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Introduction:  IESF Group and Private Groups for Organizations 

 
This document provides a guideline for the efficient use of the Informal Economy Support Facility (IESF) 
Group. The IESF is an online interactive tool to enhance knowledge sharing and project experiences 

among the users of the platform. It has been conceived as a deliverable of the Research Network Support 
Facility (RNSF) project and set up on the Capacity4Dev platform;  it is divided into two components:  
 

1) The overall “Informal Economy Support Facility” (IESF) Group is the main virtual space, 

functioning as common group for any users interested in the exchange of information, documents 
and best practices about informal economy and social inclusion. The IESF group is accessible only 
to its members and it is regularly updated by the group moderator.  
 
 
2) 17 Private Groups, one for each grant beneficiary, are private areas for a two-way 

communication between each non-profit organization and the RNSF team, through which reserved 
information and sensible data will be shared. The groups, accessible through special invitations 
associated separately with each non-profit organization are listed as follows: Action Aid Association, 
Aide Au Developpement Gembloux Asbl, Ajprodho-Jijukirwa, Coptic Evangelical Organization for 
Social Services Association, Fondazione AVSI, Fundacion Save The Children, Gobernacion de 
Antioquia, Institution nationale de solidarité avec les femmes en détresse, Municipalidad de 
Capachica, Oikos East Africa, Oxfam GB, Oxfam Italia, Plan International Uk, Progettomondo Mlal, 
World Vision Australia, Young Africa Zimbabwe Fundaciòn Fautapo. 
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IESF Group: the structure 

 
The structure of the IESF Group is as follows: 
 

 
 
 
Explanations on how to use the features concern the following actions: 
 

 Creating a Blog Post 

 Inserting Images 

 Embedding Media 

 Adding a document to the Library 

 Adding events 

 Creating Subpages 

 Inviting external stakeholders 

 Contacting existing members 

 Retrieving the password 
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Creating a Blog Post 

 
Interesting threads, questions, debates and discussions to be shared with any other user enrolled to the 

group can be posted on the blog.  The blog will help users learn about new and innovative efforts and 

issues that can help improve the quality of the implementation of their projects.  

Any user can create a Blog Post by following the instructions as follows: 
 
Step 1 Select the “Write a Blog Post” function in the Group's main menu 
 

 
 

 
 
 

 
Step 2 Click “Write a blog post” 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Step 3 Enter the Blog Post's details 
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Note: It is recommended to use the “Paste from Word”  icon  from the toolbar whenever a content is 
copied and pasted from a different source. It is best to use the icon to avoid having all kinds of strange 
codes at the beginning or end of the posting.  
 
Step 4 Flag one or more categories related to the post 
 
There are four types of categories: 
 

 Thematic 

 Geographic 

 Date 

 Language  
 

 
Tick the boxes relevant to the post 
 
Step 5 Tags 
 
To simplify the posting, it is recommended not to make tags so  please skip this section 
 

 
 
Step 6 Save your work 

 
 
Press "Save " to confirm your selection otherwise your modifications will be lost.   
Press “Preview” to preview the post just created.  
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How to insert a Teaser on a blog 
 
What is a teaser? 
The teaser is the first paragraph of a post and can contain any media contents such as images and videos. 

A teaser should be conceived as an attractive summary of the post and should, therefore, include the most 

interesting and useful aspect of the post to make it easily identifiable to the user.   
 

Step 1: Identify the Teaser  

In the screenshot below, the arrow indicates the teaser:  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
Step 2: Separate the Teaser 

 
Once the teaser is identified, place the cursor after the paragraph, then select the Teaser Separator icon. 
Once  inserted, a line with the term "break" in red colour will appear- anything above that line will count as  
a teaser.  
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Step 3: View the Teaser 

 
 
When accessing the full view of the post, the Teaser Separator will no longer be visible (except in editing 
modality). 
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Instructions on how to insert images and media 
 

Inserting Images 

 
Two options are available to insert images on the post,   
 
1) Upload a new image (from your PC or other devices) 
2)Select an image already existing/uploaded in the “My image” section. 
 
 
Step 1: Click the icon “Insert image via Image Browser” 
 

 
 
Option 1: 
Upload a new image (from your PC or other devices) 

 
Select the “Upload New” button 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Once uploaded, the new image is included in the folder “My Image” 
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Option 2 : 
Include images by selecting images already existing/uploaded in the “My image” section.  

 
A list of images (ordered by the latest uploaded) will pop up under “My images” section.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Select an image to be inserted and edit its font  

 
 
Step 2: Edit the display of your image 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 



11 
 

 Caption: A title or authoring credits to the image may be added 

 Image size: select the options in the drop-down menu:  

 small (100 x 100 pixels), 

 medium (200 x 200 pixels),  

 large (400 x 400 pixels)  

 original (no resize) (The original size will always be indicated in the dimensions beneath the 
picture (in this case: 300 x 221 pixels).  

 Link: Add a hyperlink to the image by selecting one of the options in the drop-down menu:  

 No link, Custom URL (you can direct users to any destination, both within or outside 
Capacity4dev), Large View in Pop-up (this will open the image in a large pop-up window),  

 Original Image (this will open the original size of the image in a new browser window)  

 Open link in a new window: If you have selected a link, you can decide to open the link in a new 
browser tab, so users are not directed away from your post. Simply check the box.  

 Alignment: Define how the Photo Album should be aligned within your post's content.  
 
 
Step 3: View and check your post 
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Embedding Media 

 
Media items such as videos and animations can be embedded into the blog post by clicking the media icon

  
 

 
 
 
 
This feature offers the possibility to: 

 embed media from any of the following services: Archive.org, Blip.tv, DailyMotion, Flickr 
Slideshow, Flickr Video,Google Video, MySpace, Picasa , 
Slideshows, Scribd, Slideshare, Vimeo, uStream, Issuu, Prezi, Audioboom,Mixcloud, Soundcloud, M
apbox, Twitter, and YouTube, including playlists 

 make use of shared URL's/iFrames and/or embed code  

 define formatting, such as the width and height of the media frame and its alignment   
 
NB: the video to be embedded should first be uploaded to any of the above mentioned online video delivery 
platforms. 
 
Step 1 Open the video 
 

 Open the video to be embedded (in the example below, the video is on YouTube, 
www.youtube.com)  

 Click  "Share" and copy the YouTube link 
 

 
 

https://archive.org/
http://blip.tv/
http://www.dailymotion.com/
http://www.flickr.com/services/apps/tags/slideshow
http://www.flickr.com/services/apps/tags/slideshow
http://www.flickr.com/photos/tags/video/
http://www.google.com/videohp
https://myspace.com/
http://www.picasaslideshow.com/
http://www.picasaslideshow.com/
https://www.scribd.com/
http://www.slideshare.net/
https://vimeo.com/
http://www.ustream.tv/
http://issuu.com/
http://prezi.com/
http://audioboom.com/
https://www.mixcloud.com/
https://soundcloud.com/
https://www.mapbox.com/
https://www.mapbox.com/
https://twitter.com/
http://www.youtube.com/
http://www.youtube.com/
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or use the “embed” code 
 

 
  

Step 2 “Click the Insert media” button 

 
On the editing page of the post, place the cursor where the video should appear and click  the "insert 
media" button. 

 
 
 
Step 3 Copy the embed code (or shared URL) of the video 

 
The following pop-up window appears: 
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Insert the embed code (or shared URL) copied earlier. 
 
The exact width and height of the file  and its alignment may be indicated.  
 
To end the process, click insert. 
 
Step 4 Insert the video 
 

After clicking the insert button, the link will be displayed on the text 
 

 
 
 
Step 5 Save 
Save the post by clicking the button “Save” and the video will replace the link 
 

 
 
The same process should be applied to most of the flash contents to be embedded into the post, including 
Picasa Slideshows. 
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Adding  a Document to the Library 

 
The library, which is part of one of the main pages, is an open space, accessible to any user, on which any 

relevant document can be either previewed or uploaded.  It offers an organised list of papers that can be 

filtered by using search facets?criteria? divided by categories and free tags 

. 
Step 1 - Select the “Upload a Document or File” under the “Library” bar 
 

 

 
 
Enter the required document details 
 

 
 

 

Note: It is recommended to use the “Paste from Word”  icon  from the toolbar whenever a content is 
copied and pasted from a different source.  
 
Step 2 -  Flag one or more categories related to your post 
 
There are five types of categories:  
 

 Thematic 

 Geographical 

 Type of document 

 Date 

 Language 
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Tick the 
boxes that are relevant to your post 
 
 
Step 3 Tags 
 
It is recommended to ignore tags so please skip this section 
 

 
 
Step 4 Save your work 

 

 
 
Press “Preview” to preview the post just created.  
Press "Save " to confirm your selection otherwise your modifications will be lost.   
 
Once the document is saved, a detailed view of the document will be displayed as in the example below  
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Insert  hyperlinks to documents of the Library 

 

You can insert hyperlinks to documents in a text (of a page, blog, etc.). An hyperlink is an electronic link 
providing direct access from one marked place to another place in the same document or to an entirely 
different document.  
 
 
Step 1 Select the document or page to be linked  

 
Select the URL (Uniform Resource Locator) of the page or document to be hyperlinked. 
Then, click ocopy, in this way the URL is ready to be inserted in the chosen text. 
 
 

 
 
 
Step 2  
 

 Open the post where the link shall be included 

 By using the mouse, highlight the text where the hyperlink will be displayed 
 

 
 
Step 3 Click the hyperlink button  
 
NB: click the chain icon, not the anchor one. 
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Step 4 Paste the copied URL in the pop-up window and press “Insert” 
 

 
 

 
The process is finished and the hyperlink will be displayed in the post as in the example below: 
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Adding Events 

 
Any user can post any relevant event by using the “Event” bar as showed below: 
 
 

 

 

 

 
 
 
 
 
 

 
Select the “Add Event” function from the Group's main menu 
 

. 
 
 
 
 

 
Enter the event details as follows:  
 
Event name   The name of the event  
 
Event Type  Indicate if this is a Group Event (organised by and tailored for group members) or an 

External Event (organised by outsiders but is of interest to group members)  
 
Organised by  The name of the person or organisation who is coordinating the event  
 
Date    Indicate the start and end dates and time  
 
Short Description  Summary of the event to be displayed as teaser  
 
Long Description  Multimedia items such as videos and pictures, but also the agenda, the list of key 

speakers and additional information can be indicated  
 
Documents  Any relevant document related to the event can be uploaded by providing a clear and 

indicative title. They will be stored by default in the Library as well  
 
Categories   Group categories  may be indicated  to tag the event  
 
Notifications  Notifications may be sent to the group members to inform them about the event. If an 

update is done without the need of notification, press. "do not send notifications for 
this update"  
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Creating Sub-Pages 

 

 
 
 
Editing a private group page is, in principle, restricted to the group owner and to the IESF administrators 
(the RNSF team). However, editorial rights can be assigned to any member of the group by modifying the  
'Grant permissions, on top of each section.  
 

  
 
 
Instructions on how to create a sub-page 
 
Step 1. Select the option “Add sub-page” from the green bar on the left side of the PAGES section 
 

 
First, go to PAGES sections. There is a green bar on the left side, with a white arrow. Clicking the arrow, a 
drop down menu will open, displaying the option “Add Sub-page”  

 
 

A small blue arrow will appear on the left of the  “Add the subpage” icon. Selecting this icon will open a new 
Sub-page. 
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 Step 2. Fill in the blank template by indicating 
 

 Title of the sub-page 

 Body, with the content description  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Go to ”Make this page a subpage” action and select your NGO/agency from the drop-down menu.  
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Step 3 Flag one or more categories related to the sub-page. 
 
There are four types of categories  
 

 Thematic 

 Geographical 

 Date 

 Language  
 
 

 
Tick the boxes relevant to the sub-page. 
 
 
 
Step 4 Tags 

 
It is recommended not to make any tags, so please skip this section 
 

 
 
Step 5 Save your work 

 

 
 
Press "Save " to confirm your selection otherwise any modifications will be lost.   
Press “Preview” to preview the sub-page just created.  
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Inviting External Stakeholders 

 

Any interested stakeholder can be invited to join the IESF group  
 
Step 1. Select the “Invite others” function under the MEMBERS function on the grey bar  

 

 
 
Step 2.  Enter the e-mail of the person to be invited and type a personal message 
 

 
 
Step 3. Click ”Send invitation” 
 

 
 
Your message will be sent immediately and will be prefilled with some information.  
 
The invited person will receive the following email message:  
 

 
 
 
Step 4: To join the IESF group  
 
The invited person should click on the "Join this Group" link included in the email message and wait for the 
approval of the group administrators.  
 
 

Contacting existing members 
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Step 1 - Click on the “MEMBERS” bar, identify the person to be contacted and click on “Contact” 

 

 
 
 
Step 2 – Indicate the subject, the body content, type the CAPTHA code and click on “Send an e-mail” 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

NB: The error message "The email of the user is no longer valid. Your message will probably not reach its 
destination"  might be displayed. Please disregard it because it’s an IT technical system error which does 

not affect the correct delivery of the message.  
 

 
 
Step 3 – The contacted member will receive a message in his/her email inbox account as in the example 

below 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Note: to send a reply message, it is compulsory to use the IESF Group by clicking “Contact” and not to use 
the reply button on the email account 
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Retrieving the password linked to the IESF account 
 
Step 1 Go to the main page of Capacity4Dev and click on “sign-in” 

 
 
Step 2 Select "Request new password" 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 3 Process the request 

 
Enter the username or e-mail address, type the CAPCHA code and press "E-mail new password". 
 
 
Step 4 Check the Inbox 
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An email will be sent to the indicated email address: click on "Please activate this link to log in to 
capacity4dev.ec.europa.eu" to validate the e-mail address.  
 
 
 
 
 
 
 
 
 
 
 
 
 
Note: the link should be clicked within by 24 hours from the reception of the email message otherwise it will 
expire and a new request for a new password needs to be sent.  
 
Step 5 Update the password 
 

First, press the “Log in” button.  
 
 
 
 
 
 
 
 
 
 

 
Finally, update the password and save. 

 
 
 
 


