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
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Media & Information Literacy Clearinghouse

This clearinghouse encourages the user’s active participation. Please register and upload new
content. All new content will need to be approved by the site’s administrators before
nuhlichina




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)

@WORDPRESS

Username

Password

O Remember Me

Register | Lostyour password?

= Backto Media & Information Literacy

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.
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Newsletter Subscriptions

Please mark the topics that you would ke to receive information about. The UNASC-UMESCO MIL Clearinghouse will email yvou each week with newy content.
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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.




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.
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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.
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To add an event click “add an event” on the User’s Menu, on the right side of the 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.
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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
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For UNITWIN press “PUBLISH”, the system
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The system has now uploaded your post. Click “Preview Post” to make sure all the details have

been correctly uploaded.
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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. This does not apply to the universities of the UNITWIN.




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

5 Posts
Events
+ Resources

Resources
Add New
Categories
Taos

5 Organizafions
5 Articles
Media
Pages

&2 Profile

s Add New Resource

Details

Description

A\

You do notn
options

eed to worry about these

Language

Language of this resource

Publish
Save Draft
Status: Draft Edit

Wisihility: Public Edit

] Publish immediately Edit

Wove to Trash

Tags

Author

Separate tags with com

Source
Author
Country v
Language - b
Link
[ Media & Infarmation LitS

The source is the organization from
where the resource came. The
author(s) is who actually wrote it

Topic(s) [ "Media Education Policy
[ outh Media

Identify the topical relevance of this resource. It
could be multiple (not limited to one)

English

Preview

Publish

N

Add

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

Make sure your link actually connects
with the content/resource that you

are uploading.




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

Translate yourself

Translate Duplicate . .
S + v —] 1) Click both options,
Arabic + then click “duplicate”
Duplicate

Publish N ¢

Freview Changes
Status: Published Edit
Wisihility: Public Edit

Fublished on: Sep 5, 2012 @ 12:13 Edit

hove to Trash Update \ 4

4 2) Make certain that you click “Submit
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for review” afterwards.

For UNITWIN, click “Publish” the
system will post your entry
automatically

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”
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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.
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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. 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”.
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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

Translate yourself

Translate Duplicate A .
S + 1) Click both options,
Arabic + then click “duplicate”
Cuplicate
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Preview Changes
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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”
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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 add an article: click “submit article” on the User’s Menu on the right side of the homepage.
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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.

* Add New Article

Inzertfedit link

Enter the destingtion URL

URL

— ] Ui
I:‘ Open link in a new windowwtab

O fink to existing content

Caneel

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.

| Publizh immediately Edit

Mlovve to Trash m From Computer  From URL  Media Library

Add media files from your computer

Tags

Aol

Separate tags with commas Select Files

Choose from the most used tags

“fou are using the mutti-file uplosder. Problems? Try the broveser aploader .

Image

Set mage
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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

Translate yourself

Translate Duplicate . .
. + 7 —] 1) Click both options,
Arsbic + then click “duplicate”
Duplicate

Publish Y/ <

Preview Changes
Status: Published Edit
Wisihility: Public Edit
Puhlished on: Sep 5, 20112 @ 12:13 Edit
Move to Trash Update A\ 4

4 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

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”

hedia & Information Literacy + Mey v Pos Howedy, Uit
{zt Dashboard Show content in: | S5 English /]
5 Events o~ Edit Article

s Resources Post updated. ‘iew post

=~ Organizations

Articles
Aol Mewy

Permalink: hitpefiniluna ® - graticlestest-37| Edit igwe Post Language of this aricle  English - %

16



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
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edia & Information Literacy Clearinghouse

1is clearinghouse encourages the user’s active participation. Please register and upload new
content. All new content will need to be approved by the site’s administrators before brni il
publishing. = Subrmit Article

= Add Event

= Update Profile
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The following screen will appear

BEeea=

UNESCO-URAOC UNITWIN MILID I

Home » UNESCC-UNACC UNITWIN on Media and Information Literacy and Intercultural Dialogue Logged in as unitwin_cairo. Logout
Advanced UNITWIN Search You can search for-
= - - All Universities v
UNESCO-UNAC_)C UNITWIN on Media and Information Literacy and Selecta Topic = an upload from a
Intercultural Dialogue Selecta Type < )
: UNITWIN profile
A H p - Select a Language v
= ~ ? \I?V "\\J}_ [BelectaCuunW v here, only UNITWIN
E uni |UJIf'l N W Search X .
” N [S II : - ) S=274 entries will be
———————— 5 : ; - Recent Post:
: United Nations Alliance of Civilizations othing added yet searched
United Nations . UNITWIN Cooperation Programme on

Educational, Scientific and

Media and Information Literacy and Intercultural Dialogue User's Menu
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.

Add Resource

You can also upload a

UNESCO and UNACC have crested the UNESCO-UNACC UNITWIN Global Chair an Media and Information + #dd Organization . .
Literacy and Intercultural Dialogue ("UNESCO-UNAOC MILID UNITWIN®D. . Add Event resource/organlzatlon
UAC-MILID specific objectives include: = Submit Article etc from here

Act as a Observatory for critically analyzing: the role of Media and Information Literacy ("MIL") as a
catalyst for civic participation, democracy and developrnent; for the promotion of free, independent and
pluralistic media; as well as MIL's contribution ta the prevention and resolution of confl\cts and intercultural
tensions and paolarizations.

Enhance intercultural and cooperative research on MIL and the exchanges between universities and rmass
media, encouraging MIL's initiatives towards respecting human rights and dignity and cultural diversity.
Develop within the participant universities educational and media production practices that contribute to .
dissolving prejudice and intercultural barriers and favour global dialogue and cooperation amang citizens YOLI can su bSCFIbe tO
as well as social and political institutions around the world, In addition to the international dimension, these
practices will be reflected at the local level in the & cities or neighbourhoods in which the partner
universities are located. neWSIetterS abOUt MIL

= Pramate alahal actiane pelating ta MU finclidina adantation of the TIMESCO MTL Corvicnlies far Taachar
Education and other relevant tools, publications, congresses, serminars, teaching resources, and faculty

and students’ exchanges) that could contribute towards stimulating dialogue and understanding armong Content here

peaple of and within different cultures and societies,

Create a virtual centre to research an, and study and develop MIL initiatives aimed at the creation of

projects and publications linking universities and research centres,

Prornaote and support other global redia initiatives that could reinforce civic participation through open,

free and independent media and information systerns that favour intercultural dialogue and cooperation,

Encourage and support citizen participation as well as educational and cultural institutions whose initiatives

promote media and information literacy, cooperation and intercultural dialogue,

UMNESCO-UNADC MILID UMITWIN current universities include:

The Autonomous University of Barcelons, Spain You can alSO brOWSG the
Cairo University, Egypt

Tsinghua University, Beijing, China . . ey
Temple University, Philadelphia, UsA dlfferent unlverSItIes and
The University of Sao Paulo, Brazil

Gueensland University of Technology, Australia .

University of the Wwest Indies, Mona, iamaica the|r Uploads from here.
Sidi Moharned Ben Abdellah University, Fez, Morocco

= Update Profile

For infarmation on UMESCO-UNAQC MILID UMITWIN, please contact Jardi Tarrent, jordit@unops.org
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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.

Education and other relevant tools, publications, congresses, seminars, teaching resources, and faculty
and students’ exchanges) that could contribute towards stirmulating dialogue and understanding armaong
people of and within different cultures and societies.

s Create a wirtual centre to research on, and study and dewvelop MIL initiatives aimed at the creation of
projects and publications linking universities and research centres,

s Promote and support other global rmedia initiatives that could reinforce civic participation through open,
free and independent media and information systems that favoor intercoltural dialogue and cooperation.

s Encourage and suppart citizen participation as well as educational and cultural institutions whose initiatives
promote media and infarmation literacy, cooperation and intercultural dialogue.

UMNESCO-UNADT MILID UMITWIN current universities include:

The Autonornous University of Barcelona, Spain
Cairo University, Egypt

Tsinghua University, Beijing, China

Termple University, Philadelphia, USA

The University of Sao Paulo, Brazil

Queensland University of Technology, Australia
University of the west Indies, Mona, Jamaica

=Zidi Moharmed Ben Abdellah University, Fez, Morocco

For information on UNESCO-UNACC MILID UMITWIN, please contact Jordi Torrent, jordit@unops.org

A version of the following page will appear.
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Edit
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test
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If the UNITWIN page belongs to your T Post Archive
university, you can edit the text that User's Menu
appears = Add Resource
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To edit the test that appears on your university’s page, click “edit” on your UNTWIN page.
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Edit the text in the main box and then click “Update” when you have finished
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Once you have finished, click “view page” to check that the updates you made are correct.
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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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: United Nations Alliance of Civilizations Recent Posts
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Educational, Scientific and + Media and Information Literacy and Intercultural Dialogue test !
Cultural Organization «
= test
12 Octabar, 2012
UMESCO and UMAOC have created the UNESCO-UMAQC UNITWIN Global Chair on Media and Information test

Literacy and Intercultural Dialogue (“UNESCO-UMACC MILID UMITWINYY,

User's Menu
UAC-MILID specific objectives include:
= Add Resource
= Act as a Observatory for critically analvzing: the role of Media and Information Literacy (“MIL*) as a
catalyst for civic participation, democracy and development; for the promotion of free, independent and
pluralistic media; as well as MIL's contribution to the prevention and resolution of conflicts and intercultural
tensions and paolarizations.
= Enhance intercultural and cooperative research on MIL and the exchanaoes between universities and mass

= Add Crganization

= Add Event
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Relevant results will be listed on a page, similar to this.
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