
Content Posting Handbook for 
Sponsors 

YouthLead 

This is a handbook pilot. A more formal 
handbook will be provided after the 
YouthLead launch, and will take into account 
users’ feedback. 
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GETTING STARTED 



Getting Started 

 

‾ You can select your language before you start. If you 
start with English, the site will assume that the 
resources that you post are in English, unless you select 
otherwise.  

‾ If you select Spanish, the site will assume that the 
resources you post are in Spanish (but you can again 
select otherwise). At this point, the navigation and 
taxonomy have only been translated into Spanish. Other 
languages are planned in the future. 

 

‾ The “Select Language” button lets users translate any 
page on the site with Google Translate.  

 

• Registration: 

– Contact Maria Brindlmayer at 
maria@makingcents.com to get a sponsor id. 

– Go to http://youthleadaws.assyst-
uc.com/discussion-groups. 

– Use your sponsor id and password to log into the 
site. (You will not be able to post content unless 
you are logged in). 

– Only logged-in users will have access to the 
Members section and Discussion Groups. 

– Only logged-in users will be able to post 
comments on the site. 

– When you have logged in, you will see “My 
Profile”, “My dashboard” and “Content 
dashboard”. 
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POSTING RESOURCES 



• Go to RESOURCES 

• Click on ADD YOUR RESOURCES 

Posting Resources 



Add the Resource Title 

Unless you change it, the publish date is today’s date 

First, change the format to “Long Form Filtered”. This will give 
you nice formatting options.  

Then add the description of the resource.  

This field uses a WYSWYG format (what you see is what you get) 
You have several formatting options (from left to right).  
• Click on Format, and you can select the size of the font. 
• Similar to a Word document, you can bold, italicize, and underline 

the text 
• You can hyperlink the text 
• You can add bullets, numbers 
• You can add an image:  

• Click on the “Image” button, then complete the fields and 
save 

• You can embed a video: 
• Click on the “video” button and paste the url of where the 

video is hosted (e.g., Youtube). You cannot upload videos 
here. 

 

Legend: Boxes with red background are 
either mandatory fields, or fields that we 
consider very important.  

Note: Fields with a red asterisk are mandatory. 



You can add an attachment: browse for the file, add the title and 
save. You can upload more than one attachment. 

You can add a date of publication – but it is not mandatory.  

If this resource has been sourced from another website, you 
should always include the url of the source here. 

And add the title of the document as Link Text. 

You have to select a resource type from the drop-down menu 

You have to select at least one sector tag from this list.  There is 
no maximum for how many sectors you select.  The sectors 
should reflect the content of the resource. 
Note: there are sectors and sub-sectors that you can select. 
Familiarize yourself with the list so that you can select the most 
appropriate sector(s) and subsector(s). 

You can also pick from a list of topics – but that is not mandatory. 



You have to select at least one country (and can select as many 
as are relevant). If the resource is relevant at a global level, you 
can select “global”. If the resource applies just to one or a few 
countries, select the relevant countries.  
Similarly, select the appropriate regions (Global is one of the 
options).  
You click on “Add another item” to add another country or 
region. 

This language field indicates if the resource shows up when the 
user selects “English” or “Spanish” as the main navigation 
language. If you have selected “English” at the top of the page 
before posting content, the site will assume that you want this 
resource to show up when another user selects “English” for 
their navigation language. But you can change that.  
Note: This is not necessarily the language of the resource. There 
is another field further below for that. 

You can add a thumbnail image – click on “browse” and add the 
image. Please always indicate the picture credit (i.e., which 
organization or person took the picture). 

The system will automatically select YouthLead as the Domain 
Access. But you can also share the same resource on 
YouthPower.org by clicking the YouthPower button. Note: the 
tags are not exactly the same on YouthPower, and the resource 
will appear with the YouthLead branding. 



There are two  places for linking to the online resources and the 
source. 
We propose to put the overall website ULR of the site where the 
resource  is from under “Source URL” 
And if there is a specific section on the site where the 
information came from, or if there is a pdf, you can link to that 
under “Access Resources Online”. 
If the information is from another site/source, it is important to 
always reference them in at least one of these places. 

This field will show up AFTER you have posted the resource.  
This field is used to then tag a resource to a related Discussion 
Group.  



You can select the language of the resource here. While you can 
post documents in any language, we ask that the resource 
summary should be in English or Spanish, since these are the 
only languages that we currently actively serve.  

This field allows for flexible attribution for the resource.  You can 
type in the authors, and/or the organization that has created the 
resource. This is a very important field. 

As a sponsor, this allows you to indicate if this resource has been 
created by you. If it was not created by you (or by a sponsor or 
user that is registered on the site), then you should leave this 
field blank and complete the next field. 

Don’t forget to click on “Save” at the bottom of the page! 

Resources to not automatically get published. They need to get 
approved by an administrator. Thus, if you have administrator 
rights, you would push “publish” here  and the resource would 
go live on the site. 



POSTING EVENTS 



Posting Events 

• Many fields for EVENTS (and other types 
of content on the site) are similar to 
RESOURCES, e.g., sectors, countries. 

• Similarly, the field for descriptions of 
events works in the same way as the 
equivalent field for Resources.  

• The following pages will focus on the 
fields that are different or additional 
fields. 

 

• Go to EVENTS 

• Start on the EVENTS page by clicking on 
“Add an Event”. 

 



This section is similar to posting resources 

You always have to provide a start date. 

You should only select an end date if it is different from the start 
date. 

If you select a country, you will always have to provide a city and 
street address where the event takes place.  
If this is a webinar, then you should not select a country and 
select “None”. 



We encourage you to post an image related to the event that 
you are posting. It will make the event look more attractive.  

If the event is held in a language that is different from the 
country where it takes place, we suggest that you add the 
language.  

We suggest that you always indicate the type of event, especially 
to allow users to distinguish between online events and in-
person events. 

Adding the event url is useful for user registration and for users 
to get additional information. 

This field allows you to post the names of the organizations that 
are organizing the event. It is not mandatory, but is useful to give 
credit to the organizers. 

This field allows you to post the names of the organizations that 
are organizing the event. It is not mandatory, but is useful to give 
credit to the organizers. 



This section is similar to posting resources 

Don’t forget to click on “Save” at the bottom of the page! 



POSTING FUNDING OPPORTUNITIES 



Posting Funding Opportunities 

• Many fields for FUNDING (and other types 
of content on the site) are similar to 
RESOURCES, e.g., sectors, countries. 

• Similarly, the field for descriptions of 
funding works in the same way as the 
equivalent field for Resources.  

• The following pages will focus on the 
fields that are different from RESOURCES 
or additional fields. 

 

• Go to FUNDING 

• Start on the FUNDING page by clicking on 
“Add Funding”. 



This section is similar to posting resources. These fields are 
mandatory. 

This refers to the URL where the funding opportunity has been 
posted. This is a mandatory field. 
Link text refers to the name of the website or url where it has 
been posted. 

Deadline and grant amount are not mandatory, but very useful 
to indicate if available 

The type of funding is a mandatory field. Pick from the drop-
down choices.  

This section is similar to posting resources. The Sector tag is 
mandatory. 



This is similar to Resources.  
Similar to the other content types, you can upload a 
picture and determine the content language.  

Don’t forget to click on “Save” at the bottom of the page! 



POST PROJECTS 



Posting Projects 

• A few fields for PROJECTS (and other types 
of content on the site) are similar to 
RESOURCES, e.g., sectors, countries. 

• The following pages will focus on the 
fields that are different from RESOURCES 
or additional fields. 

 

• Go to PROJECTS 

• Start on the PROJECTS page by clicking on 
“Add YOUR PROJECTS”. 

• Projects can cover very projects in very 
different stages, from nascent ideas to 
pilot projects to more established 
organizations.  



Add the Project Title 

This field works like the field for Resources. 
This field is super important here.  
You can include a picture and embed a video.  
This field will be key in showcasing your project. 

This is similar to Resources.  
Similar to the other content types, you can upload a 
picture and determine the content language.  

You can post a picture here. We recommend this 
because it will make your project look more attractive. 

This field refers to the geography where your project will be 
implemented. You can pick multiple regions/countries.  
This can be different from where you reside. 

This field refers to the country where you reside or where this 
project was created. This may be different from where it is 
implemented. E.g., the project may have been created in the US, 
but being implemented in Uganda.  
This field and the previous one are being used for the map on the 
Home page. 

This is an important field. We recommend that you complete it. 

Project Types is optional, but this is a useful field for others to 
understand your project. Pick from a list. 

Topics is an optional field. Pick from a list.  

How others can help you is a very useful field for youth-led 
projects. Don’t expect that you will immediately receive help just 
by completing this field, but you can reinforce your need for help 
in the discussion groups. Choose from a list. 



Only put the information here if you want to be contacted. DO 
NOT put private phone numbers here, only the contact 
information for your project or organization. You can also 
provide the url to the “contact” page of your project.  

Be aware of the privacy needs of your project team members 
when completing this information. In most cases, the team size, 
skills and expertise are more important than names of people. 

You can mention grants received and any other public or private 
sector funding. 

This is important – if available. Include any evaluation for your 
project, or any monitoring data that the project is successful. You 
can also include  relevant quotes and link to third party-reports, 
if available. 

You can include a thumbnail picture. We recommend this. 

You can include who created this posting, but it is not 
mandatory. 



TRANSLATION 



Translation English/Spanish 

• YouthLead currently offers “localization”, 
which means here navigation and tagging 
in two languages: English and Spanish. 

• Content that is tagged to “Spanish” will be 
displayed when a user selects “Espanol”. 
Content that is tagged to “English” will be 
displayed when a user selects “English”.  

• Each piece of resources, funding, projects, 
or events can be translated from English 
to Spanish and Spanish to English. The 
person posting the content needs to do 
the translation and then post it as a 
translation.   

• Content may also be posted in other 
languages, but the localization only exists 
for English and Spanish. 

• All pages offer Google translation into 
many languages (See: Select Language).  

Google Translate Localization 



To make a translation of an existing event, funding 
opportunity or project, open the entry in the original 
language (English or Spanish).  
In this example we translate from English to Spanish. 
Click on the button “Translate”. 

The page will refresh, and you will see a button that 
allows you to add a translation in Spanish.  
Click on “Add”.  



Type or paste the translation by replacing the English 
text.  

You will see a page with the field titles in the other 
language (in our test case, Spanish).  
The text in each field is still the original English text. 
You only need to translate the text in two fields: Title 
and Brief description. 
 

 
You will need to replace the text in these fields with the 
text in the other language (Spanish here). 
 

When finished, don’t forget to click Save/Guardar. 



When you click on “Translate” after having created a 
translation, you will see the original version and the 
translation listed . 
 
 

You can now see your published page in spanish 



In order to make changes to texts that have translations, 
please don’t click on the “Edit” button here, but instead 
click on the hyperlinked text for the respective version 
(English or Spanish) that you want to change and use the 
“Edit” button above the title to make the changes. 



CREATING AND MANAGING 
DISCUSSION GROUPS 



Creating and Managing Discussion Groups 

• Discussion Groups are only visible to 
logged-in users. 

• Non-logged-in users will only see generic 
text about discussion groups. 

• A discussion group manager can edit the 
description of the discussion group, 
accept members and manage the postings 
inside a group. 

• To get started, go to DISCUSSIONS and 
click on the group that you manage.  

• You will see the group landing page with 
three tabs: Discussion Forum, Members 
and Overview. 

• Start your set-up by clicking on “Edit” 



Enter/edit the title of the group. 

The language displayed here will the one that is your 
current navigation language. You cannot change that. 

Enter the main discription of your group. This is the text 
that will be displayed in the “Overview” section for your 
group. 

Upload a picture for your group. 
And for pictures, always add the alternative text, and  - 
most importantly – the photo credit (as part of the 
picture title).  

Do not forget to hit “Save” after having made changes. 



As a group manager, you will see “Add related content” 
underneath a discussion group forum. You can select 
Events, Resources or Funding Opportunities. 
 
When you click this button, you will create a new event, 
resource or funding opportunity. 
If you want to tag an existing event, resource or funding 
opportunity to this group, open the respective 
event/resource/funding and select your group under the 
field “Related group”. 

For any event, resource or funding opportunity, you can 
select if it should show up at the bottom of a discussion 
group as “related content”. 
 
You will see a listing of all available groups, and by 
clicking on one of them, it will be highlighted. If  you 
want to select more than one, just use “CTRL” and click 
on another item on the list.  
 

Do not forget to hit “Save” after having made the 
selection. 

Adding related content to a group 



The item will appear below the group description under 
“RELATED” 



Adding Members to a Group 

Start by clicking on “Manage Members” for your group. 

Initially, only the group manager will be listed, who can 
then add more members. 
Click: Add Members. 



A new page will open, and this field will be empty. 
Start typing the user name that you want to add, and the 
list of registered users will appear. 

Select the name and click “Save”.  

For adding large numbers of members at once, please 
contact the site administrator.  



Translation of Groups 

Click on “Translate” at the top of your group page. 

The Group will now show up when a user selects 
“Spanish” for their navigation. 
The group title and desciption will show in Spanish for 
these  users. 
 
NOTE: This does NOT mean that when a user has posted 
a discussion post in English that it will be translated into 
Spanish. The discussions will be in the language in which 
the author has posted. 
Users can use the Google translate functionality on each 
page to translate the content of a page. 

Translate the title of your group 

Translate the description 

Translate the description  and title for the picture 



POSTING QUESTIONS AND COMMENTS 
IN DISCUSSION GROUPS 



Adding questions and comments in Discussion Groups 

• All members of a discussion group can 
post questions/discussion items and 
comments. 

• Start by clicking on the Add Discussions > 
Create Discussions button to get started. 



Similar to resources, you will add a title. Having a good 
title is most important – this will get the attention of the 
other group members.. 
Make it clear if this is a question, call to action  or a 
statement. 

Depending on the question or topic, you may add more 
explanation here. We usually encourage that, but some 
very quick questions may not need a longer description. 
Similar to resources, all formatting options are available: 
bold, italics, underline, adding hyperlink, bullets, adding 
a picture, or embedding a video by providing the link. 
(But uploading videos is not an option). 

You do not need to change or complete any of the 
other fields – you can just move to the bottom of the 
page to “Save”.  
However, if you want to improve the search 
experience for users, we suggest that you add Sector 
and/or Topic information, and any other tags that you 
find useful. 

You may add an attachment.  
Please note that these attachments do not automatically 
become resources on the platform.  
If you want to post something as a resource, you need to 
add it under “Resources” and can then include the link to 
the resource in your discussion description. And you can 
also tag it as “related content” so that it appears at the 
bottom of the respective discussion group. 
 



Tagging your discussion item with topics and sector 
information will help users in the future find your 
discussion. 

The discussion is automatically tagged to the group 
where you posted it. But you can also suggest to add it to 
other groups by selecting them. 
Hold down the “CTRL” button on your computer and add 
other groups.  

Do not forget to hit “Save” after completing your text 
and tags. 



When a discussion item has been posted, the author of 
the text, as well as the discussion group manager will be 
able to  edit or delete it. 
I would suggest not to use “translate” for dicussions and 
instead recommend just posting the same question anew 
in a Spanish group, as appropriate.  

All group members can add comments and add an 
attachment with their comment.  
You can just type text in the text field, and can use 
minimal formatting (bold, italics, underline, bullets and 
hyperlinks).  
Comments cannot include a picture, but a picture could 
be included as an attachment If needed.  

Users can add the type of their comment (e.g., question, 
follow-up), but that is optional  

Do not forget to hit “Save” after having  posted  the 
comment text and possibly attachment. 

Users can share the discussion item on social media 

Commenting 



THANK YOU FOR SHARING YOUR 
CONTENT AND KNOWLEDGE ON 
YOUTHLEAD 


