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How to guide for CUIP CMS

Cairo Urban Initiatives Platform

WWwWw.cuipcairo.org

Step-by-step guide for using the Cairo Urban Initiatives Platform Content Management System
(CUIP CMS)

(Scroll down for Arabic)

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

To begin, enter your login and password in the appropriate fields in the upper right hand side of
the CUIP homepage. (If you do not have a login to the CUIP system and wish to obtain one
please contact: info@cuipcairo.org)

Figure 1: Login
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Figure 1: Login

Once you log in you will be redirected to your profile page. This page will display all the
initiatives and events your user i.d. 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.

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.

On the profile page, you will be able to add content (initiatives or events) using the menu bar
on the top. This menu bar (Figure 2) is available on the following pages:


mailto:info@cuipcairo.org
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e Profile page

e Home page

e Events home page

o Directory home page

Figure 2: Menu bar
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Figure 2: Menu bar

To add an initiative

Under “Initiative” on the top menu, a drop-down menu will appear showing the various
categories that the initiatives have been filed under. Clicking on the last item on the drop-down
menu “List new initiative” will redirect you to the page where it is possible to add new initiatives
(Figure 2).

To enter a new initiative, you will be required to fill in the basic information related to the
initiative.

Requirements needed to add a new Initiative
Below is a brief description of the requirements needed to create a new initiative:
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Basic information

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, then clicking “upload”.

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 3: Adding the name, logo and type of initiative

Name of initiative (English) *
Name of initiative (Arabic) *

Logo

Choose File | No file chosen Upload

Files must be lzss than 10 MB.
Aliowed fie types: png gif jpg jpeg

~ Basic information

Initiative type *
Academic|Research

@ Real Estate Developers
Art|Culture
Advocacy
Discursive|Media
Architecture/Urbanism
Governmental Institutions
International Agencies

Public Spaces

Figure 3: Adding the name, logo and type of initiative

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.

Figure 4: Example of checkboxes under areas of focus, activities and resources

Areas of focus
Advocacy
Architecture/Urbanism
Community Development

Education
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Activities
Architecture/Urban design
Concerts
Consenvation/Restoration
Dance Performances
Resources
Archive
Bookshop
Café

Darkroom
Figure 4: Example of checkboxes under areas of focus, activities and resources

Public contact information

Address: Input the address of your initiative in the text box. If your initiative is only available
online, check the “online only” checkbox.

Website address: Enter the website address for your initiative in the text box provided.

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.

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)

Figure 5: Entering public contact information

~ FUDIC CONTACcT INTOrmauon

Address (English)
Address (Arabic)

Website address
= httpf
S

Add another item

Contact person (if applicable)
Email

Phone

Public hours (English)

Public hours (Arabic)

Figure 5: Entering public contact information
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About the initiative

Type of entity: From the drop down menu select the type of entity your organization falls
under (NGO, Company, etc), or fill in the “other” field if you don’t see your type of initiative
listed.

Date of establishment: Select the year of establishment of your initiative from the drop-down
menu provided.

Number of staff: Enter the number of staff in your organization, along with a description
stating whether they are full-time, part-time, interns, etc. (In Arabic and English)

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 d.p.i. and not larger than 10 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)

Figure 6: Entering data describing the initiative

- About the initiative

Type of entity
Company E

* Date of establishment

Year

[=]

Number of staff

(Permanent, part-timers, volunteers, interns, etc.)

~Images of space

Add a new file

Choose Files | Mo file chosen Upload
Files must be less than 10 MB,

Online only

Figure 6: Entering data describing the initiative

Mission statement: Enter a description of the main mission of the initiative in the text box
provided. (In Arabic and English).

Future plans/visions: Enter a description of future plans and visions for your initiative. (In
Arabic and English)
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Collaborations: Enter a description of your collaborations with other initiatives. (In Arabic and
English)

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

Please note that information entered in the Future plans/visions, Collaborations and
Sponsors/Funders fields will not be published on the website.

Map location: Drag and drop the marker on the map to locate your initiative, or enter the
latitude and longitude your initiative’s location in the fields under the map provided.

Figure 7: Choosing the location of the initiative on the map
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Figure 7: Choosing the location of the Initiative on the map

Private contact information

Please note: this information will not be published.

Please enter contact information, including a name and email address for the individual
responsible for uploading materials to the CUIP system. (In Arabic and English)
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Figure 8: Entering private contact information

= Private contact

Contact person (English})
Contact person (Arabic)

Title for contact person (English)
Title for contact person (Arabic)
Private email

Private phone

Figure 8: Entering private contact information

To add an event
Using the menu bar, under “events”, select the last item on the drop-down menu “List new
event” (Figure 2).

Once you are directed to the “add event” page, you will be requested to enter the information
below in both Arabic and English.

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.

Requirements needed to add a new event
Below is a brief description of the requirements needed to add a new event:

Basic information

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

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

Date: Under the date field, if your event does not have a specific start or end time, check the
“All Day” field, then select the beginning and end dates for the event. If your event does have
specific start and/or end times, make sure the “All Day” field is un-checked, and select the
start and end day of your event.



Figure 9: Adding basic information about the event

Title of event (English) *
Title of event (Arabic) *

Images

Add a new file

Choose Files | Mo file chosen Upload

Files must be less than 10 MB.
Alowed file types: png gif jpa jpeg.

~ Basic information

Date
s ~Date
AllDay [@] Show End Date

29[+ [Mar [+] [2013[+]- 2 [=]-00[+]
pm [+]

to:

29[=] |Mar [=] [2013[=]- [2 [=]|00[+]
pm [=]

‘ Add another item |
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Figure 9: Adding basic information about the event

Organizing Initiative: If your initiative is listed in the directory and you want to select it as the

organizer of the event, please make sure the “Organizing initiative listed in the directory” is
checked. 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.

Figure 10: Adding information about the organizing initiative

@ Organizing initiative listed in the directory

Organizing initiative (If listed in the CUIP directory) *

Add another item

QOrganizing Initiative (If not listed in the CUIP directory) (English)

if you would like this initiative to be listed in the CUIP directory, please contact info@cuipcairo.org
Add another item
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@cuipcairo.org.

Add another item

Figure 10: Adding information about the organizing initiative
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Organizing Initiative (if not listed in the CUIP directory): If you do not find your initiative
in the directory, and it does not appear in the text field provided, simply uncheck the
box “Organizing Initiative listed in the CUIP in the directory” and type the names of the
initiative in the text boxes provided in both English and Arabic.

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

Veenue information

Figure 11: Venue information

~ Venue information

@@ Event to be held in a venue in the directory.

= Event to be held in a venue not listed on the directory.

Venue (initiative)

Figure 11: Venue information

Check the first box in Figure 11if

- Your event is taking place at your own initiative and your initiative is listed in the CUIP
directory

OR

- Your event is taking place at a different venue (initiative) that is also listed in the CUIP
directory.
Once you have filled in the Presenting initiative (Organized by), follow the same
directions and select your venue using the Venue (initiative) text field.

If your event is to be held in a venue not listed on the directory, check the second box (Figure
12) and fill in the Venue name and Address in the text boxes provided (in Arabic and English),
and enter the latitude and longitude of the venue location below the map).



Figure 12: If your event is held in a venue not listed on the directory

Venue *
Eventto be held in a venue in the directory.
i@ Eventto be heldin a3 venue notlisted on the directory.
Venue name (English)

Venue name (Arabic)

Address (English)

Address (Arabic)

e
&
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Figure 12: If your event is held in a venue not listed on the directory

Supported by: Enter the names of any sponsors of the event in the text boxes provided (In

Arabic and English)

Themes*: Select a theme or themes under which to categorize your event by clicking on the

appropriate theme checkboxes.

Format*: Select a format for your event by clicking on the appropriate format (i.e. book
launch, exhibit). If more than one format applies, click the appropriate format checkboxes.

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

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)

Figure 13: Entering data describing the event

Supported by (English)

Add another item

Supported by (Arabic)

Add another item

Themes *
Academic|Research -
Advocacy =
Architecture|Urbanism
Crafts 2

Format *
Artist Talk
Book Launch

Camnat itinn

Figure 13: Entering data describing the event
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Admission: If there is a fee required for admission, please enter the appropriate information in
the text box provided.

About the event: Enter a description of the event in the text box provided. (In Arabic and
English).

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.

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
Townhouse Gallery AND CIC). 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 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.

Figure 14: Adding related content

[ Add another item |

Related initiatives

[Add another item |

Figure 14: Adding related content

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.
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