syntax
View
Submitted by Symtax on Wed, 09/13/2017 - 08:2¢

Language Undefined
Name of initiative (en):
Syntax

Name of initiative (an):

Logo:

Figure 4: A preview of the already entered information. Click on the ‘Edit’ tab to edit.

Below is a brief description of the information that is needed to be complete for your
initiative:
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Title: Enter your initiative English title here.

Name of initiative*: Enter the name of your organization in English and Arabic in the
text boxes provided.

Logo: You may upload a logo by clicking on “choose files”, picking the correct file
from your computer, and then clicking “upload” (Figure 5). If a logo is already
uploaded, you may choice to remove it and upload another one if needed.

* Please be sure these files are 72 dpi. and not larger than 8 MB. Please note that
the allowed file types for images: png gif jpg jpeg.

C v @ Secure | https.//amman.clustermappinginitiative.org/node/140/edit

Languages

Ediit CUIP Initiative Syntax

Name of initiative (en) *

Name of initiative (ar) *

Logo

Choose File | No fils chosen ® Upload

© Mora informat

Figure 5: Name and logo fields
* Basic Information

Initiative type*: You may choose one initiative type from the list provided. The
initiative type defines the main category under which the initiative will be listed. (i.e.
Academic/Research, Art/Culture, etc.) (Figure 6)

C O @ Secure | hitps //amman.clustermappinginitiative.org/nod

Basic Information

Figure 6: Dropdown list of Initiative Type
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Areas of Focus: You may select more than one ‘Area of Focus’ by selecting multiple
checkboxes.

Activities: You may select more than set of ‘Activities’ by selecting multiple
checkboxes.

Resources: You may select more than one set of ‘Resources’ by selecting multiple
checkboxes.

€« C (0 @ Secure | hitps//amman.clustermappinginitiative.org/node/140/edit

Areas of focus

Figure 7: Checkboxes allows selecting multiple choices

* Contact Information

Address: Input the address of your initiative in the text box. Enter Arabic address in
the ‘Address (ar)’ field, and enter English address in the ‘Address (en)’ field.

Location: Select the location of your initiative from the available dropdown menu.

Website address: Enter the website title for your initiative in the ‘Title’ field and the
URL in the ‘URL’ field.

Contact person: If there is a public contact person for the organization, enter their
name in the text box provided. (In Arabic and English)

Email: Enter the public email contact information in the text box provided.
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Phone number: Enter the public phone number for the initiative in the text box
provided.

Public hours: If your initiative has public hours, enter them in the text box provided.
(In Arabic and English as indicated)

= C @ Secure | https.//amman.clustermappinginitiative.org/node/140/edit

Contact Information

Address (ar)

Address (en)

Location

Al-' Abdali

Website Address
Title URL

Contact person (if applicable)

Email

Figure 8: Contact Information fields
* Location

Latitude and Longitude: Enter the latitude and longitude of your initiative’s location.

*About the initiative

Online only: If your initiative is only available online, check the “online only”
checkbox.

Date of establishment: Enter the year of establishment of your initiative (MM/YYYY)

Type of entity: From the drop down menu select the type of entity your organization
falls under (NGO, Company, etc).

Number of staff: Enter the number of staff in your organization.

Mission statement: Enter a description of the main mission of the initiative in the text
box provided (In Arabic and English as indicated).
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Images of space: If you have images of your space or of events associated with your
initiative, upload these from your computer by clicking on “choose files”, picking the
correct file, then clicking “upload”.

* Please be sure these files are 72 dpi. and not larger than 8 MB. Please note that
the allowed file types for images: png gif jpg jpeg.

Once your image is uploaded you will have the option to add a caption. Please enter
the caption in the text box provided. (In Arabic and English as indicated)

« C (O @ Secure | https//amman.clustermappinginitiative.org/node/140/edit

About the Initiative

Online only

No (¥)

Date of Establishment

1/199

Type of entity

Number of staff

Mission statement (en)

SYNTAX designs experiences. Memorable, engaging, informative, useful experiences that help people learn, play, buy, sell, 1
brands are built today. That's

Mission statement (ar)
ta Al 1958 3) Sy S UGN 35 ay ¢ 2 g oot 1y il g ol 50 g padly cmllly et e ol ass 1y 0 8180 A A g gl e 03 pandd ok plaaly Al (dkalt S a2

Sl e Y1 030 Gt by apaains e o g apsf e g S go g apiSen e A g LA A g pa] U i g A ) S A it g S )2 e o ) U e sl (1088 palt b i 8 ) Wy e

Figure 9: About the initiative fields

* Private Information

Future plans/visions: Enter a description of future plans and visions for your initiative.
(In Arabic and English as indicated)

Collaborations: Enter a description of your collaborations with other initiatives. (In
Arabic and English as indicated)

Sponsors/Funders: Enter a list of sponsors/funders for your initiative. (In Arabic and
English as indicated)

Private Contact: Please enter contact information, including a name, title, email
address and phone number for the individual responsible for uploading materials to
the CUIP system. (In Arabic and English as indicated)
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* Please note that information entered in the Future plans/visions, Collaborations and
Sponsors/Funders and Private Contact fields will not be published on the website.

C (0 @ Secure | https//amman.clustermappinginitiative.org/node/ 14

Private Info

Future plans/visions (en)

Future plans/visions (ar)

Collaborations (en)

Collaborations (ar)

Figure 10: Private info fields
* Related content

Related Inititaives: Start typing the name of any initiative in CUIP dictionary that is
related to your initiative. Click on its name when it appears. Please note that the
system is sensitive to only English typing. To add another related initiative, click on ‘+
Add another item’ button and follow the same instructions.

C (0 @ Secure | https//amman.clustermappinginitiative.org/node/ 14

Related Content

Related Initiatives

Q

Language

Language neutral

Navigation

Figure 11: Related initiatives field
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* Please note: Once you have entered information into the CUIP CMS it is
necessary to click “Save” in order to register the event information in the CUIP
calendar, or save the edits you have done.
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To add/edit an event

Add event: From the top panel, click “Add Event’(Figure 12). Once you are directed
to the “Create CUIP Event” page, you will be requested to enter the information

below in both Arabic and English.

C (0 @& Secure | https//amman.clustermappinginitiative.org/user

b

Amman CUIP

Languages

Syntax

View di Track

History

Member for
4 woeks 38 min

Navigation

Figure 12: Click ‘Add Event’ to add new events

Edit an already existing event: From the ‘Track’ tab, a list of all your contents will be
displayed; either your initiative information or your added events (Figure 13).

C @ Secure | https//amman.clustermappinginitiative.org/user

Amman CUIP Add Eve 4y Englist

Languages

Syntax / Track

Syntax

Type Title Author Replies Last updated

CUIP Initiative Syntax Syntax [} 6 min 51 sec ago

Navigation

Add content

Figure 13: “Track” tab list
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To edit your event information, click on its title. This will redirect you to a preview of
the already entered information. Click on the “Edit” tab to edit it. Once you are
directed to the “Edit CUIP Event” page, you will need to make sure that the
information below are entered in both Arabic and English, and you can also edit it.

* Please note: Please provide your information in both Arabic and in English in the
appropriate fields as indicated. You will see multiple entry boxes for each field, enter
English information where “English” is indicated, and Arabic information in the fields
marked “Arabic.”

Entries marked with an asterisk* are required fields.

Below is a brief description of the requirements needed to add a new event/be
complete for an already existing one:

Title of event*: Enter the title of your event in English and Arabic as indicated.

Image: To upload an image or images related to the event, click on “choose files”,
pick the correct file/s from your computer, then click “upload”.

* Please be sure these files are 72 dpi. and not larger than 8 MB. Please note that
the allowed file types for images: png gif jpg jpeg.

€« C {1 @ Secure | https//amman.clustermappinginitiative.org/node/add/cuip-event

Create CUIP Event

Title *

Title of event (English)

Title of event (Arabic)

Images

Add a new file

Choose File | No file chosen ® upload

o

Figure 14: Event title and images fields
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* Basic information

Location: Select from the drop-down menu the location for your event.

Date: Enter the start and/or end date and time for your event. If you don’t want to
specify the end date, unclick the “Show End Date” box.

= C {0 @ Secure | https;//amman.clustermappinginitiative.org/node/add/culp-event

Basic Information

Figure 15.a: Basic information — Location and Date

Organizing Initiative (if in directory): Use this if your initiative is listed in the directory

and you want to select it as the organizer of the event. Begin typing the name of the
initiative in the text field provided; the system should be able to locate the initiative in
the database by name. Once you have selected the organizing initiative, if you wish
to add another related initiative as a co-presenter, click ‘Add another item’, then
follow the above instructions for each additional related initiative.

* Please note that the system is sensitive only to English names.
Organizing Initiative (if not in CUIP directory): Use this if your initiative is not listed in

the directory and you want to select it as the organizer of the event. Type in the
name of the initiative (in Arabic and in English as indicated).

* If you wish to add your initiative to the CUIP directory, please contact
info@amman.clustermappinginitiative.org.



mailto:info@cuipcairo.org
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C O @ Secure | https//amman.clustermappinginitiative.org

Organizing Initiative (if in directory)

Q

Use this field if the event is created by an initiative that is in the directory. Note that the autocomplete search only supports english
If the event is set up by an initiative not in the directory, use the fields below

Organizing Initiative (if not in CUIP directory) (English)

If you would like this initiative to be listed in the CUIP directory, please contact info@cuipcairo.ort

Organizing Initiative (If not listed in the CUIP directory) (Arabic)

If you would like this initiative to be listed in the CUIP directory, please contact info

|
Figure 15.b: Adding information about the organizing initiative

*Venue information

Venue (Initiative): Use this if the venue is an initiative that is listed in the directory by
choosing it from the dropdown here.

Venue name / Address: Use this if the venue is not in the CUIP directory. Add the
name of the venue and address (in Arabic and in English as indicated).

Latitude and Longitute*: Add the latitude and longitude points for the venue of the
event. (Please note that this is a required field for both the venues listed in the CUIP
directory and for the ones not listed in the directory.

C @ Secure | https//amman.clustermappinginitiative.org/node/add/culp-ever

Venus Information

Venue (Initiative)
None

Venue name (English)

Venue name (Arabic)

Address (English)

Address (Arabic)

Latitude *

Longitude *

Figure 15.c: Adding information about the venue
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Supported by: Enter the names of any sponsors of the event in the text boxes
provided (In Arabic and English as indicated)

Theme*: Select the theme under which your event can be categorized by selecting
the appropriate theme from the menu.

Format*: Select a format for your event by clicking on the appropriate format (i.e.
book launch, exhibit).

Website: Enter the website address associated with the event (if applicable).

€ C (@ Secure | hitps//amman.clustermappinginitiative.org/node/add/cuip event

Supported by (English)

Supported By (Arabic)

Themes

Website

Figure 15.d: Supported by, theme, format and website fields

Event language: Write the main language in which the event will be taking place.
Please indicate if translation, or subtitles, will be provided, and in what language/s.
(In Arabic and English as indicated).

Admission: If there is a fee required for admission, please enter the appropriate
information in the text box provided (In Arabic and English as indicated).

About the event: Enter a description of the event in the text box provided (In Arabic
and English as indicated).
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L & (0 @ Secure | https//amman.clustermappinginitiative.org/node/add/cuip-event

Event language (English)
Event language (Arabic)
Admission (English}

Admission (Arabic)

About the event (English)

About the event (Arabic)

Figure 15.e: Language, Admission and About the event fields

* Related content

Related events: If there are other events in the CUIP calendar that are related to the
event you are entering, that you wish to appear alongside your event in the calendar,
use this field to choose events to associate as “Related events.’ Begin typing the
name of the event in the text field provided; the system should be able to locate the
event in the database by name. Once you have selected a related event, if you wish
to add other related events, click ‘Add another item’, then follow the above
instructions for each additional related event.

* Please note that the system is sensitive only to English names.

Related initiatives: If there are other initiatives in the CUIP directory that are related
to the event you are entering, that you wish to appear alongside your event in the
calendar, use this field to choose initiatives to associate as “Related initiatives’ (i.e. if
an event is presented by Columbia Global Centers | Amman and Studio-X Amman).
Begin typing the name of the initiative in the text field provided, the system should be
able to locate the initiative in the database by nhame. Once you have selected a
related initiative, if you wish to add other related initiative, click ‘Add another item’,
then follow the above instructions for each additional related initiative.

* Please note that the system is sensitive only to English names.

* Canceled or Rescheduled events

Canceled events: If your event should need to be canceled, please return to the
entry after it has been saved in the system, choose ‘edit’, check ‘Canceled’ and
select ‘SAVE'.
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Rescheduled events: If your event should need to be rescheduled, please return to
the entry after it has been saved in the system, choose ‘edit’, check ‘Rescheduled’
and select ‘SAVE'.

Confirmation Email: When you are done adding information to the event page, add
an email for confirmation.

& () @ Secure | https//amman.clustermappinginitiative.org/node/add/cuip-event

Related content

Related Events

Q

Related Initiatives

Q

Canceled
Rescheduled

Email for confirmation

Preview

Figure 16: Related Content, Cancelation and Rescheduling and Saving.

* Please note: Once you have entered information into the CUIP CMS it is
necessary to click “Save” in order to register the event information in the CUIP
calendar, or save the edits you have done.
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CREATIVE
URBAN INITIATIVES
PLATFORM
LOGIN
Login
Use the link below to login If you are an administrator or a CUIP Initiative locking to create or edit your profile or post new events.
ogin
To request an account, please contact [nfo@amman. clustermappinginitiative.org. To request a new password, use this link
Academic/Research | Advocacyl | cCommunity Development] Design | Discursive/media IZR TSI Governmental Institutions | international Agencies | Real Estate Deveiopers
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SYNTAX designs experiences. Memorable, engaging, informative, useful experiences that help people learn, play, buy, sell, publish, talk, connect, live. That's

brands are built today. That's how people’s lives can be
Since our inception in 1998, we have partnered with businesses and organizations in the Arab region and beyond 1o design their critical interfaces of interaction with
customers, mployeas, partners and tha community, Thesa interfaces include brands, workspaces, retail, web platforms, mobile apps, products, events and
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