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1. Website
a. Login for the backend
i. Bigdata.cgiar.org/wp-admin
1. You will need to ask Carlos Saa to create a user for when you need someone new to be able to access the website/ add/create content, pages, etc.
ii. Community of Practice section
1. http://bigdata.cgiar.org/communities-of-practice/
a. Content for this has been pulled from the workplans which can be found on sharepoint here (Brendan is the one who manages it and can give the required access)
b. Identifiers can be found on sharepoint, within the Communications folder/Big Data Logos/ CoP identifiers
c. Cop leader photos used on the website can be found here
Communications folder/Branding/CoP leader photos
2. Mailchimp
a. Mailchimp is used for the following:
i. Platform e-letters
ii. CoP e-letters
Brendan manages this and basically assigns access as and when needed.
There are various templates saved which can be used for the CoP e-letters as well as general Platform communications. Each of the CoP leaders have been given access so that they can populate their own e-letters. Communications steps in to do a final edit and check that the elements used are in accordance with the overall guidelines for the Platform.
3. Social media
a. Twitter
i. CGIAR_Data: Brendan manages this account and provides access as needed. 
ii. Hashtag to be used: #BigDataInAg
b. Linkedin
i. Linkedin group: CGIAR Platform for Big Data in Agriculture
ii. Brendan set this up and manages ownership and admin access
c. Toolkit
i. The toolkit was developed for the launch event and can be found on the website here
ii. Related resources can be found on sharepoint here: Communications/Social media toolkit
d. Resources
i. Twitter cards used previously can be found on sharepoint here: Communications/Social media cards
4. Visual guidelines
a. Updated visual guidelines can be accessed here: Communications/Branding. The most recent version is titled Visualguidelines_June2017.
5. Posters
a. CoP poster developed for Gideon can be found here: Communications/Posters
b. Danielle has all the other posters designed for the launch, including the design files



Comments:
· Danielle Gutierrez (d.gutierrez@cgiar.org) has all related design files
· Main contact at the System Office for any related materials/cross promotion: Samuel Stacey: s.stacey@cgiar.org, Sara Quinn (s.quinn@cgiar.org)
· Alejandro (l.marulanda@cgiar.org) works on fixes to the website but best to check with Stefanie Neno first (s.neno@cgiar.org) 
· Liaise with Claudia Calderon (c.calderon@cgiar.org) for any Big Data posts that are on the CIAT blog
· Stefanie Neno (s.neno@cgiar.org) is the main of contact for Communications
· This document is available on sharepoint at Communications/Handover document_Martina
[bookmark: _GoBack]
image1.png
Platform for

L
%ﬁ Big Data

CGIAR in Agriculture




