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The Public-i ePetition system has been designed to be both simple and intuitive to use, for administrators as well as for users.  Administrators will always be shown what tasks they need to manage once they login. This guide will walk through the typical administrative tasks needed to be able to manage this ePetitioning system as well as support users.
User Registration & Login Options
Administrators will need to login in order to manage petitions. You will be send your initial  administrative login details and have the chance to create as many administrators as you need. 
Login and registration links are located on right hand side of the home page.
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There are several ways to log into the system:
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	1. Generic login (after registration 1a)

2. Facebook

3. Yahoo

4. Twitter

5. Google

6. OpenID

7. AOL


	1a.
Generic login needs user to have registered first. Their password will be stored in the ePetition system directly. 
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	2-7
All other forms of logging in, means that the passwords would not be held on the system and users only have to remember their favourite service username and password, so that authentication is done outside of the ePetition system.
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User Registration – ePetition Details

The first time that a user registers or logs in using any of the above entry points, they will be taken to the contact details page where they will need to complete their name, email and address. (To change any of the these details later, go to My Activities, Manage my details)
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User menu options
To the general public, the system will present the following options:
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	Home: Home page

	
	Live Petitions: list of all the live local petitions available to sign

	
	EuroPetitions: a list of the EuroPetitions available to sign through the site

	
	Add a Petition: where users click to add a new local petition or new EuroPetition 

	
	Petition Guidance: a detailed description of how the epetition system works (editable directly by admin)

	
	Inactive Petitions: a list of all petitions which have either closed, Awaiting Submission To Council, submitted to the council or Pending lead petitioner’s response. 


Adding a petition
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	Add a petition will take the user to a form page where all the fields are required. 

Title

A short title, no more than 10 words, which will appear in the listings pages, Title
Petition

Summary of the petition. Petition

text should clearly and concisely state the request of the petitioner, showing the nature of the remedy or action requested.


	Description

Details of the petition including any background information. Information should include a statement as to why this petition is needed.
Petition Target

Allows the user to pick the most relevant organisation for their petition from either a list of all local councils using the petition system or the European Parliament. Clicking the blue button will automatically choose the European Parliament. 

URL Key

A single word, or phrase without spaces you will use as an address for the petition i.e. epetition/budget.html

Petition Type

Default is Electronic & Paper petitions. Users and admin can create a paper petitions and  print out paper copies to distribute.

Start/
End Date

Start date must be after today’s date. End date can be any date.

Terms & Cond

Box must be ticked to be able to submit petition.




Administration menu
The system is very easy to administer, as it will highlight in yellow a path of every petition task that needs attention (for admin and for users). When you first login (as admin or user), you will be advised that there is a petition that you need to administer (see the yellow box underneath logout box)
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Accepting a Petition
Once a local petition or Europetition has been submitted, it will appear in the yellow notification box. 
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The most important action an admin user must take is decide whether to accept or reject a petition within the council’s agreed response time. 
On opening up the new petition, at the bottom there is an Accept/Reject box. 
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On clicking Accept, the petitioner will be notified and the petition added to the Live Petitions list once the Start Date is reached. (to move the petition to Live Petitions immediately, simply change the Status to Collecting Signatures).
If the petition is to be rejected, then enter a valid rejection reason, this will then be email to the petitioner. You may also prefer to contact the petitioner directly before jus rejecting the petition in order to maybe suggest how to change the petition in order to turn it into an acceptable petition.

Following the yellow highlighted areas will take you to the Admin screen menu, and also shows you which particular Petition needs attention. 
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The following describes all the options available to administrators:
	Manage Epetitioners
	Allows option changes to the system such as date format and location. (see section Manage Epetitioners)

	Manage Users
	Allows Admin to search and change user details. Admin can also upgrade users into Admin, officers and Members. (see section Manage Users)

	Manage Petitions
	Shows a list of all petitions on the system and the status of each one. Allows admin to enter the Edit Petition form for each petition.

	Assign Petitions
	Allows admin to assign a petition to a list of officers (this option is also available in the Edit Petition section directly)

	Manage Pages
	Allows admin to change the text content of the Home Page, Petition Guidance and Terms & Conditions (see section Manage Pages – managing website text)

	Manage Email Templates
	Allows admin to change the content of the all the emails sent from the system (see section Manage Email Templates)


Edit Petition
The easiest way to manage new petitions is to click the yellow highlighted link as it appears on logging int. This will open the Edit Petition below and all its options. [image: image12.png]Home Welcome back Admin Petitions.
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To open other petitions, go to Manage Petitions and find the one you want. A search button can be used to find specific petitions.
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The form below shows a New Petition. The Accept/Reject box is automatically opened up, showing the path of what is expected of administrators next. All the boxes can be edited if you need to make any changes to the petition text before it is acceptable.
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The following are the options available to petitions.
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	Accept/
Reject

Accepts or rejects petition - only viewable on new Petitions). (see image to left)
Status

Lists where the petition is in the life cycle and allows admin to change the status from New to Withdrawn at any point (see image to left)
Members

Shows drop down of members who can be assigned. They will receive an email whenever the status of the petition changes.
Signatures

Shows all signatures and comments which can be hidden or deleted (and undeleted)

Notes

Adds internal notes to any petition viewable only by other admin users

Assigned Officer

Drop down of officers to whom petition can be assigned. They will receive an email whenever the status of the petition changes
Meeting
Add a meeting/event description and link to webpage or webcast. This will appear as a link on the petition page.
Location

Shows location of the petition on Google map and editable by admin or Lead Petitioner while in Draft mode point (see image to left)
Document & Links

Allows addition of documents & links at any point by admin (or while in draft mode for Lead Petitioner) (see image to left)



	Petition  with the status Collecting Signatures will have other options:
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	Email a Copy  
This form allows you to email the petition to any email address, so you can send it a PR contact for example.
Mailshot

Mailshot will email all signatories of this particular petition including the lead petitioner.




Submitting petitions and Response from Council

Once a petition has reached its end date, it will have the status Waiting Submission. At this stage the petitioner will need receive notification that they need to officially submit the petition to the council by logging in and clicking Submit to Council. It is only then that the council will need to formulate a response to the issue raised in the petition.

Once a user has submitted a petition, the petition will appear in the admin notification as Pending council Response.
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Clicking on the petition will automatically open the new Respond to Petition option
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Enter the council response in this box, which will email the petitioner and enter the information on the petition as below.
By default, the system will invite the lead petitioner to leave their final response to the petition and to the council. When the user logs in next time, they will be presented with a Pending Owner Response box which once they have submitted will close the petition and add their response as below.
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Please  note: the Petitioner will only be allowed to respond to the council if the Show Petitioner Response has been left switched on as default. 

To not allow users to have the last say in a petition response, see Show Petitioner Response in the Manage Epetitioners Show Petitioner Response section below 
Manage Users
The user list is sorted in order of the latest user to register is listed on top. 
To search for users, type in a name. Click yes for Word begins with, if you want to search specifically for names and surnames. 
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Add Users

Clicking Add in the Manage Users page, will allow Admin to add users to the system directly. Just choose a Username and Password that you can easily remember and pass onto those new users. (Ignore the URI unless you want to add a Myopenid registration instead).
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After choose username details, you will have to enter their Full Name, Email, Address as part of normal registration. If you forget what password you assigned someone, just find their user details and click Password Reset This will then send them an email directly with a new password to access the system. 
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Once you have added a new user, Admin will be able to upgrade any user into an Officer, Moderator or Member of Council. To disable a user, simple change Active to No.
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	Role
	Users can be changed to: 

· Site Moderator: can only view petitions, change end dates, view signatures, print out paper copies and mailshot signatories.
· Site Administrator: can manage petitions, users and the system.
· Member of Council: can be assigned petitions so all status changes will be email to them


Manage Pages – managing website text
The Manage Pages link in Admin will allow admin to change the content of the Home Page, Petition Guidance and Terms and Conditions.
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Clicking Edit for the Index (Home) page will bring up the editable home page text along with a formatting toolbar. The text can be changed to pure HTML by clicking the Toggle WYSIWYG link.
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Manage Epetitioners
The Manage Epetitioners section, top link in the Admin Menu, will allow you to change some of the default options available through your system.
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Clicking on Manage Epetitioners you will be presented with the name of your particular council, just click the Edit link to be shown the following page.
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	Name en_BG
This is the default name of your site as used in emails and throughout the system.
Default language
Change the site default language if your ePetitions system is multilingual (setup by Public-i on request).
Ward Provider

This will in the future allow you to choose how postcode to ward/area information is retrieved i.e. between free postcode service or any .csv file provided
Website email address
This  is the reply to address on the system emails.
It is important to add a reply address which you are happy to receive emails to.
System options will drop down on clicking
Petition Target
N/A: a Public-i setting.

If you are sharing your ePetitions system, this will allow you to add other targets where users will choose who they are petitioning. 
Alias
N/A: this is a Public-i option to activate your system.
Blocked IP
Option to block a particular IP address if its showing fraudulent behaviour
Location

Shows location of the council on Google map



Options link will bring up the following menu with the most important options to check.
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	Date Format 
Default is %Y-%m-%d which will show year first. To show day, month, year, change to 
%d-%m-%Y

EuroPetitions
If you are part of the EuroPetitions project, this is where you can turn this functionality on/off
Signature IP Setting
Option to restrict signing a petition only once from one IP address. 
Default is Yes, so change to No to allow same IP address to sign more than once – No may be preferable setting so homes & offices can sign.
Comment
This allows for comments to be left when signing a petition. Default is Yes. Change to No to not allow comments. 
Modify Petition After Approval
Ability for users/admin to change petition description and date after acceptance.
Default is No. Change to Yes to allow users/admin to change petition details after acceptance.
Show Petitioner Response

Allows Lead Petitioner to have last comment once petition is closed.

Default is Yes. Change to No to not allow last comment.
Items Per Page

No. of items on list of: Manager Users, Manage Petitions and All Signatures.

API Keys

N/A: these are all Public-i setting for external services to work.




Manage Email Templates
Accessible from the Admin menu, this lists all the emails which the system will send out to users. While the templates are unchanged and blank, the default text is used (see ePetitions Default Emails). If you enter your own information into a template, the default email will be overridden. Deleting your information and leaving the template blank again will install the default email again.
Click the link which says English (or whatever language name your default system is in) to enter your own information. Refer to ePetitions Default Emails to see the content of each email.
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ePetitions Default Emails

Below is a list of all the default emails sent from the system. Please note that the default will automatically include the name of your specific council name so you do not have to change them unless you specifically want to enter different information.
If you choose to replace the content of the email template with your own words, you must also add in any tokens (%petition_link%) which appear below each template form. These tokens represents specific link information for each petition and are all necessary.
	Template Name
	Default content as it is received currently without making any changes

	Registration Callback
Required Tokens:

%email_callback%
(confirmation link)
	Please click the link below to confirm your email address.

http://epetition.demo.public-i.tv/epetition_core/community/confirm_email/NAq8dATm5G286Hi

--

Thank You,

 Council name
 --- You have received this email as you signed up to receive email alerts from Council name. To unsubscribe, log in to the website and click on 'Manage my details', where you will be able to unsubscribe from site emails. For further information or if you have any queries, visit http://epetition.demo.public-i.tv/epetition_core/ .

	Signature Callback
Required Tokens:

%callback% 
(confirmation link)
	Thank you for signing a petition.

In order to confirm your signature, please click the link below:

http://dev-epetition.norfolk.public-i.tv/epetition_core/community/confirm/TFjg3CJ4EKATo0U 

http://dev-epetition.norfolk.public-i.tv/epetition_core/view/Dredgetheyare 

--

Thank You,

Council Name

---

You have received this email as you signed up to receive email alerts from Council Name. To unsubscribe, log in to the website and click on 'Manage my details', where you will be able to unsubscribe from site emails.

For further information or if you have any queries, visit http://dev-epetition.norfolk.public-i.tv/epetition_core/.

	Status Update
Required Tokens:

%title%
(title of petition)
%status%
(status of petition)
%petition_link% 
(petition link)

	Petition Paultest1 (%title%), to which you are subscribed has been updated to status: closed (%status%).
%petition_link%

Thank You,

Council Name
---

You have received this email as you signed up to receive email alerts from Council name. To unsubscribe, log in to the website and click on 'Manage my details', where you will be able to unsubscribe from site emails.

For further information or if you have any queries, visit http://norfolk.epetition.public-i.tv/epetition_core/ .

	Owner Status Update
Required Tokens:

%title% 
(title of petition)
%status%
(status of petition)
%supporting%
(any action needed by petitioner. Only appears with some status, so don’t add any text before)
%petition_link%
(petition link)
	Petition Paultest1 (%title%), to which you are subscribed has been updated to status: closed (%status%).
http://norfolk.epetition.public-i.tv/epetition_core/view/Paultest1 (%petition_link%)
-

Thank You,

Council Name
--

You have received this email as you signed up to receive email alerts from Council name. To unsubscribe, log in to the website and click on 'Manage my details', where you will be able to unsubscribe from site emails.

For further information or if you have any queries, visit http://norfolk.epetition.public-i.tv/epetition_core/ .

	New Petition
Required Tokens:

%petition_link%
(petition link)
	A new petition has been added. The council will now need to review and accept the petition before it becomes live.

http://dev-epetition.wolverhampton.public-i.tv/epetition_core/view/Withdraw (%petition_link%)

--

Thank You, Council name --- 
You have received this email as you signed up to receive email alerts from Council name. To unsubscribe, log in to the website and click on 'Manage my details', where you will be able to unsubscribe from site emails. For further information or if you have any queries, visit http://dev-epetition.wolverhampton.public-i.tv/epetition_core/.

	Assigned Officer
Required Tokens:

%petition_link%
(petition link)
	A petition has been assigned to you

http://epetition.northlincs.public-i.tv/epetition_core/view/TestPetition2
--

Thank You, Council name ---

You have received this email as you signed up to receive email alerts from Council name. To unsubscribe, log in to the website and click on 'Manage my details', where you will be able to unsubscribe from site emails. For further information or if you have any queries, visit http://epetition.northlincs.public-i.tv/epetition_core/.

	Assigned Member
Required Tokens:

%petition_link%
(petition link)
	A petition has been assigned to you

http://epetition.northlincs.public-i.tv/epetition_core/view/TestPetition2
--

Thank You,

 Council name
 --- You have received this email as you signed up to receive email alerts from Council name. To unsubscribe, log in to the website and click on 'Manage my details', where you will be able to unsubscribe from site emails. For further information or if you have any queries, visit http://epetition.northlincs.public-i.tv/epetition_core/.

	Password Reset
Required Tokens:

%password% 
(password)
	Your account password has been reset. Your new password is as

follows:epetitions1

--

Thank You,

 Council name
 --- You have received this email as you signed up to receive email alerts from Council name. To unsubscribe, log in to the website and click on 'Manage my details', where you will be able to unsubscribe from site emails. For further information or if you have any queries, visit http://dev-epetition.bristol.public-i.tv/epetition_core / .


EuroPetition Cluster Administration – only relevant for EuroPetition Cluster leaders in each region.
In order for europetitions to be managed, each regional cluster has a EuroPetition Cluster Manager system which they log into using an OpenID username and password issued to each region. 

The Swedish cluster is available through http://www.europetition.se.public-i.tv. Replace the SE with your own country code to get to your regional site. On logging in, administrators will be presented with a Dashboard showing all the information they need to administer europetitions. 
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	Link
	Widget
	Description

	Dashboard
	
	

	
	Local Tasks
	Displays all information about local petitions relevant to that Euro cluster. 
New Local Petitions: gives a listing of all the new Europetitions and local petitions so that the Euro cluster is able to keep an eye on any petitions which may be appropriate to become a EuroPetition

Flagged Petitions: shows a list of local petitions which have been flagged by the Euro cluster admin to be discussed amongst them.

Petitions requiring English Translation:  will list all the europetitions which have been accepted by the local ePetition system and which still need translated into English for distribution across all the Euro clusters

	
	Euro Tasks
	Petitions requiring Local Translation: will list all the europetitions from other regional sites which have been accepted and do not have duplicates. Once they have been translated, they will then appear in the corresponding local ePetition and EuroPetitions site in the EuroPetition listing section.

	
	Information 
	Contact details for all the Euro cluster sites in order that they can be contacted directly by email.

	Discussions
	
	

	
	Viewfinder
	A discussion board linked to the list of europetitions. 

	Local Petitions
	Local Petitions
	Showing a list of all local petitions for that region

	EuroPetitions
	EuroPetitions
	A list of all europetitions in the area


Approving a EuroPetition
The Cluster Manager has a feed of all of that regions’ local and Europetitions which they get to by clicking Local Petitions on the top menu, or view in the Dashboard. To pull through all the latest petitions from the local site, you must firstly click the Update button on the Dashboard. 
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By default all local and EuroPetitions come into the Local Petitions feed with the status New. 

In order for them to appear on the EuroPetitions listing of both the local site and the other regions cluster managers, the status needs to be changed to Approved.

If the local petition is not relevant then it should be changed to status Ignore. If it is being worked on or translated still, change the status to Draft. 
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Even if a EuroPetition has been accepted in a local petitioning site, it will not appear in the live EuroPetition listings of that local site until it has been approved in the cluster manager as above.

As well as translating EuroPetitions from their sites into English, one of the roles of the cluster managers is to look out for local petitions which could be europetitions. This is why the Local Petition listing has both local and EuroPetitions in the list.
Translation of Petitions into English
In the English Translation column, click the Not Started or Complete link next to the petition you want to promote as a EuroPetition across all clusters. You are taken to the form, as below, where you can enter in the English translation of the local or EuroPetition.

Once you have entered the translation change the status to Complete and press Update. Before it will appear on the other cluster sites, you must also tick the Petitioner has approved translation box. 

(The recommended process is that you also send the English translation by email to the Lead Petitioner to approve the English translation before the petition gets translated into other languages. Once you have petitioner approval, tick the check box Petitioner has approved translation box, otherwise the petition will not appear on the other cluster sites. )
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Translation of EuroPetitions into local language

Once a cluster has approved a local or EuroPetition in the Cluster Manager, it automatically appears in all the other cluster managers as a new EuroPetition which needs to be translated into the local language, as per last petition on the list below.
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Site

Bristol
ePetitions

Malmo
Initiativet

Malmo
Initiativet

Malmo
Initiativet

Tite

No to Palm Oil
Power Station in
Avonmouth

Rent out the art!

Outdoor pools
everywhere!

Baby Zones!

Local
Translation

Description

We the undersigned call upon Bristol City Council to reject
W4B's planning application for a new power station that
would burn palm oil, on environmental and health grounds.
this is the translation

Not started

test Not started

Outdoor pool, preferably free, in every neighborhood that is
not close to the beach. This would add significant quality of
life and health improvements especially for underprivileged
children. Preferably in connection to green areas and
definitely with a kiosk or cafe so that you can buy coffee
and tea.

Create baby fenced areas where parents of young children
can dare to relax a bit, but the little one can't run away.

Not started

Not started




Clicking on the Local Translation link Not Started, the Italian Cluster administrators in this case can, once they have discussed it with all the other clusters and agreed that it is a valid EuroPetition, translate the petition into Italian. Once they have changed the status to Complete, the petition will appear as a new EuroPetition on the local Italian petitioning site.
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