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Knowledge Management Portal QuickGuide
https://usaidjordankmportal.com/
User Registration
To start using the Knowledge Management Portal (KaMP), you have to create an account under an approved partner organization. By registering and confirming ownership of an email address tied to one of our existing partner organizations, you’ll be automatically allowed to add resources to the portal. 

New Partner Organizations
If you are the first user within your organization to register for the portal, you will be asked to apply to add a partner organization before you can upload any resources. All organization applications are moderated by portal administrators and once approved all users in those organizations can add resources to the portal.
Remember: Organization membership has three different levels of access – Administrator, Editor and User. The person applying for the organization will be given the Administrator level and can manage access levels for all users in that organization. Organization administrators can also add users to an organization without requiring them to have an organization email address.

Adding Resources
To successfully add resources to the portal, you must provide the following information:
Resource Name
· The name field should match the title of the Resource. If the Resource is a document with a subtitle, the subtitle can be included. Example: “Title of Document: Subtitle of Document”
· When uploading a Resource try to include the Source URL where you originally found the resource. Link to the USAID Development Experience Clearinghouse (DEC) - http://dec.usaid.gov/ - whenever possible and the system will generate a preview based on that link and will also direct you to the address on the DEC instead of showing a download link.
· When uploading a Resource the Resource Title must always be in English.
Resource Description
Usually it is best to copy the Executive Summary or other text directly from the top of the document. Resource Description must always be in English.
Tags
Apply any Tags that might help users locate the information. Our Tags are a list of topics pulled from USAID’s Development Experience Clearinghouse which allow you to classify Resources and Collections.




Resources or Collections?

	Resources can be any type of file or simply a URL, which is then flagged with relevant meta data that make finding it easier. Resources like documents, spreadsheets, and GeoJSON/CSV data files will generate previews of their contents offering additional ways for users to interact with that data online. For example, GeoJSON or CSV resources with latitude/longitude columns will have their data projected onto a map. CSV data files result in a sortable, searchable grid. Other file types generate previews as well.
	Collections group together separate Resources that relate to each other for a specific purpose. For example, you might create a Collection for “Training on Really Interesting Technical Topic” that contains a PowerPoint presentation, supporting handouts as PDFs, and some Excel CSV files used as examples in the course of the training.  Collections should generally not be used to collect all the Resources on a specific subject area as that is what Tags are for.



Send Us Your Feedback
The portal has a “Feedback” button that can be used to send us feedback about the portal. All user feedback will be categorized and your comments considered when developing future releases of the portal.

Frequently Asked Questions (FAQs)
If you have any questions about how to use the portal click on FAQs on the top right side of the home page or go to https://usaidjordankmportal.com/faq/index and you can find a list of our most frequently asked online questions. Click on any of the top questions and you will see answers relating to your selection. Should you not find the answer to your question listed below, then please send your question to “Feedback” section at the left side of the screen.
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