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1. Users Guide

11. Loggingin

To login to dgroups go to http://d2.dgroups.org and enter your username (your email address) and
your password in the box as shown below

Icfuai!r@iil:d.urg | DEs ol .
\ Enter username

and password here

@ Dgroups ..

Welcome to Dgroups

the starling point for fostering groups and communities in international development.
We are a parinership which caters to both individuals and organisations by offering
tools and services that bring people togathar. Whether you are trying to supporta
team, a group, a network, a partnership or a community, we hope o provide you with
the capacity to do this in an environment which is simple, non-commercial, respectful
of privacy, and targeted at low bandwidth users in the Scouth.

Figure 1: Dgroups login page

If you forget your password you can get a new one by clicking the 'forgot password' link
(http://d2.dgroups.org/public/ForgotPassword.aspx).



http://tinyurl.com/dgroups-fb
http://d2.dgroups.org/public/ForgotPassword.aspx
http://d2.dgroups.org/public/ForgotPassword.aspx
http://d2.dgroups.org/public/ForgotPassword.aspx
http://d2.groups.org/

1.2,

Once you enter Dgroups you will be redirected to the your personal 'dashboard', known as 'My
Home'.

'My Home' Page

'My Home' shows you all the activity that is taking place in groups in which you are a member.

» It gives you an overview of the recent activity. This includes events, discussions (messages)
and documents, showing any new contributed items in your groups.

* On the left hand side, it shows you a listing of all of your Dgroups (now called
'communities').

The image below shows the main features of the dashboard. You can return to this page at any time
by hitting the 'My Home' link on the top left.
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Figure 2: Dgroups dashboard

Announcements: Most recent
announcements from your
communities

—— Discussions: Most recent emails
posted in your communities

Documents: Most recent documents
uploaded to your communities

Links: Most recent links posted to
your communities




1.3. Group Homepage
The group homepage shows you the activity taking place in one specific Dgroup.

* To access a group homepage, click on a specific group's name in your left 'My Communities'
menu.

The community homepage looks very similar to the dashboard ('My Home') as shown previously,
except that emails, documents and announcement shown pertain only to one specific group.

At the top of the community homepage as described in below there are links to the main features in

the community
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Figure 3: Snippet of community homepage
* The “info” button provides important information about your group:
— To post a message to a Dgroup, send an email to the Community Email address.

— To leave a group (withdraw your membership) click on the green “terminate
membership” button.



1.4.

Your Account Page

To access your account, which includes your profile and individual group preferences, click your

name at the top of any page (left of the search box).
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Figure 4: User profile page
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1.5. Discussions: Through Email or the Website

As with the old Dgroups, you can follow email discussion either through email or by logging onto
the website and accessing the 'discussions' area for a community.

* To post a new message, either send an email to the group's email address (listed under “info”
or previously communicated), or through the web interface it is possible to start a new
message thread (see Figure 5a).

* To reply to a message, simply reply to the email through your email client, or through the
web interface you will see a 'reply' button for each message thread where you can respond to
a message (see Figure 5b). This will then be sent to the list as normal.
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Figure 5: (a) The 'discussion' page for a community, allows you to add a new discussion and see previous ones

(b) For each discussion/email thread you can reply using the website



2. User FAQs

21. Howdoljoin agroup?

Joining a group is temporarily a tricky process, which will be simplified in future. For now, please
follow the following steps.

If you are currently not a member of the platform (you don't have an account):

You can presently only join a group should an administrator invite you to join.

Note that you can request that an administrator invite you to a group you discover by contacting
them through owner.groupname@dgroups.org. The groupname is discoverable through clicking

'info’ from the group's homepage, then viewing the value before '@’ in the 'Community Email’. (Be
aware some groups may not be visible to you.)

Tojoin agroup once you've received an email invitation to join:

Click on thelink in the email as instructed.

You will then see aform to complete your prdile information. Complete and click 'Next'.
Then compl ete your password and other preferences, and click 'Next'.

Review your information, then click 'Finish' if is correct, otherwise click 'Previous' to
changeit.

You will then see the message Y ou have successfully accepted invitation to 'Name of
Group'. You are now amember of the group. Should you wish to take advantage of the web
features directly, you will then need to login to the system.

pwWNE

9]

If you are currently a member of the platform (you are already a member of one or more
groups):
You can join a group in one of three ways:

1. If you know the name of the group, send a blank email to join.groupname@dgroups.org
(replace 'groupname' by the name of the group). Your membership may require approval, in
which you will be notified that your membership is awaiting approval, then you will be
notified once your membership has been approved.

2. If you discover a group through the web interface, such as through the Search or 'Discover
More Communities', click on 'info', then click on the 'add to my communities' button. (Be
aware some groups may not be visible to you, so you may need to ask the group owner
directly for an invitation to join if you have a specific group in mind.)

3. You can receive an email invitation to join directly from a group's administrator. Simply
follow the directions contained in the email.

2.2. Howdolleave a group?

Send a blank email to leave.groupname@dgroups.org (replace 'groupname' by the name of the
group).


mailto:owner.groupname@dgroups.org
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2.3. How do | see a full listing of all the groups of which | am a member?
In one of the following ways:

1. You can receive a list by email by sending a blank email to info@dgroups.org.

2. You can login to the Dgroups web interface, and view a listing in the left menu.

24. Howdol see all the members in my community?

A full list of members is available by clicking the 'members' link in the green menu bar in your
group.

2.5. How can I receive group emails more/less often?

It is possible to change your email delivery preferences through either sending Dgroups email
commands, or changing your delivery preferences through the web interface.

Change Preferences Through Email Commands:

(In the following, replace 'groupname' by the name of the group. Example, if your Dgroup's
mailing list address is education-india@dgroups.org, then the groupname is 'education-india'.)

To change your delivery preferences for individual groups, send a blank email to:

dailydigest.groupname(@dgroups.org: receive a daily digest (all emails sent to the group over the
course of the day in one email)

weeklydigest.groupname(@dgroups.org: receive a weekly digest (all emails sent to the group over

the course of the week in one email)

monthlydigest.groupname(@dgroups.org: receive a monthly digest (all emails sent to the group over

the course of the month in one email)

mail.groupname(@dgroups.org: receive messages as they are sent
nomail.groupname(@dgroups.org: receive no mail (stop email delivery)

Change Preferences Through the Web Interface:

As seen in section 1.4 Your Account Page, it is possible to customize your email delivery
preferences while viewing your account. To so:
* Click on your name on the top of the page (left of the Search) to go to your profile.
* Under 'contact details' select 'I would like to change this'.

* There is a setting 'Default email preferences' where you can choose how regularly you want
to receive emails, this will apply to all groups of which you are a member.

* To change preferences for individual groups, edit the "Notification preference' found below
your profile view.
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3. Administrators Guide

For administrators, you can change many settings for each community.

* See figure 6 below which shows how to get to the settings page.
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Figure 6: Administration settings



The first page shows an overview of the main settings. You can also see a submenu with a large
number of settings to change. We list the main ones below

Menu Item

Settings

Edit Settings

» Edit the main settings (group name, email address, url, description
etc)
* Behaviour settings: How a community behaves
* 'Community membership': How a person joins a community
* Moderated: Moderation settings
* 'Security": Visibility of items in the community
* Default language: determines the language of the navigation (the
group will still fully support content contributions in other languages
than the default)
* Security
* 'Accept email from unregistered senders'. Be careful when
enabling as this allows anyone to send messages to all group
members.

Invitations

* Here you can invite new members to your group and view a list of
pending invitations.

Appearance

Change the look and feel of the community pages

*  Welcome text: This text appears both at the top of the group's
homepage and is included in welcome messages to new members.




4. Administrator FAQs

41. How dol add a new user to a group?

While viewing the group to which you wish to add a member, you will see a bottom left menu
called 'Leader Tools'. From there, you have two options:

* 'Invite Member": This allows you to send an email invitation to a potential member. Note
that the 'Message' you enter in the dialogue will be included in addition to other basic
information on the group to provide sufficient information to inform the potential member's
decision. This option should be chosen when you have not previously confirmed the user's
willingness to join your group.

* 'Add Member': This enables you to add a member immediately into your group. This
option requires you to be sufficiently familiar with their profile information, and should only
be used when the user has previously confirmed their willingness to join your group.

4.2. How do | enable / disable moderation for my group?

Moderation can be enabled such that group administrators need to approve content prior to it being
available to the group membership.

To enable or disable moderation, go to Settings > Edit Settings > Moderated. There, you will see a
drop down box to choose the form of moderation.

* Uncheck for no moderation (all content items are posted immediately).
* 'All content' means everything will need to be approved.

* The other settings allow you to approve the first 1, 3, 5 contributions for individual group
members. These settings are useful when the administrator is unfamiliar with the group's
membership and allows the administrator to build trust in the member that after 1, 3, 5, 10 or
20 contributions, the member no longer requires moderation.

4.3. How do | moderate new member request?

Should a user initiate the joining of a group which you administer, and your approval is needed, you
will receive an email which will provide instructions on how to approve or reject the request via
email or the web interface.

44. How do | moderate group content contributions?

Should you have moderation enabled for any forms of group content, you will receive notification
emails providing information on how to approve or reject content contributions via email or the web
interface.

Additionally, when you login to the web interface, you will see notifications of content items
pending your approval in "My Home' (your dashboard).
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4.5. How do | enable members of my group to see the profiles of other members?

Go to Settings > Edit Settings > Security, check the box 'Show list of community members'.

4.6. Can | view group statistics?

You can see some basic statistics under Settings > Statistics. These will gradually expand as the
platform matures.
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