Posting To The Events Calendar
1. Log in to your profile, hover over your profile image in the upper right, click “Add Content” from
the dropdown menu that appears. You will be directed to the Add Content page.

2. From the options on the Add Content page, click “Event”. Clicking this selection will pull up the
form to create an event to be added to the events calendar.

3. Name your event post in the “Title” section, then select the location for your event. Once you
click the box to add a country, the rest of the address selection fields will drop down. If the
event is web-based, leave “None” selected as the location.

4. The next fields are related to event date and time. Click the “show end date and time” checkbox,
the select the start date and time and end date and time, as well as the appropriate time zone.
Please disregard the image upload section. No image is needed.

5. In the “Body” section, write a description of the event in your own words. Any text from other
sites should be quoted and attributed (if applicable).

6. Tag your event to any relevant topics by selecting the checkboxes. This will help people find it
when they’re navigating the site by topic.

7. Select a “Type” for your event. This helps people find the events they’re looking for when using
the filters on the events calendar and helps us promote our various training offerings

8. If there are any particular groups you’re a member of that you’d like to associate this event with,
you can type and select them under “Groups Audience”. If an event requires registration,
include the link in the URL section, with the title “Event Registration” this will appear at the top
of your post for easy access. Skip the “Banner Image” section.

9. Click “Save” at the very bottom of the page. You will get a confirmation message that your
events has been “created”. You won’t yet see it posted to the calendar or home page yet,
because it has entered the approval cue for review by a site administrator. If you don’t see your
article published, or receive a response via email with recommended edits from a site
administrator within three days, please reach out to contact@climateinterpreter.org to check
on the review status of your article.

Contributing A Blog Article
1. Log in to your profile, hover over your profile image in the upper right, click “Add Content” from
the dropdown menu that appears. You will be directed to the Add Content page.

2. From the options on the Add Content page, click “Feature”. That’s another term for a blog post.
Making this selection will pull up the form to create your blog post.

3. Name your blog post in the “Title” section, and write your blog post in the “Body” section. The
blog highlights the voices and experiences of members of the Climate Interpreter community. We
want your unique perspective on timely ideas, inspirations, successes, and news related to
communicating about climate science and solutions, with an emphasis on how it all connects to
our shared language of Strategic Framing or can be applied to our work. We’re looking to
provoke thought, celebrate innovation, provide ideas and stories that fuel good interpretation,
and offer a sense of hope that real people are accomplishing real things out in the community.

4. Click to select a display color for your article. This is the background color that will be used to
display the article’s headline on the home page. Before selecting your color, look at the home
page and try to select a color not already use.

5. Upload a banner image. This will display as a full-width image at the top of your article within
the post itself, as well as the tile image representing your article on the homepage and in
sidebars throughout the site. Click “choose file”, select an image saved on your computer, then
click “upload”. You will see an icon of your image. Only upload images that you have permission
to use. If you need to find a free stock photo, check out www.Pexels.com or www.unsplash.com

6. If you’d like to add additional images within your article, click to leave your cursor in an area in
the text where you’d like to insert an image. Choose the beginning or end of a paragraph.

7. Scroll down to the “Inline Images” section below where you uploaded your banner image. Click
“choose file” to select an image to upload from your computer. Click upload. You will see an icon
of your image appear. Leave all settings as they are, then click “insert”.

8. Scroll up into the body of your article. The image will have been inserted where you left your
cursor within the text. To change the size or settings of how the image displays, select the image
with your cursor, left click, then click to select “image properties” from the dropdown list.

9. You can change the size, alignment and padding around your image with these settings. As a
default, we recommend a left alignment, max height/width dimension of 400 pixels, and 5 pixels
of padding between the image and text in the horizontal plane (“HSpace”). Click OK to apply.

10. Tag your blog article to any relevant topics by selecting the checkboxes. This will help people
find it through our search functions or when they’re navigating the site by topic.

11. Click “Save” at the very bottom of the page. You will get a confirmation message that your
article has been “created”. You won’t yet see it posted to the home page, because it has entered
the approval cue and needs to be reviewed by a site administrator before it can be published. If
you don’t either see your article posted, or receive a response via email with recommended

edits from a site administrator, within three days, please reach out to
contact@climateinterpreter.org to check on the review status of your article.

Updating Your Profile
1. Log in to your Climate Interpreter profile by clicking the “Log In” button in the upper righthand
corner (from any page of the site), then entering your username or email address and password.
You will then be taken to your profile page. If it has been a while since you last logged in, you
will first be prompted to accept the site’s new Terms of Service and Privacy Policy. Select “I
Agree.” Profiles that do not accept the site’s terms and conditions will be deactivated. Upon
accepting, you will then be taken to your profile page.

2. If you’re already logged in, you can always access your profile from anywhere you might be on
the site by hovering over your profile image icon in the upper right hand corner of the page. This
will show options for accessing/editing your profile or contributing content to the site.

3. Either click “Edit Profile” directly from your icon image in the upper right-hand corner of the
screen (as shown above) or click “My Profile” to visit your profile page first, and then click the

“Edit” tab. You’ll notice that profiles publicly display content like your name and city/state,
profile image, job title, profession and areas of interest, your personal pledges, and any groups
on the site that you’re a member of.

4. The very top of the profile editing form allows you to adjust some behind the scenes settings,
like changing your password or email address. Please make sure your email is up to date so that
you may receive communications and updates from the site and its affiliate, the National
Network for Ocean & Climate Change Interpretation. If you are a member of any groups that
you would like to leave, you can also do that by unchecking the box at the top of your profile.

5. Enter your name and job “Title” as you would like it to appear on your profile page and the
Members Map, and upload a profile photo of yourself, if you have not already done so. You’re
more likely to have success connecting with other members on the site if you have uploaded a
profile image. You’ll notice a “Contact Settings” section authorizing permission for a new in-mail
feature of the site that is currently under development and coming soon! If the organization you
work with has a partner page on the site, you can link your profile to it by selecting the name
from the dropdown list under “Affiliation”.

6. Next, enter your location information. This will not display on your profile but will be used to
show your basic geographic region so that others in your area can connect with you through the
Member Map. If you have a personal website that you’d like to link to, include the URL here.
Then select your “areas of expertise” These will be displayed on your profile and are searchable
on the Members Map to help people connect with each other around shared interests. User
profiles are also aggregated to Topics Pages based on these tags for the same reason.

7. Use the “Interests & About Me” Section to help our community get to know you. People will use
the information you provide here to decide if they want to connect and collaborate with you on
various projects. Use the “Personal Pledges” section to list any particular goals you have for your
work in climate change communications. Make sure the checkbox is selected that you have
accepted the terms of service and privacy policy at the bottom of the page, then click “Save”.
You can also cancel your account at any time from this page.

8. You will receive a message with a green checkbox saying “The changes have been saved”. If you
would like to change the setting regarding the frequency with which you receive email digest
summaries of activity happening on the Climate Interpreter site, you may click the Email
Preferences tab from your profile and select among frequency options of “Daily”, “Weekly” or
“Never.” This options represent the maximum frequency of emails, but email digests only go out
when there is new activity on the site, so you may receive less emails than this. Click “Submit” to
save any changes you make.

Adding A Resource
1. Log in to your profile, hover over your profile image in the upper right, click “Add Content” from
the dropdown menu that appears. You will be directed to the Add Content page.

2. From the options on the Add Content page, click “Resource”. Making this selection will pull up
the form to add a new resource to the site’s library.

3. Give your resource a name in the “Title” section. If you’re linking to external content, the “URL”
section is one place you can do this. Under “File” you can attach a file from your computer in
most file formats. Please make sure you have permission to share when uploading files.

4. If you’d like to add multimedia, click “Browse” and you’ll see tabs for “Upload” to attach a media
file from your computer, “Web” to embed a video from Youtube or Vimeo directly into the post
(this is considered best practice) or “Library” to attach a media file that has previously been
uploaded to the site.

5. If you’re thinking about attaching content that you own or have created that could instead be
written in the body of the post (“Description” section), put it in the body instead as a best
practice to help us improve the interface for site users. This is because accessing attachments
will require an additional click once someone has already clicked into your resource. However, if
you’re sharing things that do need to be attached or linked to, use the Description section to

explain what you’re sharing, why you think it’s important, and how you think it might be useful
to other climate communicators. Make the case for why it’s worth a click.

6. Use the “Browse” button under the “Banner Image” section to upload an image. This will display
as a full-width image at the top the resource post itself and will be used as the tile image
representing your resource on the homepage, resource page, and in sidebars throughout the
site. Click “choose file”, select an image saved on your computer, then click “upload”. You will
see an icon of your image. Only upload images that you have permission to use. If you need to
find a stock photo, check out www.Pexels.com, www.unsplash.com or other images licensed
under Creative Commons Zero.

7. If you have embedded a video, you’ll want to click the “Hide Banner” button. This will prevent
the banner image from displaying in your resource post on top of your embedded video and will
instead only use your banner image as a tile where it’s needed elsewhere on the site.

8. If you would like to link this resource to a partner institution that has created a page on Climate
Interpreter, type and select the organization’s name under “Affiliated Partner”. Select a “Type”
for your resource, ONE of the three “Categories”, and as many “Topics” as best fit the nature of
your resource. These selections will be used to filter results when users are searching our
resource bank for certain types of information in specific formats or for particular applications.

9. If you are a member of any groups on the site, you can set this resource to “Private” and select a
particular group (or groups) you’d like to share it in. Otherwise, resources you upload will be
shared in the site’s publicly accessible resource library. Click “preview” if you’d like to double
check that your resource looks the way you want it to, otherwise, click “Save” and you will see it
added to the site immediately.

Submitting a Work Report
1. There are two ways to access the report work form if you are logged in to your Climate
Interpreter profile. One is to hover over your profile image icon in the upper right hand corner
of the screen from any page on the site, and click on “Report Work” from the dropdown list that
appears. This will take you directly to the report work form.

2. Alternatively, if you are on your profile page, you can click the “Work Reports” tab to access
your work reporting dashboard.

3. Your “Work Reports” dashboard will allow you to see and edit any previous work reports you
have submitted as well as click a button to “Create New Work Report” which will take you to the
work report form. Work reports are an important way of measuring the impact of our network’s
climate change communication efforts, so submit them as consistently as you’re able.

4. At the top of your work report form, list the name of the communication, event, presentation,
or training you’d like to report, along with the date and time it took place. Note the “Repeat”
selection option. If you deliver a public program with a climate change message on a regular
basis, this option allows you to submit just one work report that captures each of those
occurrences. Checking the box will pull up a dialogue box that allows you to set options for how
your event should repeat and how often. You can set an end date and exclusions.

5. List the location for your work and a description of what your work entailed.

6. The next section helps us collect some metrics. Choose either a “Message Type” or “Training
Type” depending on which is most accurate to describe the work you did, then under “Content
Included” tag the different elements of strategic framing that you used. Report a “Reach” to give
us a feel for how many people were exposed to your message or training. And select your
assessment of the “Audience Reception” your work received.

7. If this work was associated with an institution (or institutions) that has a partner page on the
Climate Interpreter site, type and select the organization’s name to link the work report to their
page in the “Affiliated Institution” section, then hit save to submit your report!

