b

=" USAID

\'Eiy FROM THE AMERICAN PEOPLE

HOW-TO GUIDE:

Submitting Learning Lab Content

Follow this step-by-step guide for instructions on how to
submit content to Learning Lab.

Sign up for a Familiarize .
i . Submit a blog, resource, or
Learning Lab yourself with .
event for review
account your account
(p. 1-4) (p. 5) (p. 6-16: blogs p.7-8, resources p.9-13, events p.14-16 )

° Sign up for a Learning Lab account

® Navigate to the Learning Lab =,USAID
homepage at: ‘

https://usaidlearninglab.org/ LEARN@NG LAB

® Click on the blue button in the Tools and Approaches to Learning for Better
top right corner labeled, “Login Development Programming

to Contribute.” N /
f%\@}/ DD

@ info@usaidlearninglab.org @




® Scroll down on the login landing
page until you reach the “Get
Started” button.

® Fill out the “email address,”

“username,” and “math

question,” before clicking the

“Create new account” button.

© Your username could

simply be the first half of
your email (before the ‘@’
symbol), or some
combination of your first
and last name.
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Abaut Login to Contribute
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LEARN@NG LAB

Learning at USAID ~ CLA ~ Monitoring « Evaluation Insights & Practice Community ~

Contribute Content

Your own experience contributes to broader
learning among practitioners who want to improve
development outcomes.

Home : Community * Contribute Content

Share Knowledge and Insights with Already have an account? Log in.

the Learning Lab Community

Username or Email Address

Learning Lab provides a space for the international

development community to access tools and resources on

] Password
integrating learning approaches and practices across CLA, —
monitoring, and evaluation into development programming.
™
= Contribute a blog that tells your story Im not  rabet

Share evidence on what works, or doesn't, in the areas of
CLA, monitoring or evaluation

Upload resources that help others apply new learning

Promote an upcoming, public event
New contributor? Create an account.

The first step to contributing content to USAID
Learning Lab is to sign up for an author account.
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LEﬁRN@NG LAB Learning at USAID ~ CLA « Menitaring « Evaluation ~ Insighis & Practice ~ Community ~
Create new account
Ernail address
\,

@ info@usaidlearninglab.org



® Log into the email that you used
to create your account. You
should see an email that starts:
“Account details for”...
O If you don'’t see an email
within three minutes. Check
your spam folder.

® \When you open the email, click
on the first link, or copy and
paste the link into a new
browser tab.

® The link will take you to the
page on the right. The green
banner indicates the email you
have just received.

® Click the “Log in” button.
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*r  Starred USAID Learning Lab Account details for LearningLabUser2024 at USAID Learning Lab
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Account details for LearninglLabUser2024 at USAID Learning Lab boxx & B
USAID Learning Lab infogusaidlearninglab.org yia platformsh site 400PM (Ominstesaga) ¥ & w
o LearningLablser2024 «
LeamingLabUsar2024,
Thank you for registering at USAID Leaming Lab. You may now log in by
clicking this link or copying and pasting it into your browser:
itpss Hugaidiearninglab. ergluserreset/' 458641 70543880810 1Yk Sre JPwhAqkIMTKE _TIC ’rlﬁt-.".".ﬁ"u%;’ﬁ:!.'ﬁg
' d
This link can only be used once to log in and will lead you to a page where
¥ou can sel your password
After setting your password, you will be able 1o log in at
hitps Hugaidlearninglab cro/user in the future using
usarname: Leaminglabliser2024
password: Your password
\ — USAID Leaming Lab team Y,
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LEAR N@NG LAB Learning st USAID «  CLA »  Monitering «  Evaluation «  Insights & Practice = Community =
I s Awelcome message with further instructions has been $ent 1o your email address.
Thirs i a ane-time lagin for LearningLoblser2024.
Click on this button to log in to the site and change your password,
This bogin can be used only once,
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® Fill out a new password. Make
sure to use a strong password
that includes letters, symbols,

and numbers.

® (lick “save.”

You'll see this page after you click
“save.” Don’t worry, everything has
been recorded, and you now have
access to your account.

Next time visit,
https://usaidlearninglab.org/user or
just visit the home page to log i~

Home » Leaminglablser2024

LearninglLabUser2024

View Edit Submissions

Status message

The changes have been sived.

Email adaress

Learninglabliser 2024 gmail coam

Parpword

Canfirm passwsrd

= Googht ARatytics settings

= Mamags  § Lesrninglabliser3sse

Home o Learsinglabliser2024

LearningLabUser2024

View Edit Siubmissians

Status Message

The changes have been saved,

Current pasywerd

Email sdidrens *

Learningl

Password

@ info@usaidlearninglab.org



Familiarize yourself with your account

® Now take a tour around your Home  Lesmigtablseras

new account, by clicking the ingtabUser2024

Submissions

“View” tab under your
username.

The changes have been saved.

Current password

Email aderess *

LearningLabUser2024@ gmail.com

Password
\ Z
This is the ‘home page’ of your
account. —

&/ USAID B - i

LEARN@NG LAB Leamingat USAID «  CLA »  Monitoring «  Evaluation ~  Insights & Practice «  Community «

® To see a list of your own
content, scroll down to see

under the “Guidance on

Contributions” section. LearningLahtiseraded

O This list will appear once [ e 5

MName: LearningLablser2024

you have submitted content Mamber Since: January 16, 2024 '@
to Learning Lab, and/or had

content published to the

Guidance on Contributions

S Ite . W appreciate your interest in Learning Lab and your contributions to our community! Please review our resowrces at the links below for guidance an
creating and submitting a resource or blog post to Learning Lab.

The Leaming Lab team reviews all submissions for quality, grammar and adherence to cur content criteria and guidelines. We reserve the right to edit
titles and texe based on our editorial practices.

. 113 el
® Cl IC k O n the Ed |t tab, to IF a submission reguires substantial changes, we'll reach ot and work with you to make it publishable, Submissions that do not meet our criteria will

not be published.

update your password or other

personal information. e e J

® Click on the "Submissions” If your submission has already been published, your

button to edit past and current changes will enter the submission queue and will

submissions. have to be reviewed and republished by the

Learning Lab Manager.

@ info@usaidlearninglab.org @



Submit a blog, resource, or event for review

® You can submit content for _
review, by clicking on the =
Post” button in the top right ~al
[ ' d
ala BE I:l >
Cor‘ner‘ Of your‘ accou nt Page. LEARN@NG LAB Learning at USAID - LA - Manitoring -~ Evaluation - Insights & Practice ‘Community VS

When logged into your account, .
LearningLabUser2024

o =3
Mame: LearninglabUser2024

Click ‘Post’ to begin. Member Since: January 16, 2024

you will now see the “Post” button
in the upper right of every page.

When logging into an existing
accou nt, )’OU Wi" be returned tO Guidance on Contributions
the same blan k Iogi n page. To W appreciate your interest in Learning Lab and your contributions o our community! Please review our resources at the links below for guidance on

creating and submitting a resource or blog post to Learning Lab.

See whether you are Iogged I n The Learming L.a'.'s- tearm reviews all s-tu brnissions for quality, grammar and adherence 1o our content eriteria and guidelines. We reserve the right to edit
titles and text based on our editorial practices
or not, check to See if the “my ::c:\t::]:_ﬁ?i::rdequ::eg substantial changes, we'll reach ot and work with you to make it publishable, Submissions that do not meet our criteria will
”» » b
account™ or post uttons are Contribute Content
. . . . Writing and Submission Tips for Content Contributions
visible in the top right corner. L y

All content submitted to Learning
Lab is reviewed by the Learning Lab
Manager before it can be published

o theste

Home >

® You will see three options for Add content

submitting content: blogs,

. > Bl
events, and resources. Click one “

of the options, depending on V!,
- 3 Event
your content needs. @

Use for multi-user blegs.

\ .
All non-USAID Learning events.
¥ Resource

Resources that will be placed in the site library.

Visit https://usaidlearninglab.org/

community/contribute-content to L )

see instructions on what type of

content to submit.

@ info@usaidlearninglab.org @




Submit a blog

® Once you've clicked on “blog,”
this page will appear. All the

fillable spaces marked with a red

asterisk (*) must be completed
in order to save a draft blog for
review.

® Required fields for draft
submissions are the following
sections:

O Title of Post

©  Author(s)

O Image (optional, but
preferred)

O Teaser (can be less than
100 words, no more than
200 words)

© Body (no word count limit

or maximum)

7
Heme » o Add cantent

Create Blog

Title of Post*

Primary Content =~ Resources

Tags

Community Contribution
Community Contribution
Uncheck the bex ifitis nota Lommunity comtnbution

Authors

Image

Mo media items are selected.

Add media

Teaser

Faragranh v B I &

Text format | Basic HTML i

Body (Edit summary)

Paragrapgh v B I @ & < 1= 1=~ Do B

Text format | Basic HTML b

Enter a brief, yet descriptive teaser. You are imited to 233 characters. Make them count! This field is display

About text formats

@ info@usaidlearninglab.org




® Further required fields for draft

submissions are:
o “About the Authors”
section
® Name

® Bio text (can be as little

as 2 sentences, or as
much as 250 words)
" |mage (optional)

You can add more than one author
bio by click on the “Add Biography
Teaser” button.

® |n order to submit your draft

blog for review, you must also
fill out the captcha box, and
then click “Save.”

Click the “Preview” button to
view your blog draft before
submitting.

About the authors

Biography teaser

Name

Bio text

Baragragh ~ B I @ ek <« IZ )=~

Textformat | asic HTML
Bio Image

Mo media items are selected.

Add media

edia iTm ramaining,

N,

Add Biography teaser P

Fa |

RECEATCHA
ac, »

I'mi not 3 robot

Save as: | Draft™

© Show row weights

Rémave

Thig question is for testing whether or not you are 3 human visitor and to prevent automated spam submissions.

@ info@usaidlearninglab.org




Submit a resource

® Required fields for draft
submissions are the following
sections:
o Title
O Author(s), separate multiple
authors by a comma
O Institution(s), separate
multiple institutions by a
comma
Image (optional)
Description
Resource file(s) or link(s)

O O O O

Tag (at least one tag)

qltle'

Primary Content  Resources  Tags

Community Contribution™
@ Community Contribution

USAID Contribution

USAID Official - Approved USAID &
Community Contribution -C

Thig frly inluce & Sl

manticned above:

Authors

Organizational Author(s)

USAID Contribution -Coment submitted by communi

ty mambirs or sy r

Institution(s)

Image

Mo media items are selected.

Addmedia \ !,
-

4

3 madis items remaining.

Short Teaser

You arg limited to 500 characters

@ info@usaidlearninglab.org




® Add a description of the
resource. The length can range

from a few lines to a couple
paragraphs long. Please include
what the resource is, what it’s
about, and the intended
audience.

If the document is a pdf, please
make sure it is 508 compliant, for
accessibility.

® Wait to submit your draft! See
the following steps on how to
attach or link your resource
below, to complete the

submission process.

Click the “Resource” tab to add
links, pdfs, word documents,
PowerPoints, or videos (both
links and .mp4 files) to your
resource.

Description (Edit sSummary)

B I & & < = )=« Ei}Sn.rct E?]

Faragraph -

Document Upload Confirmation *

(®) ves, | confirm

No, | de not confi

<

In Order to proceed with a file upload you must first confirm to the following @
| eonfirm to the best of my knowledge that the document | om uploading is free of any viruses or malicious software and
Section 508 compliant.

Published
01,/16/2024 B

T thi FEEOUTCR 'S publication date

|

I'm not a robot

This question is for testing whether or net you are 3 human visitor and to prevent automated spam submissions.

Draft™

Save as:

Title®

Primary Content Resources
! o

Tags
= P

Community Contribution

@ Community Contributi

USAID Contribution

USAID Official - Approwed USAID ¢

Community Contribution -

SEoWnEL. Technicsl paper £F SIgAnizREanG.

@ info@usaidlearninglab.org



You can link edit the title, click the
captcha, and save your resource,

from all three tabs of the resource
form.

® To include existing Learning Lab
resources in your resource,
copy and paste the URL in the
“URL” field and add text to
represent the link in the “link”
field.
© To add more than one
existing resource, click the

“Add another item” button.
® To link external resources to a

resource, follow the above
steps.
© To add more than one
existing resource, click the
“Add another item” button.

If external links go to pdf
documents, we request you upload
the pdf document directly to
Learning Lab instead of using a link.

Learning Lab prefers resources to
be in PDF format, rather than word
documents. If you are uploading a
template for wider use, word
documents are appropriate.

® To add video files and audio
content, click “add media” to

upload.

Title*

Primary Content Resources Tags

Existing LL resource

URL
httpsyfusaidleaminglab.org

Link fext

I:inrlc text

Add ancther item

File Upload

Mo mediza items are selected.

Add media

Audio Upload

Mo medis items are selected.

\.

o Show row weights

o Show row weighls

. N,
Add media -
4
This field will take paur MP3 Create & pliybar for the end uter. This i Aot an sudio download F
wart 3 link 1o the file, use the insdM™ Rk option to ingar a link to the fil in the bod

@ info@usaidlearninglab.org




® Fill out the “URL” and “Link
Text” fields to add YouTube
video links to your resource.

® This function is only for
resources to be added to the
Collaborating, Learning, and
Adapting (CLA), Monitoring, or
Evaluation toolkits. Please click
the 3 dots and then click

“remove” to remove this section

from your resource.

® Click the “Tags” tab to add at
least 1 tag to your resource.
This is required for approval.

YouTube Video

URL

Link text

Usa these falds

Related resources

Featured In

Featured In
Featured In Label
o - Nene - s

Featured In Content

s maust be an evternal URL such as hitpofexomple oo

o srream YouTube videos. This should only be ured for YouTuba ur
to stream YouTube wideos 5 should only be used for YouTube ur

o
-]
]
"

o Show row weights

Collapse

!

)

-
'd

Add Featured In 10 Featured [n

Document Upload Confirmation®

@ Yes, | confirm

Mo, | do not confirm

Section 308 compliant.

Published
01/16/2024 B

he resource's publication date

In Order to procesd with a file upload you must first confirm to the following @
I eonfirm to the best of my knowledge that the document | am uploading is free of any viruges or malicicus software and

4

Fa |

I'm mot & robot
\, V,
a N
Title®

Primary Content ~ Resources Tag;\ '
4
’
Community Contribution *
@ community Contribution
USAID Contribution

\ V.

@ info@usaidlearninglab.org




® There are drop down menus for
the “CLA Approaches” and the
“Program Cycle Component”

tags. You must select 1 tag from
either the CLA or Program
Cycle section.

® You can also start typing in the
box and the drop down will
show applicable results.

® Don'’t forget to click the captcha
and hit save when you are
finished!

Primary Content =~ Resources  Tags

CLA Approaches

-
| Faciltation
Mission Resources I ‘
Organizational Culture
~Openness
-Relationships & Metworks
Docume *Continuous Leaming & Improvement
@ ves, Collaborating
Mg, | -Internal Collaboration
N ieoiee L sEvtarnal Callabarstinn

7
Primary Content Resources Tags

CLA Approaches

Fac

Program Cycle Component

I'm not a robot
PRCARTEHA

This question is for testing whether or not you are a human visitor and to prevent automated spam submissions.

Saveas:| Draft™

' Preview
~

@ info@usaidlearninglab.org



Submit an event

® Required fields for draft
submissions are the following

sections:
o Title
© Contribution Type
O Event Date
O Event Time Zone Ul Text
O Event Host
o

Event Link (can be a
registration page, virtual
meeting link, or webpage,
link text can say: “Register
Here,” “Meeting Link,” etc

Tithe

Primary Content

Community Contribution®

Resources Tags

- Select a value -

Event Date

Start date

mm,fdd ey B

End date

mm/dd/yyyy @

Event Time Zone

- None selected -

Event Time Zone Ul Text*

Encer the abbrevistion for the event’s timezone

Location

Event Host

Event Link

URL

g EET, BT

o Enter €nolink> i
........

ch &g Arodefedd o

N

lay link text only

@ info@usaidlearninglab.org



To submit a resource, please

add an image to your event
page.

The main event language and
information can be added to the
“Body” section on the event
form.

Add one or more biography
teasers, to call out presenter
bios in special sections.

If there are new or existing
blogs or resources that are
related to this event, add the
title of the blog, etc in the
“Related Content” section.

You must select “Event Format”
to submit/save the draft event.

Click on the “Resources” tab to
add additional related resources
that will appear at the bottom

of the event page.

Event image
Mo mediz items are selected.
N

Add media /@

glaad Arry pramational images (banner, l590) relited 1o the vent

3 meedia items remaining

Body (Edit summary)

Text format | Basic HTML w

Presenters
No Paragraph added yet.

Add Biography teaser N 1,
-

’
Related Content

Registration Deadline

i/ dd Sy

Event Format®
T s,
- Select a value -~ =

4

Paragragh v~ B I & &k < IZ )= v phious

Enter the Registration Deadline in the format monthy/date/year (for eample: 82/08/2020 is February

Title*

Primary Content Resources Tags

Related Resources

@ info@usaidlearninglab.org



® To submit an event, please add (e
at least 1 tag from either “CLA
Approaches” or “Program

Primary Content Resources | Tags

Cycle.”

CLA Approaches

Program Cycle

noose some oplions

® Click the captcha and then click B

I'm not a robot

13 ” H
the “save” button to submit :
This question iz for testing whether or not you are 3 human visitor and to prevent automated spam submissions.

your event for review by the _ _
Learning Lab Manager_ Saveas:| Draft™

— J

Got questions? Email the Learning Lab Manager at
info@usaidlearninglab.org for additional assistance.




