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I. Access the editing website page  

Click on this weblink: https://www.uia-initiative.eu/user 

Enter your logins (provided by the UIA Permanent Secretariat, please request it to 

knowledge_communication@uia-initiative.eu for your project if not received)  

N.B: you can change your password after the first log in.  

Then, this screen should appear: 

 

II. Create or edit an output  

Click on “Manage” and then on “Expert content”. 

  

https://www.uia-initiative.eu/user
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This will take you to a new page containing the list of articles waiting to be published. You can 

either edit them or upload new ones.  

2.1 Create a new output  

Click on  

 

 

 

 

 

 

 

 

 

This will take you to this new page:  
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2.2  Fill the Main content tab 

In the Main Content tab, you can:  

 Fill up the title 

It should be short and catchy title. Please avoid including the name of the project in the title as 

it will appear on the left side of the screen. 

 Fill the AUTHOR box 

Please follow this format: NAME Surname, UIA Expert 

 Insert a cover image + Fill the Short description box 

⚠ If you do not upload a picture (.jpeg; .png) your output will not appear as it should on the 

Home Page of the website (see Figure 1 and 2 below). 

⚠ If you do not insert text in the Short description box, your output will not appear as it should 

on the Home Page of the website (see Figure 1 and 2 below). 

If your output is a Journal or a Zoom-in, our adviceis to state it in the short description 

box. It will allow readers to make the difference with project news when landing on the 

Home Page. 

 

Figure 1 there is no text in short description box, and no image was uploaded in back office. 



 

6 
 

 

Figure 2: how it should look like once uploaded online. 

 Write your text in “Description”  

Below, you will find an example of how the text added looks like when added to “Short 

Description” or “Description” 

 

 

 

 

 

 

 

 

 

 

 

 

  

Text inserted in the 

“Short description” box 

is slightly bigger than 

the one on the 

“description box”.  

In this box, you cannot 

add hyperlinks 

 

Text inserted in the 

“Description” box 
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2.3 Paragraphs’ tools 

By clicking on the drop down menu of the section “Paragraphs” you can create a paragraph (see 

below):  

 

We strongly advise you do so, as it shapes an easy-to-read text that encourages readers 

to read the full article. The drop-down menu below contains the different forms you will be able 

to give to your text and pieces of information that you can add (data, images, videos).  
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- Add Accordeon:  

With the Accordeon tool you can add interviews/videos/images/text under a roll up title. It will 

appear as in the following screenshot:  

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

You can modify the order of the different blocks using these arrows  

  

1 

2 
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- Add highlight text + key figures  

You can add key figures, highlighted text, images and a link to a reference. If you add an 

image, do not forget to fill up the compulsory “alternative text” box, used for accessibility 

reasons.  

 

 

 

 

Back office view to add key figures: put the figure in “Title” and the text elements in “Legend” 

 

 

 

 

 

 

 

It will appear on the website as in the following screenshot:  
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- Add bloc reference 

This tool is not available with the expert’s profile. 

- Highlight text 

It will appear as in the following screenshot:  

 

 

 

 

 

- Add a click and collapse NEW 

Back office view:  
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Front office view: 

 

- Add Interview citation (quote) 

This tool enables you to insert an interview – including picture, name and position of the 

interviewee, a title (“Interview with XX XX”), and the body part to insert your questions and 

answers. 

Back office view: 

  

  

Interview text 

(Questions and 

Answers) 

Picture of the 

interviewee (and 

alternative text 

for accessibility) 

Name and 

position  
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Front office view when online: 

 

You can also use this section to insert a quote without picture. 

Back office view: 
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Front office view (the layout changes automatically when there is no picture inserted): 

 

- Journal specific tool: Add a complex challenge table NEW 

When writing your Journal we ask you to analyse the different operational challenges of each 

project using a table. With the new developments you will be able to draft it directly online. See 

how to do so, step by step: 

1. Select “add complex challenge table” from the drop down list in the section “Paragraphs” 

2. Complete the Title box to name the table 

 

3. Complete each “cells” 

Each section called “cells” correspond to a row in which you can include 4 kinds of information: 

a. The name of the challenge 

b. Observation 

c. Information on Partners if relevant 

d. Key data 
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If you want to add a row click on “add cell”. 

Below is the back office view: 
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This is how it will look like on the website: 
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- Journal specific tool: Add a Challenge table  NEW 

This table includes the level of the challenge. Each “cells” section correspond to one row of the 

table. You can change the order of the rows clicking on  

 

You can choose the level of challenge clicking on the drop down menu “level”.  
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- Add title + text full width / add text full width 

When you want to add a paragraph appearing in front office in full width, you need to select “add 

title + text full width” or “add text full width”. It can be useful when used after “an accordeon” or 

“click and collapse section”, to conclude or make more visible hyperlinks or key information. 

For Journals, it also can be useful for the Executive summary part. 
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- Add Slider  

You can add several images sliding. 

Back office view:  

Front office view: 

 

 

 

 

 

 

  

Title + text full width 

Text full width 
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- Journal specific tool – navigation tool (content table) NEW 

As Journals are rather long outputs, a navigation tool allows viewers to navigate through the 

content using this menu (see how it looks below): 

 

 

If you click on the title on the left, you will be sent to the corresponding section.  

Step by step, how to do: 

1. Click on add “anchor” 

2. Fill the box “Anchor menu link” with your title. 

Note that it should be short (3 to 4 words) to correctly appear in the menu. If your title 

is too long, you can use generic names for your section such as: introduction, part, 

conclusion. 

You can add anchors to as many paragraphs as you want.   

You can always move the anchor up or down using the arrows on the left. 
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- Upload a video 

If you want to upload a video you will need to insert an embedded link from YouTube (below the 

YouTube video you want to insert, click on “share” and “embed”, then copy the link). 

 

To insert it in your output, go to the media section and select “video”, then “add new media”. If 

you want to upload a podcast, select “audio” and then “add new media”. 
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Fill the different boxes and copy the link that you have copied in Youtube in the “video embed 

section”. 

Then, click on add media. 

Important info regarding video and podcast to be included in your output: if your video or podcast 

is not hosted in a specific platform, UIA needs to upload it to its Youtube Channel before you 

include it when drafting the output. Indeed, hosting too much content on the website could be 

damage it. 

This videos tells you more about it: https://youtu.be/jRkXlr3c-ME   

  

https://youtu.be/jRkXlr3c-ME
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- Hyperlinks 

If you want to refer to a website page, please use hyperlinks directly inserted into the text as 

shown below:  

“Explore the UIA Knowledge Lab and search for key words such as: construction materials, waste 

management, recycling.” 

2.4 Body formatting  

Make sure when copy/pasting that your text is no longer formatted.  

 

To do so, you can use the  function of the website: the function will keep only the text and 

remove any formatted content.  

 

Or you can copy/paste your text in the notepad 

function (for Windows)/TextEdit (for macOS) 

and then copy/paste it in the system.  

Please, do not forget to do it otherwise the 

article will not be readable online.  

 

 

 

 

 

 

 

https://www.uia-initiative.eu/en/knowledge-lab
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You can use: bullet points/ numbering  

You can also add images   

 

Please, when adding a headline, use the existing style gallery (called Paragraph format online) 

 

Within the proposed already 

formatted headings, please choose 

Heading 3 or 4.  
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2.5 Fill the “Related to” tab 

 

1. Select the topic of the project through the theme list. 

2. Type the first letters of the city and select the city related to the project 

3. Type the first letters of the country and select the country of the project 

4. Type the first letters of the project and select the name of the project 
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5. In the “related content” box you can link a previously published content so it will appear 

as a suggestion for next reading to the reader. 

6. In the “call for proposal” box, select the call of the project  

2.6 Fill the “News type” tab 

 

Depending of the type of content you are putting online, you will have to tick different boxes: 

 Project news: you do not tick any box 

 Journal: you tick “Journal News” + “Show on Knowledge base” 

 Zoom-in: You go to the “Knowledge category box”, type Zoom-in and select it from the 

list 

 Web article: you select “Show as expert news”  

This will also ensure that your output will appear on the UIA Knowledge Lab. 

  

https://www.uia-initiative.eu/en/knowledge-lab
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III. Save and edit your work  

3.1 How to save content? 

After and while editing/uploading your text, remember to  .  This will enable you to 

save all your data, and come back to your article later if you need. The UIA Secretariat is not 

notified when you save an article. 

When your work is finalized, you can inform the UIA Project Officer (called “Moderator” in the 

system) directly from the system. In the “Moderator” section (end of the page), select the name 

of your Project Officer from the drop down menu, then click on.  

In case of absence of the officer, he/she will inform you to whom notify. 

Your Moderator will receive an automatic notification informing him that your article is finalized 

and that he/she can now start reviewing it. 

 

 

 

3.2 How to edit content? 

You do not have to finalize your article in one go. It is possible to save and come back to it later. 

When you access your Expert dashboard, the list of articles you saved is displayed.  

Click on “Edit” on the article you wish to modify. 

However, once notified to the moderator, you will not be able to edit them. Therefore, we advise 

you to make sure all typos and formatting are checked before notifying the moderator.  
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IV. Comments and revision NEW 

Both experts and moderators have access to this function so they can comment on the output 

and reply to the comments. Once you save and notify to your moderator (UIA officer) that the 1st 

draft is ready, the moderator will receive a notification by email.  

The moderator then can revise and comment your output directly online:  

1. He/she will highlight the part that needs to be commented. 

2. Click on “add note” 

 

3. A “add note” section on the right side of the screen will appear (see screenshot below) 
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4. The moderator then fill the box “assigned to” with the first letters of the name of the expert. 

The expert does the same when answering: filling the box “assigned to” with the first letters 

of the name of the moderator.  

5. Type in the box below what your comment is about and save it.  

The part you highlighted will appear in yellow to the person you sent the comment (either 

moderator or expert)  

 
 

6. Read all comments by clicking on the tab “view notes” 
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7. You can also reply to the comments clicking on “view full note” and then typing in the reply 

box.  

When the article is reviewed and approved by UIA Secretariat, your Moderator will publish it.  

 

V. Disseminate your output NEW 

5.1 Revert function 

Once validated and published online, the output should appear on the project page. If not, 

please ask the UIA officer to revert the publication so you are able to correctly reference the 

project, call, topic and type of output.  

5.2 Generate a pdf of your Journal  

If you wish to disseminate your article as a pdf or to save it as such, you can download it as a 

pdf:  
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ANNEX 1 – Journal: definition, target audience, type of contents, format 

What it is 

The Journal is the main written output analysing the development of the project through the lens 

of the seven implementation challenges presented above.  

The objective of the Journal is to make the reader understand how an innovative and integrated 

urban project is overcoming the challenges related to its implementation. It is a reflective piece 

of work where Experts describe the nature and intensity of the challenges faced, analyses the 

key steps and arrangements project partners are testing to address them, isolates learning 

points for other urban stakeholders. The Journal should take an analytical approach that enable 

the reader to understand the elements necessary to address a certain barrier and the process 

leading the project to identify alternative solutions. Often, project’s implementation differs 

radically from the initial work plan. Through the Journal, the expert should be able to grasp the 

continuous “learning curve” documenting the different deviations and evolutions.  

What it is not 

The Journal is not a progress report describing the mere development of activities of the project. 

Therefore, the leading questions should not be “What the project has achieved?” but: 

 “Which process has led to the implementation of a certain activity?  

 Which challenges have been faced?  

 Why the project has encountered that particular challenge?  

 How did the project manage to overcome them?” 

Where to get inspired 

With the due differentiation linked to the change of the format of the Journal and taking into 

consideration the presence of a new output (web articles) - focusing more on the storytelling of 

the proejct - expert are invited to have a look at the following Journals from previous calls, so to 

get an idea of the different types of analysis requested:  

o Journal 1: AIRQON project; UFIL project 

o Journal 2 : TAST’in FIVES project; APPLAUSE project 

o Journal 3: B-MINCOME project;  

o Journal 4: The BRIDGE project;  CURRANT project 

o Journal 5: USE-IT! project;  

What the audience will be 

The Journal will mainly target urban practitioners, who are interested in learning about the topic 

addressed by the project, as well as those interested in understanding the implementation 

process for an innovative and integrated urban project.  

https://www.uia-initiative.eu/sites/default/files/2020-03/Breda_AirQon_Journal.pdf
https://www.uia-initiative.eu/sites/default/files/2020-05/Cuenca_UFIL_Journal.pdf
https://www.uia-initiative.eu/sites/default/files/2019-02/Lille-TastinFives-Journal%202_0.pdf
https://www.uia-initiative.eu/en/news/applause-journal-2-new-system-tackle-invasive-alien-plant-species
https://www.uia-initiative.eu/sites/default/files/2019-02/Barcelona_BMINCOME_Journal.pdf
https://www.uia-initiative.eu/sites/default/files/2019-05/Rotterdam_BRIDGE_Journal_4.pdf
https://www.uia-initiative.eu/sites/default/files/2019-07/Antwerp_CURANT_Journal%204.pdf
https://www.uia-initiative.eu/en/news/useit-journal-5-project-coming-end
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What type of content it should include 

The Journal should include the following sections: an executive summary, a short update about 

the project (where does it stand in its implementation?), a section addressing all the seven 

challenges, one by one and a conclusion summing-up the main aspects addressed. For each 

challenge, the expert should present: 

o A critical analysis anchored to the project activities development.  

o The lessons learned from that specific challenge, in the respective 

implementation period.  

In case a certain challenge is not relevant during the period covered by the Journal, the experts 

should in any case include a brief paragraph explaining why it is not significant for the project 

and, whether possible, offering a description of its “maturation process” comparing to the 

analysis carried out in previous Journals. Experts and Main Urban Authorities can identify 

additional challenges specific to the project (e.g. regulatory framework, financial sustainability, 

etc) that can be analysed in the Journal. 

An additional section on “How the project fits in the policy context at the EU, national and 

regional level” is required for the first edition of the Journal. 

The journal should be in-between 8 and 15 pages. It should have an adequate level of English.  

What the format should be 

As for the other outputs produced by UIA Experts, the Journal will be published on the UIA 

website (project webpage, UIA homepage, thematic pages) and shared through our social 

media channels.  

You can ask for a Journal template to the UIA officer, however the final output should be 

uploaded online. NEW 

As showed by previous UIA projects, Journals represent an essential starting point for wider 

activities of knowledge capitalisation and dissemination organised by the UIA Initiative (e.g. 

thematic publications gathering several projects, cross-cutting studies on implementation 

challenges, collection of good practices, contribution to policy discussions at EU, national and 

regional level). 

Do not forget to share the journals with the city for approval before handing it for final validation 

at the UIA PS.  

Once a journal is validated by the Main Urban Authority, the UIA Expert will transfer its content 

in the Content Management System of the UIA website. The UIA Officer will review it, once 

validated, he/she will publish it online. NEW 
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ANNEX 2 - Web article: definition, target audience, type of contents, format  

What it is 

The Web article is the narrative of the project’s lifetime providing an unofficial, regular and light 

touch update on the project implementation progress.  

The objective is to make the reader further explore the project, as well as to give teasers to get in 

touch or dig into the activities of the project. It represents a key entry point to know more about 

project progresses and it should convince external readers (or at least some readers) to go deeper 

and read the more analytical reflection that UIA Experts will do with the Journals and Zoom in. 

It is a standalone tool presenting what the project does, why it does it and how it does it. It is about 

observing the progress project and reporting to the greater audience. The expert has an exclusive 

access to an innovation lab where a variety of local stakeholders are experiencing new ways of 

cooperation to test ground-breaking hypotheses: the web article should reflect this unique 

position.  

If the analysis on the operational challenges will be mainly concentrated in the annual Journals, 

as described later in this note, UIA Experts are invited to refer to them and build links with the 

other outputs produced (Journals and Zoom in) by using cross-references and hyperlinks. 

What it is not 

The web article is not a progress report. It is not dry nor pointless. It should be coincided as a 

professional and critical overview of the main progresses made by projects. For this, it has the 

right balance of storytelling and analysis behind it. Therefore, the leading questions should not be 

“What are the project activities realised?” but “what is the progress made”, “what are the key 

moments in implementation”, etc.  

Which is the audience of the web article 

The web article audience will be diverse: local policy makers, urban practitioners, 

university/research centres, NGOs and private sector. The challenge is to address as many target 

groups as possible. Some of the readers will like technical explanations, policy recommendations 

or project findings. The web article should incorporate as many diverse features as possible to 

target different groups of people. 

What type of content it should include  

The web article could report on the following aspects of a project:  
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 updates on the progress of work: beginning of a key activity; important milestones 

reached; outputs achieved; culmination of important and interesting activities; 

interviews with key players from the partnership, 

 project’s participation in key dissemination events;  

 perception of the project from someone not implementing it;  

 fears and ambitions of partners; ways the partnership is working together, 

communicating to each other, or serving the common goal;  

 important changes the project is going through.  

What is the web article’s format 

For facilitation of reading, shorter and more frequent text entries are recommended. Each entry 

should be between 1,000 and 2,500 words. A web article is also composed of: 

 at least one picture (top of the page); 

 possible embedded videos from online videos platform such as Youtube or Vimeo; 

 possible interviews and/or quote; 

 key figures when relevant; 

 possible slideshow of pictures / documents in jpg format 
 

The chances of the experts’ work to be read and shared are increased when they: 

 Use compelling headlines;  

 Add subheadings, use bullet points; 

 Avoid plain text: use images 
 

To get inspired on the format and style side (based on blog posts): 

 The Beginner’s Guide to the Paleo Diet 

 Northern India: the Good, the Great and the Ugly 

 How to Quit Your Job, Move to Paradise and Get Paid to Change the World 

 Writing better research grant applications 
 

You will publish directly your web articles on UIA website. They will be showcased on the project’s 

webpage as well as in the UIA website homepage and the thematic pages (clustering all projects 

working under the same topic). Web articles will be disseminated through the UIA newsletter (to 

date more than 7k subscribers), social media channels as well as using the different editorial 

partnerships that UIA is building with other organizations (URBACT, newsletter of the Urban 

Agenda for the EU, OECD, etc.) 

The expert will draft the web articles in the Content Management System of the UIA website. 

Specific access is granted to experts. When ready, the post is submitted and the Moderator (UIA 

project officers) can edit or revert the post for modifications; and publish it when the final version 

http://www.nerdfitness.com/blog/2010/10/04/the-beginners-guide-to-the-paleo-diet/
http://www.legalnomads.com/2013/10/northern-india-overview.html
https://problogger.com/how-to-quit-your-job-move-to-paradise-and-get-paid-to-change-the-world/
http://www.researchfundingtoolkit.org/blog/
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is available. Do not forget to share the web article with the city before handing it for final validation 

at the UIA PS.  

More information on how to draft it online: https://youtu.be/jRkXlr3c-ME  NEW 

https://youtu.be/jRkXlr3c-ME
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ANNEX 3 - Zoom-in: definition, target audience, type of contents, format 

What it is 

The Zoom-in is a type of output that goes into the details of a specific project aspect. The Zoom-

in will be complementary to the information included in the journals and web articles. It offers the 

possibility to Experts and urban authorities to: 

o explore a cross-cutting dimension of the project; 

o to analyse a specific component of the project; and/or 

o to highlight an aspect of the project which is less visible but particularly 

important.  

The focus of the Zoom-in shall be defined and agreed with the Main Urban Authorities. It must 

be duly communicated to the Project Officer of the UIA Permanent Secretariat in charge of the 

specific project before you start working on it.  

What it is not 

The Zoom-in is not a generic presentation of the project, nor an overall picture of its different 

activities. Experts are requested to “dig deep” into the details of a specific issue around the 

project’s implementation. 

What the audience will be 

The Zoom-in will mainly target urban practitioners, who are already familiar with the project’s 

focus and are willing to go a step forward in their understanding of the project’s structure and 

approach. 

What type of content it should include 

UIA Experts and projects have the freedom to choose the specific topic of the Zoom-in. For 

example: 

 The “Super Circular Estate” project in Kerkrade (NL) focuses on the demolition of a high-
rise building with 100 dwellings and using the materials in order to construct new 
houses. Therefore, the first Zoom-in focused on the main challenges when it comes to 
recovering, refurbishing and reusing materials from building blocks. Zoom-in 2 reveals 
the details around a new circular product called BRX. 
 

 “Curing the Limbo” in Athens (EL) helps refugees and local unemployed people to 
overcome their stage of inertia. The UIA Expert decided to present in the Zoom-in how 
the project influences and transforms one specific neighbourhood of the city. 
 

  “U-RLP” in Utrecht (NL) develops a new way to deal with reception facilities for refugees 
in neighbourhoods by creating a combined learning and living environment for both 
refugees and the local community. Their second Zoom-in explores how the project 

https://www.uia-initiative.eu/en/uia-cities/kerkrade
https://www.uia-initiative.eu/en/news-events/super-circular-estate-zoomin-1-circular-versus-conventional-building-process
https://www.uia-initiative.eu/en/news/super-circular-estate-zoomin-2-how-brx-could-support-reuse-building-materials
https://www.uia-initiative.eu/en/uia-cities/athens
https://www.uia-initiative.eu/en/news-events/curing-limbo-zoomin-1-refugees-active-citizens
https://www.uia-initiative.eu/en/uia-cities/utrecht
https://www.uia-initiative.eu/en/news-events/urlp-zoomin-2-plan-einsteins-narrative
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contributes to the creation of a new narrative (public attitude) on the reception of 
refugees. 
 

 “B-MINCOME” in Barcelona (ES) implements a guaranteed minimum income to 
supplement income in the most deprived and poor areas or the city. The Zoom-in 
explains the Active Labour Market policy and how the B-MINCOME complements it. 

 

 Coventry (UK) and its “MiFRIENDLY CITIES” explore how refugees and migrants could 
contribute to the city’s civic, economic and social fabric. The aspect they explored in the 
Zoom-in was the deep and intricate relations between Coventry City Council and 
Coventry University in order to deliver a successful project. 

 

 “Circular South” (BE) engages Antwerp’s community in online and offline circular 
economy actions. Therefore, Zoom-In 2 is focused exactly on the “nudging experiments” 
to test innovative ways of supporting consumers in changing their energy consumption 
behaviors. 

 

 Engaging citizens was also the focus of Ljubljana’s second Zoom-in. The project there is 
“APPLAUSE” (SI), which aims at finding a solution to the problems caused by invasive 
alien plant species in cities. 

 

 “USE-IT!” in Birmingham (UK) is addressing poverty and underemployment amongst 
indigenous and migrant populations. Zoom-in 2 shares the project’s insights on how to 
qualify 180 local overseas migrants to become employees for the British health system. 

What the format should be 

As showed by the examples above, a Zoom-in can take the shape of a case study, 

infographic, interview, video, podcast, etc. We strongly encourage you to develop 

creative formats. While experts have the freedom to choose the format, however in the case of 

a video or podcast, the necessary quality requirements need to be met in order the Zoom-in to 

be accepted.  

It is possible that the project ensures funding for a professional video/podcast and UIA Experts 

draft the script. In exceptional case you choose to provide a text format, please make sure its 

length is maximum seven (word) pages (except in cases where the topic requires more details 

and explanations). Please note that no matter the format, experts are expected to really go into 

the details of the specific issue they have chosen to investigate. 

Do not forget to share the Zoom-in contents with the city for approval before uploading it 

on the website for final validation at the UIA PS. Specific access will be granted to experts and 

guidance will be provided. 

More information on how to proceed: NEW https://youtu.be/jRkXlr3c-ME  

When the Zoom-in should be produced  

https://www.uia-initiative.eu/en/uia-cities/barcelona
https://www.uia-initiative.eu/en/news-events/bmincome-and-guaranteed-minimum-income
https://www.uia-initiative.eu/en/uia-cities/coventry
https://www.uia-initiative.eu/en/news-events/mifriendly-cities-zoomin-1-how-exemplary-cityuniversity-partnership-gives-birth
https://www.uia-initiative.eu/en/uia-cities/antwerp-call2
https://www.uia-initiative.eu/en/news/antwerp-circular-south-zoomin-2-what-if-you-could-see-how-much-energy-you-consume-home-and-you
https://www.uia-initiative.eu/en/news/applause-zoomin-2-engaging-citizens-circular-economy
https://www.uia-initiative.eu/en/uia-cities/ljubljana
https://www.uia-initiative.eu/en/uia-cities/birmingham
https://www.uia-initiative.eu/en/news/useit-zoomin-2-jobs-overseas-migrants
https://youtu.be/jRkXlr3c-ME
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The Zoom-in will be produced once per year and will follow the timeline indicated in your 

contract. 

 

 


