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1 USER REGISTRATION 

 

To become an ODS Portal user you have to select ñCreate new accountò in the window that 

opens when clicking on the Login in the header of the page.  

 

 
 

 
 

To the next form that you are directed you have to fill at least the required fields that are 

mentioned with the asterisk (*) to create your account. Fill these fields to both the Account and 

Personal Information tabs. 

 

After submitting this form you will receive an e-mail to confirm your registration following the url 

that it includes and the instructions described. 

 

In the new page that this link pens you have to select ñLoginò to admin your account details.  
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2 USER PROFILE 

2.1 Access your profile 

 

Since you are logged-in to the Portal you can access your profile selecting the My Area option 

or your name at the header of the page.  

 

 
 

In this page you can manage the details of your account, to follow all tour activities in the Portal, 

to see and access the Communities that you are member or administrator / creators and 

manage your connections with other users of the Portal. 

 

2.2 Admin your account 

 

You can admin the details of your account selecting the ñAccount Settingsò that is placed under 

your name. This option will lead you to the forms that you administered during your registration.  

 

 
 

2.3 ¢ŜŀŎƘŜǊΩǎ Competence Profile 

 

The ODS Competence profile allow teachers to make a self-assessment to define their 

competences in a wide range of educational aspects.  

You can access your Competence Profile by clicking ñCompetence Profileò in your Area.  
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Edit your competence profile by clicking the options that fits to your profile in the forms that 

follow. 

 

 
 

2.4 User Content and Activities 

 

You can follow your activities to the Portal using the navigation menu in your Area that is placed 

at the left part of the page. All the content that you create or follow / nookmark, your connections 

with the Portal users and the notifications that you receive are accessible using this menu. 
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The table below describes what information each sub-menu includes. 

 

 

Use the Mocroblog for your 

posts that all users can see 

through your public profile 
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This tab includes all the 

notifications that you receive 

by the ODS Portal, e.g. 

invitations to join a 

community, requests to 

accept/reject a memberghip 

in your own communities, 

acceptance/rejections of 

your request by the Portal 

administrator 

 

The Connections present all 

your friends in the Portal. 

you can also admin the 

requests that are pending 

for creating new 

connections and also the 

requests that you sent to 

other users and have not 

been answered so far. 

You can follow the public 

profiles of your connections 

by clicking on their name. 

 

This tab presents all the 

Communities that you are 

member or you have 

created. 

The ñNew Communityò 

option gives you the 

possibility to create your 

own new Community. 

You can follow the pages of 

them by clicking on the title. 
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The tabs of Groups, 

Discussions, Blogs, 

Activities, Events, Polls and 

Educational Objects present 

the relevant content 

modules that you created in 

the communities that you 

are member. 

You can follow the pages of 

them by clicking on the title. 

 

This tab includes all the 

content of the Portal that 

you have bookmarked to 

have direct access to the 

pages that are of your 

interest. You can follow the 

pages of them by clicking on 

the title. 

 

 



 

                                      Open Discovery Space   

 

 

  Page 10 of 30 

 

3 JOIN AN ODS COMMUNITY 

To become a member of an ODS community you have first to be a registered user of the ODS 

Portal. This section describes how you can search and find a community and how you can 

become a member of it. 

3.1 Find a Community 

You can find an ODS community from the Hope page of the Portal by selecting the proper 

criteria of the menu at the bottom of the page. 

 

 
 

Each one of these options opens a list below the menu based on your initial selection as 

following: 
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It presents the communities, sorted by the number 

of their members 

 
It presents the communities sorted by the date of 

their creation 

 
It presents the communities that do not belong to a 

specific country 

 

You can filter the communities based on a keyword that you introduce to the search box 

presented below the menu. 

 

 

  
 

3.2 Become member of a Community 

Since you have selected a community from the Home page of the Portal, clicking the title you 

are directed to the communityôs page. The picture below presents the page of the "Connecting 

Schools with Parents and the Local Communityè. 
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In this page you will find the option ñJoinò as depicted below. 

 

 
 

Clicking on ñJoinò a new window opens asking for a message that you will send to the 

administrator of the community as a request for becoming a member. 

 

 
 

When the administrator of the community accepts you as a member then this process is 

completed and a message is sent to your dashboard (accessible through your name at the top 

of the page).  
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3.3 See all communities that you are member / creator 

 

The communities that you have joined are presented to your profile (My Area) that is accessible 

selecting My Area or your name in the header of the Page, since you are a logged in user. 

 
 

In your profile, the tab Communities includes all the communities that you are connected either 

as a simple member or administrator / creator. 

 

 
 

Clicking the name of a community you are directed the communityôs page.  
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4 CREATE NEW COMMUNITY 

In ODS Portal a new community can be created as an independent community or as a ñchildò 

community of another one. See the guidelines below for these two cases. 

4.1 /ǊŜŀǘŜ ŀ άŎƘƛƭŘέ /ƻƳƳǳƴƛǘȅ 

In this case, you have first to be member of the ñparentò community in order to have the 

privilege to create a new one under this. 

In the page of a community that you are already a member you can click on the ñNew 

Communityò option to create your own community. 

 

  
 

If selecting this option you are directed to a form for creating your new community (Ä0). 

 

4.2 Create an independent Community 

To create a community that is not connected with another one, you have to select the ñNew 

Communityò option that is presented in your dashboard, in the tab ñCommunitiesò. 
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If selecting this option you are directed to a form for creating your new community (Ä0). 

4.3  ά/ǊŜŀǘŜ /ƻƳƳǳƴƛǘȅέ ŦƻǊƳ 

In this form you can introduce the title, the description and the country (if you wish) of your 

community. In the case that no country is defined, then your community becomes an 

ñInternational Communityò. 
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Filling the information of the community and clicking the ñSubmitò button the details that you 

defined are sent to the administrator of the Portal as a request for creating the community.  

 

The administrator can either accept or reject your request. If accepting, a message is sent to 

your e-mail account (defined during your registration to the Portal) and a new notification is 

added to your dashboard as depicted below. 
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4.4 Administration of the community after approval 

When the administrator of the Portal approves the creation of your community you can access it 

through the Home page of the Portal or through your profile (My Area). 

 

If you click on ñCustomized communityò a new page is presented that is your ñadminò page for 

this community and you can manage (Member Administration) the members and the features of 

your community (Edit Community). 
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ɀŮ ŬɡŰɐ Űɖɜ Ůˊɘɚɞɔɐ ɗŬ ɛŮŰŬɓŮɑŰŮ ůŰɖɜ ůŮɚɑŭŬ ŭɘŬɢŮɑɟɘůɖɠ Űɖɠ ȾɞɘɜɧŰɖŰŬɠ. ɀɏůŬ Ŭˊɧ Ůŭɩ 

ɛˊɞɟŮɑŰŮ ɜŬ ŭɘŬɢŮɘɟɘůŰŮɑŰŮ ŮɑŰŮ ŰŬ ɛɏɚɖ Űɖɠ ȾɞɘɜɧŰɖŰŬɠ, ŮɑŰŮ ŰŬ ɢŬɟŬəŰɖɟɘůŰɘəɎ Űɖɠ (Edit 

Community). 

 

 

 
 

 

The option ñEdit Communityò presents the information that you defined during the creation of the 

community and you are allowed to change them. Apart from these you can also define the 

following: 

 

 

Accessibility level: it can be either ñpublicò or ñprivateò. If your community is a public 

community, then all users of the ODS Portal can access the content of it. 

If it is a private community, then only the members of this community are 

allowed to access its content. 
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Tags: here you can define the terms that feature your community. Usually these 

are relevant to the thematic area of the community or other words that 

regard the type of the content that is included to this community. These 

terms will help the other users of the Portal to understand the area of the 

community and of the content and the searching on the community 

becomes more effective. 

New Image: you can define here the logo of your community. In the case that no logo 

is added, then the default image that the ODS Portal uses will be 

presented in the page of your community, that is  

 

The option ñSubmitò validates and commits the changes you have made in this form. 

 

 

 
 

 


