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Welcome to the Media Information Literacy (MIL) Clearinghouse User Guide. This Guide is 

designed to help you upload new content (resources, events, organizations and articles) to the 

Clearinghouse. 

 Uploading new content to the Clearinghouse is quite simple, but if you encounter any 

difficulties then we hope this guide will be useful. The User Guide is broken up into sections, 

depending on what kind of post (new content) you want to upload, please scroll to the section 

that applies to your need. There are three steps in each post, make sure you complete every 

single step.  

There is also a section dedicated to the UNESCO-UNAOC MILID UNITWIN area of the website, 

please see the end of the User Guide. 

 

To begin, you must log in so that you can upload new content to the Media and Information 

Literacy (MIL)  Clearinghouse. To login please click on the login button 

 

 

 

 

 

 

 

 

 

 

 

 

 

Log into the site by clicking on “Log in” 
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You will come to the following page, enter your username and password and click “Log in”. 

Keep in mind that the login is case sensitive (so be careful of the Caps-Lock key) 

 

 

 

 

 

 

 

NOTE 

For regular users, the first time that you log in, the system will e-mail you to the e-mail address 

you have provided. The message will include a password. When you click the provided link, you 

will be sent to the login box, please use the provided password this first time. Once you log in, 

you will be sent to your profile page, please see below.  

 The profile page will allow you to reset your password, as well as request weekly updates 

(newsletter subscriptions) on new content that is uploaded to the Clearinghouse. We highly 

recommend that you request this weekly update because it will keep you informed on relevant 

MIL information worldwide. 
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 Now that you have created your profile, you can go to the Clearinghouse homepage and search 

for content or upload new content. Click “Media & Information Literacy” on the top left corner 

of the page to do so. 

 

 

 

 

 

 

 

 

After you have successfully logged in, the “User’s Menu” will appear on the right side of the 

homepage. Decide whether you want to post an event, an organization or a resource. You can 

also upload an article for the “magazine” section, please see below for more information. 

  

 

This is the User’s Menu. Use this to 

upload content. 
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To add an event click “add an event” on the User’s Menu, on the right side of the page 

 

 

 

 

 

 

 

 

 

 

Please see next page 

___________________________________________________ 
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The following screen will pop up, fill in the boxes. If the criterion has an asterisk (*) next to it 

then that field is compulsory. Remember to list “tags” (keywords), separated by commas, for 

the event that you are uploading Click “Publish” when you are finished. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  
Select at least one of these topics that 

the event reflects. The topics help 

users efficiently find what they are 

looking for 

You do not need to worry about these 

options 

Please make sure that the e-

mail and website both work and 

connect with the 

website/person you intended. 

Make sure that you do 

not forget to insert “tags” 

You do not need 

to worry about 

these options 

Click “submit for 

review” when you are 

finished For 

UNITWIN, this 

button will be 

“Publish”  
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After you click “publish”, the following box will pop up on the right top side of the screen, make 

sure that you click both of the options available (in this case, Spanish and Arabic). After you 

click the options, the “duplicate” button will appear. Click “duplicate”. Once the system has 

completed the “duplication” then remember to click “submit for review”. THIS LAST STEP IS VERY 

IMPORTANT 

 

 

 

 

 

 

 

 

 

 

 

The system has now uploaded your post. Click “Preview Post” to make sure all the details have 

been correctly uploaded. 

 

Please remember that a manager of the Clearinghouse will need to approve your content 

before it publicly appears on the site. This does not apply to the universities of the UNITWIN. 

1) Click both options, then 

click “duplicate” 

2) Make certain that you click “Submit for 

review” afterwards.  

For UNITWIN press “PUBLISH”, the system 

will post your entry automatically 
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If you see a mistake, please click “edit”, otherwise your event has been internally stored in the 

Clearinghouse waiting for the manager’s approval. For UNITWIN universities, the system will 

publish automatically. Thank you very much, your participation is appreciated.
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To add a resource: click “add resource” on the User Menu  

 

 

 

 

 

 

The following screen will pop up, fill in the boxes. Remember to list “tags” (keywords), 

separated by commas, for the resource that you are uploading. Click “Publish” when you are 

finished. 

  

The source is the organization from 

where the resource came. The 

author(s) is who actually wrote it 

Identify the topical relevance of this resource. It 

could be multiple (not limited to one) 

You do not need to worry about these 

options 

Make sure your link actually connects 

with the content/resource that you 

are uploading. 

You do not need 

to worry about 

these options 

Click “submit for 

review” when you are 

finished. For 

UNITWIN, this button 

will be “Publish” 

Make sure that 

you do not forget 

to insert 

“tags”/keywords 
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After you click “publish”, the following box will pop up on the right top side of the screen, make 

sure that you click both of the options available (in this case, Spanish and Arabic). After you 

click the options, the “duplicate” button will appear. Click “duplicate”. Once the system has 

completed the “duplication” then remember to click “submit for review”. THIS LAST STEP IS VERY 

IMPORTANT 

 

 

 

 

 

 

 

 

 

 

 

The system has now uploaded your post. Check “Preview Post” to make sure that all the details 

have been correctly uploaded. For UNITWIN users, the button will read “View post” 

 

 

 

 

 

 

 

1) Click both options, 

then click “duplicate” 

2) Make certain that you click “Submit 

for review” afterwards.  

For UNITWIN, click “Publish” the 

system will post your entry 

automatically 
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Please remember that a manager of the Clearinghouse will need to approve your content 

before it publicly appears on the site. 

NOTE: For the universities of UNITWIN posting, their submissions will be publicized 

automatically, without the need for the Clearinghouse’s manager approval.  

If you see a mistake, please click “edit”, otherwise your resource has been internally stored in 

the Clearinghouse waiting for the manager’s approval. Thank you very much, your participation 

is appreciated.  
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To add an organization: click “add organization” in the User’s Menu. 

 

 

 

 

 

The following screen will pop up, fill in the boxes. If the criterion has an asterisk (*) next to it 

then that field is compulsory. Also remember to list “tags” for the organization, these are 

themes or ideas that the event is concerned with (e.g. pre-school or journalism). Click “Submit 

for Review” when you are finished.  For UNITWIN universities posting, this will be “Publish”. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

You do not need to worry about these 

options 

Identify the topical relevance of this 

resource. It could be multiple (not 

limited to one) 

You do not need to worry about these 

options 

Make sure that you do not 

forget to insert “tags”. 

Separate them with commas. 

You do not need 

to worry about 

these options 

Click “Submit for 

review” when you are 

finished.  

For UNITWIN, this 

button will be “Publish”  
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After you click “publish”, the following box will pop up on the right top side of the screen, make 

sure that you click both of the options available (in this case, Spanish and Arabic). After you 

click the options, the “duplicate” button will appear. Click “duplicate”. Once the system has 

completed the “duplication” then remember to click “submit for review”/update. THIS LAST STEP 

IS VERY IMPORTANT 

 

 

 

 

 

 

 

 

  

1) Click both options, 

then click “duplicate” 

2) Make certain that you click “Submit 

for review” afterwards. 

For UNITWIN universities, this button 

will be “Update” and the system will 

post your content automatically 
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Please remember that a manager of the Clearinghouse will need to approve your content 

before it publicly appears on the site 

NOTE: For the universities of UNITWIN posting directly, their submissions will be publicized 

automatically, without the need for the Clearinghouse’s manager approval.  

 

 

The system has now uploaded your post. Check “Preview Post” to make sure all the details 

have been correctly uploaded. For UNITWIN users, the button will read “View post” 

 

 

 

 

 

 

If you see a mistake, please click “edit”, otherwise your resource has been internally stored in 

the Clearinghouse waiting for the manager’s approval. Thank you very much, your participation 

is appreciated. 
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To add an article:  click “submit article” on the User’s Menu on the right side of the homepage. 

 

 

 

 

 

 

 

 

Fill out all of the details and make sure you put all of the text for your article in the biggest 

box. Make sure that you remember to put the correct name of the author and fill out the tags. 

 

 

 

 

 

 

 

 

 

 

 

 

Make sure that you do not 

forget to insert “tags” 

You do not need 

to worry about 

these options 

Click “submit 

for review” 

when you are 

finished 
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You can include a link or an image in your article. To put in a link, highlight the text that you 

want “linked” and press the “link icon”.  

A box with URL and Title will appear, put in the URL and then click add link. Please make sure 

that the URL connects to the website that you want it to. 

 

 

 

 

 

 

 

To add an image, select “set image”, on the right hand side of the page. Then select the file. 

This image will appear at the top of the article. 
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Once you have clicked “Publish/submit for review” make sure you duplicate the post into both 

Spanish and Arabic and then click “update”/”submit for review” afterwards 

 

 

 

 

 

 

 

 

 

 

 

Please remember that a manager of the Clearinghouse will need to approve your article before 

it publicly appears on the site 

NOTE: For the universities of UNITWIN posting directly, their submissions will be publicized 

automatically, without the need for the Clearinghouse’s manager approval.  

 

The system has now uploaded your post. Check “Preview Post” to make sure all the details 

have been correctly uploaded. For UNITWIN users, the button will read “View post” 

 

1) Click both options, 

then click “duplicate” 

2) Make certain that you click “Submit 

for review” afterwards. 

For UNITWIN universities, this button 

will be “update” and the system will 

post your article automatically 
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If you see a mistake, please click “edit”, otherwise your resource has been internally stored in 

the Clearinghouse waiting for the manager’s approval. Thank you very much, your participation 

is appreciated. 
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To access the area of the site that is dedicated to UNITWIN, click the UNESCO-UNAOC 

UNITWIN MILID on the website 

 

 

 

 

 

 

 

 

 

 
 
 
 
 

 
PLEASE SEE NEXT PAGE 

_________________________________________________  
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The following screen will appear 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

[Type a quote from the document or 

the summary of an interesting point. 

You can position the text box 

anywhere in the document. Use the 

Text Box Tools tab to change the 

formatting of the pull quote text box.] 

You can also browse the 

different universities and 

their uploads from here. 

You can subscribe to 

newsletters about MIL 

content here 

You can also upload a 

resource/organization 

etc from here 

You can search for 

an upload from a 

UNITWIN profile 

here, only UNITWIN 

entries will be 

searched 
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To look at your UNITWIN University’s or another UNITWIN university’s page, select a university at the 

bottom of the page. 

A version of the following page will appear. 

 

 

 

The most recent uploads from 

your/that UNITWIN University will 

appear here. 

If the UNITWIN page belongs to your 

university, you can edit the text that 

appears 
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To edit the test that appears on your university’s page, click “edit” on your UNTWIN page. 

 

 

 

 

 

 

 

 

 

 

Edit the text in the main box and then click “Update” when you have finished 

 

 

Please edit this text according to what 

you would like your university’s page 

to officially read. 
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Once you have finished, click “view page” to check that the updates you made are correct. 

 

  

 

 

 

 

 

 

 

To search for content from UNITWIN members, use the “Advanced UNITWIN Search” on the right side of 

the page. You must select a “type” (resource/event/organization) in order for it to work. Please 

remember that when you are in the UNITWIN section of the MIL Clearinghouse, 

only UNITWIN related content will appear. To search throughout all the content 

of the MIL Clearinghouse, please go through the home page of the site. 
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Relevant results will be listed on a page, similar to this. 

 

 

 


