User's manual on the Calendar of Environmental
Events in Central Asia

This document provides a brief and detailed version of the instructions.

1. BRIEFINSTRUCTION

The Calendar of environmental events in Central Asia (hereinafter - the Calendar) is
available at http://env-event.carececo.org.

This Calendar provides an opportunity to view information about environmental events in the
Central Asia, as well as to post your own events.

POSSIBILITIES OF THE CALENDAR
view events for the year, month, week, day;
e view detailed information about the event by clicking on the event in the calendar;
o filtering events by organizer: to do this, select the organizer in the drop-down list above
the Calendar, to cancel the filter, select " Select organizer”;
e print a list of events: press the printer button at the top of the calendar;
e creating your own events;
e The calendar is available in two languages: Russian and English.
REGISTRATION

User registration is required to place his own events in the calendar.

To register, you must click on the "Register" button and fill out the appropriate form, incl. create
a "login" and "password" and click on the "Register" button.

To complete the registration, you must click on the link sent to the email address specified
during registration. After that, the confirmation will be performed automatically.

After successful confirmation of registration, the user will be prompted to log in to the site.

ENTERING THE SITE

To enter the site you need to go to the "Login" button.

To enter, you must fill in the "Login" and "Password" fields specified during registration.

If you forgot the password that you specified during registration, and you cannot login to the

site, you can click on the "Forgot your password?" link on the authorization page.

ADDING A NEW EVENT
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To add your own event to the calendar, click on the "Add event" button and fill in the
appropriate information about the event (organizer, start and end date, name, location, contact
information, short and detailed description (you can insert a link)).

If you need to publish the event in the Calendar in two languages, you should tick in the field
"Publish the version for English/Russian language”.

To publish an event, click the “Save” button
EVENT MANAGEMENT

The list of events published by the current authorized user can be viewed by clicking on the
"My events" button with the ability to edit the created events and delete irrelevant events.

HELP

In case you are faced with incorrect operation of the site, you cannot perform some action or
you need to ask the site administration a question, click on the “HELP” button.

INSTRUCTION

This instruction is available to the user when clicking on the "Instruction" button on the
Calendar website.



1. DETAILED INSTRUCTION

The Calendar of environmental events in Central Asia Asia (hereinafter - the Calendar) is
available at http://envevent.carececo.org.

An ordinary visitor can view events on the topic of ecology, planned for a certain period. The
ability to place your own events in the calendar is available only for registered users.

On all pages related to the event calendar, at the top of the page there is a language switch
to go to the corresponding page in another language.

1. Working with calendar

In figure.1.1 a General view of the calendar is presented.
When working with the calendar, you can do the following:

e switch the current calendar view: year, month, week, day;

e switch the current period (depending on the current view): previous or next year,
month, week or day, with a quick transition to today's date by clicking the “Today "
button™;

o filtering events by organizer: to do this, select the organizer in the drop-down list
above the calendar, to cancel the filter, select " Select organizer”;

e print the version of the event list to print: press the button with the printer image at
the top of the calendar;

e view detailed information about an event by clicking on an event in the calendar.

The following buttons are available at the bottom of the calendar:
e "Registration” - switch to the new user registration page;
e "Login" - switch to the login page (see section " User registration”);
e "Help" — switch to the page where you can write a question of interest to the site
administration.

For registered users, instead of the register and login buttons, buttons are displayed:
e "My events" —switch to the list of events created by an authorized user;
e "Add event" - switch to the form of creating a new event.
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Fig.1.1. General view of the event calendar

2. Registration, authorization, user profile management



2.1. Registration of users

To register a user, click on the "Register" button at the bottom of the calendar or click on the
link https://carececo.org/main/register/.

The user registration form is shown in Fig. 2.1.

NEW USER REGISTRATION

Fig. 2.1. User registration form

To register, you must fill in the following fields (required fields are marked with a red
asterisk):

e-mail address (required) - enter Your e - mail address, it is necessary to confirm the
registration, as well as to receive natifications from the portal;

login (required) - specify the user name on the site, the default value will be set to the
e-mail address, but you can specify any other, consisting of at least 3 characters;
last name-enter Your last name;

name-enter Your name;

middle name-specify Your middle name;

company name (required in Russian and English) - specify the name of the
organization you represent in two languages; this name will be displayed in the event
filter by the organizer and in the detailed information about the event;

material color (required) - select one of the suggested colors, this color will be
highlighted in the calendar of the event you published;

password and password confirmation (required) - specify the password for
authorization on the site, you must also re-enter the password in the password
confirmation field; you must specify a password of at least 6 characters;
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e captcha (required) - to avoid automatic registration by robots, we ask you to specify
the characters from the image in the appropriate field.

To complete the registration, click the “Register” button. If any of the fields are specified
incorrectly (or are not specified), the corresponding error messages will be displayed. If
registration is completed successfully, the corresponding message appears (fig. 2.2).
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Fig. 2.2. Completion of registration

2.2. Confirmation of registration
After registration, the user must confirm the registration.

Attention: you will not be able to log in to the portal before confirming registration!

To complete registration, you must click on the link from the email you received at the e-mail
address you registered during registration. When clicking on the link in the received letter for
confirmation, you will need to fill in the login fields specified during registration and the
confirmation code received in the letter.

As a result of successful registration confirmation, the user will be asked to log in to the site.

2.3. Entering the site

To enter the site you need to go to the "Login" button at the bottom of the event calendar or
go to http://carececo.org/main/auth/. Also, the authorization form will appear when you try to
access any section of the site that requires authorization of the user.
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The entry form is shown in Fig. 2.3.
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Fig. 2.3.The entry form

To log in, you must fill in the login field specified during registration and the password
specified during registration.

In addition, in the authorization form there are links to the registration page, if the visitor is
not yet registered on the site and the password recovery page, if you cannot log on to the
site

2.4. Password recovery

If you have forgotten the password you used to register and you are unable to log in, you
can go to the link "Forgot your password?" on the authorization page.

The form of password recovery is shown in Fig. 2.4.
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Puc.2.4. Password recovery form



To recover your password, enter your login used during registration. If you used your email
address as your login, please enter it. If you do not remember your login, you can specify the
email address you provided during registration. To avoid automatic confirmation of the
password recovery form, we ask you to enter the characters from the image in the
appropriate field.

To receive an email with instructions on how to change your password, click “Send”. An
email with instructions on how to restore access will be sent to the e-mail address provided
during registration.

You will receive an email with a link to continue changing your password. When you click on
the link from the letter, a form for specifying a new password will open (Fig. 2.5).
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Fig. 2.5. Password change form

In this form, the user name and the code line from the letter are automatically set, you only
need to specify a new password, confirm it and enter the characters from the image in order
to avoid automatic sending of the form. To change the password, click "Change password".
In the case of a successful password change, a message is displayed and you can use the
login form to login.

As a result of changing the password, the user will receive an email with a notification about
the password change.

Note: if you received a notification about changing your password, but you did not change it,

you need to change the password yourself immediately, maybe someone is trying to access
your account.

3. Event management
Authorized users can add their own events to the calendar.

3.1. Event Management



Event management takes place on the events page (fig. 3.1). You can access it by clicking
the "My events" button below the calendar (displayed only for authorized users) or by link
http://carececo.org/main/profile/events/.
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Fig. 3.1. List of user events

On this page, you can see a list of events published by the current authorized user. You can
also edit created events and delete irrelevant events using the "Edit" or "Delete" links
opposite the corresponding event.

3.2. Adding events

You can add your own event to the calendar on the add event page (Fig. 3.2). You can go to
it by clicking the “Add event " button at the bottom of the calendar or on the top panel of the
user's event list page or by clicking the link http://carececo.org/main/profile/events/new/.
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Fig. 3.2. Form for adding new events

The following fields are available in the event addition form (required fields in the form are
marked with a red asterisk):

organizer-is inserted automatically based on the name of the organization
specified by the user during registration;

starting date (required) - the start date of the event or the day of the event
ending date-if the event lasts more than one day, you can specify the end date of
the event, then it will be marked in the calendar in all days;

name (required) - name of the event;

venue (required) - venue of the event (country, city, etc.)

contact information (required) - provide contact information for participation in the
event, links. phone numbers, etc.

brief description-a brief description of the event for review;

detailed description-more detailed description of the event.

In case you need to publish the event in the calendar not only in Russian, but also in
English, you should check the box “Publish version for English”. In this case, the language
switch will appear in the form (Fig. 3.3) and the fields of the name, venue, contact
information, short and detailed description will be available for filling in two languages. In this
case, the name, location and contact information fields are mandatory for both languages.
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Fig 3.3. The language switcher in the form adding event
To publish the event, click the "Save" button.

4. Getting help

In case you are faced with incorrect work of the site, if you cannot perform some action or
you have to ask a question from the site administration, go to the section "Help". The switch
is done by clicking the "Help" button at the bottom of the calendar or by link
http://carececo.org/main/feedback/.

In this case, you will receive a form for contacting the site administration (Fig. 4.1).
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Puc. 4.1. Form for contacting the site administration

To submit a case, complete the following fields:
- your name (required) - specify how to contact you;
- contact information (required) - specify the method of communication with you
(phone number, email address. mail, etc.)
- message text (required) - the essence of the appeal,
- captcha (required) - to avoid automatic sending of the form, enter the characters from
the image in the appropriate field.

To send a message, click "Send" and the site administration will contact you on the issue.
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