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Guidelines for Massidea.org Users

This guideline is aimed for Massidea.org users. It provides advice how to publish insights such as challenges, ideas and visions on an open innovation platform Massidea.org. 

This guideline consists of following sections:

Creating a Personal Account
Adding New Content
Groups and Campaigns
Linking Your Content
Commenting and Rating

Appendix 1: Content writing guidelines
	-Content Types
	-Writing Quality Content in 5WA4

If you have any questions regarding these guidelines, please don’t hesitate to contact your group admin.

Creating a Personal Account 

Creating a personal account on Massidea.org brings you one step closer to sharing your insights with other users. Once you have successfully created a profile, you can add content, submit comments, rate content and join groups and contribute to campaigns.

· Connect to www.massidea.org
· Click on the ‘Sign Up’ link found on the top right corner of the page 
· Fill in the Sign-Up form and accept the Services Agreement. 
· In case you have forgotten your password, please click on the ‘Can’t Access Your Account?’ link found on the login page. Enter your email address to request a password reset. After this you will receive an email with a link to the password reset page.
· You can personalise your profile by selecting ‘Edit Profile’ option from the drop window under your username found on the top right corner of each page. You can make you personal information public by ticking the ‘public’ checkbox found next to each field. 
· When using Massidea.org, please make sure you are always logged in. This helps Massidea.org to recommend content and create links between different users. 


Adding New Content

Massidea.org is an open innovation platform which allows you to share and discuss your challenges, ideas and visions with other users. 

· To add your insight to Massidea.org click ‘Add New Content’ found on the top right corner of any page. 
· Please, make sure you select the right content type (challenge, idea or vision)
· Please follow the content writing guidelines found on Appendix 1 before submitting your insight to Massidea.org
· Depending on your preference you can either write your insight on e.g. MS word and copy/paste it to Massidea.org or write it directly on the form.
· If your group admin has given you specific content instructions, please follow them. If the group doesn’t have any specific instructions, feel free to choose your own viewpoint. However, the content must be relevant to the group and/or type.  
· You can either publish your content or save for it later use. NB. Unpublished content is not public. 
· You can modify or delete the content you published at any time. You can find everything you have submitted, whether published or just saved from your profile. To edit or delete your content you need to first go to your profile. In your profile, you can see a list of content you’ve written so far. You can see a link for either editing or deleting under every content you have submitted to Massidea.org. 
· Once you have finished editing click on either ‘Publish’ or ‘Save’ button. Please note that, deleted content cannot be recovered.

Groups and Campaigns 

All Massidea.org users can create groups and campaign. The purpose of this feature is to collect together individual users who share mutual interest such as studies, hobbies, association activities, job or place of residence.

Groups 
Groups in Massidea.org can be either open or closed. All members can join open groups and submit comments or link content to them. Joining closed groups requires an approval from the group’s admin. All groups however are visible to all users. 

Joining a Group

By joining a group you can network with people with similar objectives or interest. This feature allows Massidea.org users to participate in organised activities such as campaigns.

· There are two types of groups: Open and closed.
· Open groups are open to everyone. You can join them freely by clicking on the ‘Join This Group’ link and start publishing content immediately.
· Closed groups require an approval from the group’s admin. If you want to join a closed group you need to click on the ‘Request to Join’ button. Once you have submitted your request, you will be put on the group’s waiting list.  Once the admin approves your request, you will receive a private message. If your request is still pending, you can see ‘Leave This Group’s Waiting List” instead of ‘Leave This Group’ on the group’s home page. If your request has been rejected, you will receive a private message stating the reasons for the rejection. 
· To browse different groups click on the ‘Groups’ link found on each page. 
· Most recently created groups are listed on the right column. More groups can be found under ‘Show more’.
· Once you’ve found a group you want to join go to their home page and click on the ‘Join This Group’. 
· After you have successfully joined a group, you can see your username on the group’s member list. You can view the full member list by clicking on the ‘Members’ link on the group’s home page.

Creating Groups 

· To create a group, you must first go to the Groups page and click on the ‘Create a new group’ link.
· The group’s creator will be the group’s admin. Admins are the only users who can edit the group’s information and set up group dedicated campaigns. If the group is a closed group, the admin is the only user who can accept pending membership requests. 
· When creating a group it is recommended that you fill in the group creation form as accurately as possible. This allows other people to understand what the group is about and what its purposes are. Instructions to filling each field can be found on the right side of the page.
· 1) Give the group an informative name
· 2) Define whether you want the group to be open or closed
· 3) Give a short description of the idea behind the group
· 4) Provide a more elaborate explanation of the idea
· 5) Attach links to relevant external websites
· If you want to edit the group information, delete the group or see the group’s waiting list, you can do so by going to the group’s home page and choosing the action you want from the links seen above the group description.

Campaigns 

A campaign is an organised and coordinated effort for groups to promote their unified insights or themes. Campaigns aim for collaboration between the members of the group by setting a specific objective or goal. It is a call of action for individuals inside and outside the group to present their insights in regards to the campaigns objective.

Creating a Campaign 

· In order to create campaigns, you must be an admin of a group. 
· When you are ready to create a campaign, you must first go the group’s home page where you can see ‘Create a campaign’ link. You can also view the group’s current and forthcoming campaigns on the home page. 
· When you are creating a campaign it is recommended, as in groups, that you fill in all the fields on the campaign creation form. Instructions can be found on the right side of the page. Make sure you fill in the start and end dates carefully. These dates set the period when content can be linked to the campaign.
· 1) Give it an informative name
· 2) Write a short description of the campaigns purpose
· 3) Write a more elaborate explanation of the campaign
· 4) Define a starting and ending dates for the campaign
· 5) Attach links to relevant external websites
· Content can be linked to campaigns after the start date commences
· If you need to edit campaign information, edit linked content or delete the campaign, you can do so by going to the campaign’s home page.
· A list of linked content is located on the campaign’s home page. All admins can delete linked content if they see the need to, by clicking the ‘Edit content links’ link on the campaigns home page and then choosing the content from the list.
Here are some suggestions how campaigns can be used:

Campaign 1: Challenges related to your group’s interests or insights
· A recognition of an existing group related problem, need or situation that needs a solution
· Stimulates action among group member and other member alike
· The admin can later ask members to rate challenges in order to choose the most important one for further development

Campaign 2: Visions of the future that are related to the group’s interest or insights

· Groups can collect visions other users have in regards to the group’s interest or insights.
· Campaigns related to visions can help groups to develop their current state or offering to match the discovered scenarios

Campaign 3: Reference Group Opinions
· Groups should not limit their resources to its own members.
· Encouraging group members to recruit their reference groups to take part in the group’s activities helps to get more insights
· Reference groups can be found from for example other countries or from different regions of the group members’ home country

Linking Groups and Campaigns

Linking different groups or campaigns together can boost creativity by joining different parties with complementing or similar insights. Linking allows admins to create logical relationships between different groups or campaigns. One group or campaign can be linked to various others.

· Before groups or campaigns can be linked, you must first login as the admin. 
· Then you need to navigate to the group’s/campaign’s home page to which you want to link your group/campaign. 
· In the bottom of the left column you can find an option that allows you to start the linking. 
· Then you must chose the group or campaign which is about to be linked from a list. 
· NB. Groups can only be linked to groups and campaigns to campaigns. 

Linking Your Content

The linking feature allows Massidea.org users to connect their content to relevant groups, campaigns and other content. Linking improves your chances to get your ideas, challenges or visions of the future noticed. This feature allows you to offer e.g. a solution to another user’s challenge or make your contribution to campaigns set up by different groups. Linking also stimulates others with similar ideas, challenges or visions to collaborate with you. In addition, linking helps Massidea.org to recommend related content to you and other users.

Linking Your Content to Other Content

· You can link your published content to your other content or to someone else’s content.
· First you need to go to the content to which you want to form a link.  
· If you want to link content that you’ve already submitted to Massidea.org, you need to click on the ‘Add Existing’ link and choose the content you want to link. 
· If you want to contribute an insight from the scratch, you need to click on the ‘Add New Idea’ link.
· You are also able to delete links by clicking your username and choosing the ‘Edit Content’ option found under each content on your content list.

Linking Your Content to Campaigns 

· To find individual campaigns, go to ‘Campaigns’ page.
· Groups also have a list of their own campaigns on their home page
· To link content to a campaign, click on the ‘Add Content’ link found on the campaigns home page. NB. In some case adding content requires joining the group that has launched the campaign. 
· Once you have chosen a campaign you want to submit content to, select your content from a list. NB. You can only link your published content. You can link your content to several campaigns. 

Commenting and rating

You can share your opinions on other users’ challenges, idea and visions or on groups and campaigns by commenting and rating. 

· You can submit a comment to any content page, user profile, group home page or campaign home page. However, in order to comment on closed groups and their campaigns, you must first be a member. 
· Language must be appropriate. If you see spam or other inappropriate content, please click on the ‘Spam’ link. This will inform the admin about the content and they will remove it if it is found to be against the set requirements. 
· You can rate other users’ ideas, challenges and visions with a ‘Thumb Up’ or ‘Thumb Down’. If you want to change your vote, you can do so by clicking ‘Thumb Up’ or ‘Thumb Down’ once more


Appendix 1: Content Writing Guidelines

Massidea.org has three different types of content: Challenges, Ideas and Vision. They are kept separate but can however be linked to each other. When submitting content, please keep your challenges, ideas and visions separate. More importantly, please present one single key point per submitted content. Following these criteria allows seamless linkage between different content.  

Today’s Challenge

A challenge is a description of an existing need in the current markets.  It can be a problem, demand, situation or an observation related to personal, business or social issues. A challenge describes the current state of affairs and declares that there are issues which need to be resolved. Challenges can generate new ideas. 

Vision of the Future

A vision or a foresight is a description of a situation which is usually at least 10 years in the future. It can be a long-term scenario, trend or an anti-trend that is expected to be realised at some point in the future. Vision can also be a description of an alternative future based on weak signals or on events or changes which have had life-changing effects on life as we know it. Visions help generate ideas by identifying opportunities and threats. Ideas realised from visions are more likely to become radical innovations. 

Idea

Ideas are potential solutions to today’s challenges and to visions related to opportunities and threats. An idea is always a starting point, plan or an intention for potential innovations. 


Appendix 2: How to write quality content in 5WA4

Language

You can write your content in any language; however using English is highly encouraged. Massidea.org utilises Google Translator which provided automated translations to over 50 languages. 

Headline

A headline captures the attention of a potential reader. It is a summary of the content that follows. State your most exciting/important news, finding or announcement in as few words as possible. Emulate the headlines you see in the newspaper every day.

Lead Chapter 

Lead chapter is an introduction to the content that follows. Together with the headline, it summarises the thought behind the content by answering questions such as what, why and whom. Basically, the lead chapter gives you the opportunity to amplify your angle and further hook the reader.

Research Question/Idea in One Sentence/Threat or Opportunity

Challenges: A research question is a statement of the problem that needs an answer or solution. 

Ideas: The idea summarised to one sentence. 

Visions: The most important threat or opportunity if the vision becomes reality. 

Keywords

Keywords are words which state the key concepts in the content. Defining keywords to content is important because it helps Massidea.org find related content. 

Related Companies and Organisations

This field presents the companies and organisation that are related to your content. The field has a similar function to keywords.


Body Text

Body text is the more elaborate explanation of the challenge, idea or vision. The body text should answer the following questions:

1) What is the insight? 

· Begin your body text with short paragraph describing what your insight is. Try to make this paragraph interesting to your target readers but also understandable to the general audience as well. 

2) Why is the insight important and valuable? 

· The next paragraph should explain why your insight is important. This paragraph should make your insight appealing and exciting so that the readers want to comment, rate or link their content with yours. Argument and emphasize!

3) Who is the target group and who should be interested?

· In this paragraph you should outline the target group for your insight. Who is effect by it and how or what are the benefits of your insight to the target group. The purpose is to further attract the attention of a specific group among general readers. 

4) When is the insight topical? 

· You should indentify the point in time or a situation when your insight is topical or applicable. For example, the circumstances where a certain problem appears or a situation where an idea can be used. 

5) Where (geographical, physical or circumstantial location) is the insight topical?

· This paragraph, together with the previous one, explains the circumstances surrounding your insight. Instead of describing a point in time or a specific situation, you should elaborate the geographical/physical/circumstantial location where you problem occurs or an idea can be used.

References 

Please include references to the content when possible. Reference can be a website, book or an article. 

Upload files

You can attach different type of files to your content.
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