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What is Social Pinpoint?

Social Pinpoint is a complete participation and website building software for holistic

digital community engagement.

For your community, it is your public engagement platform - a website where they
can learn more about government plans and policy, participate in community
engagement projects and feed into government processes. For you as a user, it is a
powerful piece of software that allows you to create attractive and engaging
projects and web pages, facilitate public participation, build online communities,

manage memberships, and analyse and report on the data you collect.

Social Pinpoint has an extensive toolset of content and participation tools. Content
tools allow you to communicate information in visually engaging and interesting
ways. These tools allow you to inform and educate the community on what is
happening in a project from early engagement to closing the loop. Participation (or
feedback) tools are used for involving the public in the conversation, ranging from
surveys to visual and spatial stories, and user-led conversations. Combined with its
easy-to-use interface, Social Pinpoint's toolset gives you the flexibility to get
creative, tell meaningful and engaging stories, and gather rich, actionable data to
inform good decision-making and grow the relationship between you and your

community.

Social Pinpoint is your dedicated platform for better community engagement.
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Before You Start

We recommend first visiting the Social Pinpoint Learning Centre at

https://learn.socialpinpoint.com to familiarise yourself with the available content

and participation tools. Here you can see examples of how the tools work, learn
how to set them up and use them to their best advantage. This will help you get an

understanding of what's possible.

The Learning Centre also provides examples and quick tips, which can assist you to
think about how you will communicate and lay out your content, and the types of
feedback you might want to collect from your audience during the engagement. (If
you want some live examples of various types of projects, contact your Customer

Success Manager or the Help Desk for support).

The Learning Centre is your one stop shop for all start guides and can be accessed

by anyone in your organisation.

The most important factor to successfully engaging your audience online is
planning, and we recommend first developing an engagement plan to guide you
when building your engagement site on the platform. As you would with traditional
in-person engagement, it's a good idea to be prepared and outline what you are
trying to achieve, and which tools will help you to do that. As a minimum, this

should include:

Social Pinpoint is your dedicated platform for better community engagement.
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e Consideration of the types of content you will add to your site. Gather all
the files and images you need, and make sure you have optimised all
images for the web (ensure image files are resized so they load easily on
slower connections or mobile devices). A size guide can be found on the

Learning Centre.

e Determining what feedback to collect and how to use it. Review the
guestions you want to explore with your users, review the pros and cons of
each feedback tool, and get an understanding of what data will be collected,
how you will analyse it and how you will respond. For example, if building a
survey is registration important and do you wish to restrict the survey to one
submission per person.

e Assessing the potential risks of the engagement and plan for prevention and
mitigation. Online engagement carries certain risks, so it is important to
understand and plan for these at the start.

e Consider future stages of engagement and how these will tie into your

previous activities.

Social Pinpoint is your dedicated platform for better community engagement.
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User Roles

There are three user roles that people that people will be assigned to in Social Pinpoint.

e Project Lead - can add/edit content, view results and publish live changes
within their assigned project/s. Project Lead do not have the ability to create
new projects or add members.

e Project Author - can only add/edit content and view results within their
assigned project. They must submit changes to the Project Lead or Site Admin
for approval.

e Site Admin - all the above as well as the ability to add new users, launch
projects and publish content. A Site Admin will be able to access all reports, all

files and is able to edit things like the site banned word list.

Either a Site Admin or Social Pinpoint will provide you your username and password
to log into the site. If you have not received your log-in details, please contact your
Site Admin or, if you are a new customer, send an email to

help@socialpinpoint.com

Social Pinpoint is your dedicated platform for better community engagement.
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Log in

To log in to Social Pinpoint, users must first have a password supplied by the Site
Administrator (or by Social Pinpoint when the site is first set up). There are several

ways to sign into the platform (depending on your site):

e The Log in/Join button in the site’s main navigation
e The Log in to site link in the footer area of the site.

e The login page located at your site’s URL/login (e.g. yoursiteurl.com/login).

Welcome back

n Log in with Facebook

OR

Email

1 example@user.com l

Password

Remember me Forgot your password?

Need an account? Sign up

Users must enter their email address and password and then select the Log in

Social Pinpoint is your dedicated platform for better community engagement.
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button. Once successfully logged in, users will see a white toolbar at the top of

the site.

After logging in, a new user session will begin and will remain active as long as
a user remains active on a site. After two hours of inactivity, the ‘user session’

will automatically end and the user will be logged out of the platform.

NOTE: If you are using a trial or explore site, you will have an additional initial log in
step due to an authentication block. If using a trial or explore site you will be provided

with a specific username and password to bypass that authentication block and get to

the above log in option.

User Interface
Toolbar

Social Pinpoint is your dedicated platform for better community engagement.
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The Toolbar is the key User Interface (Ul) component of Social Pinpoint and
provides access to its key functions. In general, functions on the left-hand side of
the Toolbar relate to the page the user is currently on, while functions on the right-

hand side relate to the site as a whole.

The Toolbar's functions are

1. Edit - Toggles the page in and out of Edit mode to enable content changes
to be made. This function turns from Edit to Save when content changes
have been made allowing the user to save, publish, schedule publish or
discard their changes. When in edit mode the pencil icon will be green.
Note: Project Authors cannot publish.

2. Settings - Opens the Settings panel containing a number of page details
and configurations that can be managed by the user including page
attributes, page templates, page versions, SEO meta-data, and a delete
page action. Here you will find important information like Versions and
the ability to see and test what your page build will be like in a mobile
device.

3. Tools - Opens the Tools panel which contains a wide variety of content
and participation tools that can be added to the page. Tools are added
through a click, hold, drag, and drop motion.

4. Update - Adds a news update to a Newsfeed tool on a project page. This
function only appears when a user is on a project page.

5. Pages - Opens the Pages panel where new pages can be selected and added

to a project or site, a sitemap of all pages, and any ‘draft’ pages created by

Social Pinpoint is your dedicated platform for better community engagement.
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the user can be seen.
6. Dashboard - Opens the Dashboard panel which provides several links to
various functionality relating to the management of the site including

projects, approvals workflows, moderation, management of files and

members, access to reports and data and the emailer.

Social Pinpoint is your dedicated platform for better community engagement.
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The Dashboard

The Dashboard is the administrative back end of the platform and contains several
functions relating to a site’s users, projects, data and settings. The Dashboard panel
can be accessed by selecting the Dashboard function located at the top-right side of

the toolbar.
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Dashboard
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/9 Settings

1. Workflow* - Links to the Workflow area which displays a list of approval
workflows comprised of proposed content changes submitted by content
authors (‘submitters’) to the nominated content approvers (‘approvers’).
Approvers can view the proposed changes in this area and approve and
reject them as required.

2. Moderation - Links to the Moderation area which displays a list of all
moderation activity on a site and allows users to action key moderation
functions. Viewers will see any submissions that are awaiting moderation,

have been moderated and those submissions that have been referred by

Social Pinpoint is your dedicated platform for better community engagement.
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our moderators.

3. Projects - Links to Projects area which displays a list of all projects and
associated information and project settings. New projects can also be
created from this area.

4. Reports - Links to the Reports area allowing users to view a range of
reports and access feedback data. Site Admins will be able to access and
export reports at a site wide level, for individual projects and individual
tools. Project Authors and Leaders can only view and download reports
related to their assigned projects. Reports and charts are available to

export as an image file, PDF, Excel and CSV files.

5. Files - Links to the File Manager, where you can find, upload, replace, edit,
and see key information about your files (including images, PDFs,
documents, and data files).

6. Members - Links to the Members area which displays a list of all users of
a site including all community members and site users.

7. Sitemap - Links to a page with a ‘sitemap view’ which shows a nested
hierarchy of all pages on the site and allows the reordering of pages. Draft
pages can also be accessed from this view.

8. Social Pinpoint Settings - Links to the settings page where several
configurations can be made to Social Pinpoint including editing the banned

word list.

*May not be available to all customers

Social Pinpoint is your dedicated platform for better community engagement.
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Project Canvas

The project canvas refers to the area located below the toolbar and becomes
activated when a page is put into edit mode. When active, the content areas
appear on the page and are indicated by a thin green outline. These areas indicate

where content or participation tools can be added.

The number and position of the content areas will vary depending on the page
template that has been chosen. NOTE: The number of templates available will be

determined by your subscription level.

Social Pinpoint is your dedicated platform for better community engagement.
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Launching a New Project

Note that only Site Admins can launch new projects.

1. Navigate to the Projects section of the Dashboard.

2. Select the Launch a Project button on the top-right of the page. Fill out the
three sections with details of the project (project name, URL, etc.) and then

click the Launch Project button.

R 7 & = D =@
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/7 Settings

3. You will be asked to provide a Project Name, URL (this will auto-fill from the
project name, but you can edit to provide a custom URL if you wish) and
description (this will appear on the project card on your home and/or

projects page so keep brief). When you have filled these fields, select Next.

Social Pinpoint is your dedicated platform for better community engagement.
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Launch New Project

Progress:
L 1010
1. BASICS

Project Namme:

Please prowide 3 name for your project

Charaerars aesining 70

Project URL

Please create a URL for your project. The URL s the web acdress that vall be used to dirsct traffic to your wessite. Remember the: shorter URLS are
ensie-to advartise

ont deseripton of your project. The ceseripon wil eppear o e ton. pags os wel es o Uz sioject homspeys.

Chaneters semainng 170

Next

4. You will be asked to select a project template (this defines the layout of
your project page), project type (public or private - this defines whether
your project is visible to the public), project status (open, active or closed),
project image (this will appear on the project card and in the banner
(ensure it is sized optimally for the web, see the Learning Centre for
guidelines), categories and locations. NOTE: community members who
have selected these categories and locations as interests in their
registration form will receive a notification when the project is launched.

When complete, select Next.

Social Pinpoint is your dedicated platform for better community engagement.
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Progress:
or'1o
2. DETAILS

Project Temolate

Please sclactyourprojact e plate

Project Status Fecured

Please scloct the curzrit stotus of your prajcct

Select Frofec s

Rk [

5. On the final page you will be presented with the option of adding Site
Users to the project, assigning them user roles (ie. Project Lead or Project
Author) and the option of notifying them that the project has been

created and of their user role. When complete, select Launch Project.

Progress:
0@
3. PERMITTED USERS

Access Rights

This listwill give access W nominated users. Use Uiis o for assigning specific project managers of nanied stakelolders. Please note, users mus. firstbe

adced ir the Members section before addirq to the list.

Username User Role Moderator

AdemSiniis Team Lead 8 n

() Notify users on project creation

Back < launch Project

6. Once you have launched your project, it will take you to the draft project

Social Pinpoint is your dedicated platform for better community engagement.
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page where you can start editing and adding content before sending it

live.

Social Pinpoint is your dedicated platform for better community engagement.
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Adding and Managing Content

To add or edit content to any page, you must first put the page into edit mode.
To do this, select the Edit button at the top left of the screen. The Edit button will
turn green and all existing content areas will now have a thin green outline

around them.

Adding Tool Blocks

To add content to a page:

1. Select the Tools button in the Toolbar to open the Tools Panel. NOTE: If
planning on adding multiple tools in this session, if you click the Tools button

again, it will lock in place.

2. To move a tool in to the page, search the tool you wish to use either
by searching the menu or using the word search. Left click and hold,
then drag the desired tool from the Tools Panel and move to the desired
position in the available Content Areas. Thin green lines on the Project

Canvas will indicate where Blocks can be dropped and turn thicker to

indicate where space is available for the tool to be dropped.

Home

Social Pinpoint is your dedicated platform for better community engagement.
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3. Drop (release) the tool into desired position to deploy the tool and open

its settings dialogue box.

4. Adjust the Block Settings of the tool as appropriate and select Save. Note
that all content tool blocks have similar architecture in their setup. Also, all
Participation tools have similar architecture, however it maybe displayed
differently depending on the tool chosen. i.e. The Social Map is displayed on

the left side of the tool block set-up while the Visioner tool at the top.

E 1]
=

Every tool added to a page has several settings that can be configured by a User.
These settings may turn certain features on or off, control display properties, allow
categories to be configured and populate content. In the participation tool blocks
take note of optional items such as moderation levels and turning registration on

and off.

Editing Content

Social Pinpoint is your dedicated platform for better community engagement.

“ socialpinpoint.com -+ info@socialpinpoint.com \ 1800469 0127



§5 socialpinpoint

To edit the content or settings of a Block that is already on the page, you must

access the Block Settings as follows:

1. Once the page is in edit mode, mouse-over or tab to the target Block and left-
click or press enter. This will open a new context menu.

2. Select the Edit Block link from the context menu.

Edit Block
Copy to Clipboard

Delete

3. Adjust the content and settings as desired. When finished select the Save

button at the bottom right of the Block Settings window.

Rearranging Content

Content Blocks can be arranged in any order and easily moved or rearranged on

the page including moving them within or between Content Areas.

To move existing Blocks on a page:
1. Once the page is in edit mode, mouse-over the target block.

2. Click and hold the left-mouse button over the move icon (crosshairs) at

the top-right of the individual block.

Social Pinpoint is your dedicated platform for better community engagement.
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3. While still holding the left mouse button, drag the block to the desired
location. The thin green lines indicate where a block can be dropped.
4. Release the left mouse button in the desired location indicated by the thick

green line.

Test block —_— | @+

Copying and Pasting Content

Blocks can be easily duplicated by copying them to the Clipboard. Blocks will then
be available in the Clipboard area of the Tools Panel and can be reused as many

times as required on any page.

To copy content to the Clipboard

1. Navigate to the target page with the content to be copied. Ensure the page
is in Edit Mode.

2. Hover over the block you wish to copy. Open the dropdown menu on
the target Block by left clicking on a mouse or navigating to the block

and pressing ‘enter’ on the keyboard.

Social Pinpoint is your dedicated platform for better community engagement.
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3. Select the Copy to Clipboard function from the dropdown menu. A

message will display saying the block has been copied.

g[ Edit Block ]»
Copy to Clipboard

Delete

The maximum number of items allowed in the clipboard is 50 items

per user. Iltems remain on the clipboard for 3 months only. After 3

months they will be deleted.

To Paste from the Clipboard

Blocks copied to the Clipboard can be pasted onto any page of a site. Clipboard
items will remain after being pasted and can be reused as many times as
necessary.

To paste items from the Clipboard:
1. Navigate to the target page where content is to be pasted.
2. Open the Tools Panel by selecting the Tools function from the Toolbar.

3. Open the Clipboard by selecting the dropdown on the Blocks option at the
top of the Tools Panel and selecting Clipboard.

Social Pinpoint is your dedicated platform for better community engagement.
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4. Dragand drop the target Block from the Clipboard into the desired position

on the page as you would a tool block.

Warning

If copying a Participation tool block note that you will get a warning

pop-up about data sets. Please read this warning carefully. If the

tool you have copied needs a new data set to separate it from the

copied tools data, you must select that option. Social Pinpoint cannot

fix data sets once they have been started.

Social Pinpoint is your dedicated platform for better community engagement.
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Saving, Publishing, and Scheduling

Content building on Social Pinpoint can be saved by a User who can work on draft
edits for new, unpublished projects, or even make edits on future, unpublished

versions of projects and pages while the current version is still live.

Saving a Draft

When a new page is added to a Site, a draft version is created which allows Users
to make content edits before a page is published. The draft page is added to the
Drafts folder in the Sitemap, until it is published and made live.

Users can also make draft edits to existing pages by saving a new, unpublished
version of the page. This allows content to be worked on ‘behind the scenes’ until
the draft version is ready to be published to the public.

To make draft edits to a new, unpublished page or an existing, published page:
1. Make content edits to the draft as required.

2. Open the Publishing Panel by selecting the Save function on the
Toolbar (or selecting the Edit function on the Toolbar if the page is not
in Edit Mode)

3. Choose the green Save Changes button from the Publishing Panel. This will
update the contents of a new draft page or create a new, unpublished

version of a live page.

Social Pinpoint is your dedicated platform for better community engagement.
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Version Comments

Publish Changes @

Save Changes

Discard Changes

Users will
be alerted that they are viewing a draft page or draft changes with the following
alerts being displayed:

e Draft pages: This page is currently in Draft Mode.

Page Draft.

This page is currently in Draft Mode. Make it
go live by approving the page.

Approve Version

Social Pinpoint is your dedicated platform for better community engagement.
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Page is Pending Approval.

This page is newer than what appears to
visitors on your live site

Approve Varsian

e Draft changes to a production version: Page is Pending Approval. This

page version is newer than what appears to visitors on your live site.

Choose the ‘Save Changes' option from the Publishing Pane when making edits,
rather than ‘Publish’ or ‘Submit to Workflow' until all final edits are completed. This
will reduce the number of page versions created and avoid confusion and noise

associated with workflows (if enabled).

Social Pinpoint is your dedicated platform for better community engagement.
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Publishing a Draft Project for the First Time

Once all content edits have been finalised on a draft project page, the project can be

published to make it ‘go live'.

While In Edit Mode:

1. Navigate to the Project Page and Select the Save function in the Toolbar
(this will appear where the Edit function is when not in Edit Mode)

2. Select the blue Publish Page or Submit to Workflow button in the
Publishing Panel (this function will depend on the User’s publishing

permissions).

While not in Edit Mode:

1. Navigate to the draft Project Page. A draft Project will always display a

notification that reads This Project is currently in Draft Mode.

2. Select the Approve Version or Submit to Workflow button in the draft

notification message.

Page Dratft.

This page is currently in Draft Mode.
Make it go live by approving the page.

Approve Version

Publishing Pages When Edited.

Social Pinpoint is your dedicated platform for better community engagement.
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Once additional draft content edits have been finalised, changes can be

published and made live.

There are two ways to publish draft content changes:

Method 1: Publishing Panel

1. Navigate to the target draft page or published page as required.
Open the Publishing Panel by selecting the Save function on the Toolbar
(or selecting the Edit function on the Toolbar if the page is not oin Edit
Mode)

2. Choose the blue Publish Changes or Submit changes to Workflow
button from the Publishing Panel (this function will depend on the User’s

publishing rights).
Method 2: Draft Notification Message

1. Navigate to the target draft project page. The draft project page will display
a notification Page is Pending Approval and provide an option to Approve
version or Submit to Workflow.

2. Select the Approve Version or Submit to Workflow button in the draft

notification message.

Social Pinpoint is your dedicated platform for better community engagement.
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& Page is Pending Approval.

This page version is newer than what
appears to visitors on your live site.

Approve Version

Discard Draft Edits

Draft edits can be discarded by Users who no longer want their edits to be saved.
To discard changes on a published page after making content edits, navigate to the
Publishing Panel and choose the red Discard Changes button. This will undo any
changes made in the editing session and revert to the previously saved page version

and its content.

Draft pages that have not yet been published can also be discarded if they are no
longer needed. To discard a draft page, navigate to the Publishing Panel and select

the red Discard Draft button to delete the draft page and all its content.

Approval Workflows

Social Pinpoint is your dedicated platform for better community engagement.

‘ socialpinpoint.com  “* info@socialpinpoint.com % 1800469 0127




§5 socialpinpoint

For customers with workflows enabled, content changes can be controlled so that
Users who do not have publishing rights can pass their changes to Users with

publishing rights for review and approval.

Content edits made by some Users may be subject to an approvals process prior to
publishing, if workflows are enabled on a Site. Workflows force content changes
made by Users without publishing rights, such as Project Authors, to be submitted
for review to Users with publishing rights, such as Project Leads, Team Leads, and

Site Administrators.

The workflow process is as follows:

1. The requester (e.g. Project Author) submits proposed changes as part of a
new page version by selecting Submit to Workflow. Ideally, they would
leave a note in the note box to inform the approver what changes/edits
have been made and any other key information needed i.e. go live date
requested.

2. The approver (e.g. Project Lead) receives an email notification alerting
them that changes have been submitted to them for review.

3. The approver visits the amended page (e.g. by following the link in the email
or navigating to the Workflow area of the Dashboard) where they can
compare the proposed version with past versions, approve the changes, or
reject the changes.

4. If arequester’s changes are approved by the approver, the changes will be

published, and the requester will receive a notification of the successful

Social Pinpoint is your dedicated platform for better community engagement.
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approval.

5. If the changes are rejected, the requester will receive a notification of
the unsuccessful changes, with the approver able to provide a
message to the requester letting them know why the changes have

been rejected.

If you are assigned as an approver (e.g. Project Lead) and other Users have
submitted their proposed changes to you via a workflow, you can view a list of all

workflow requests in the Workflow area of the Dashboard.

Social Pinpoint is your dedicated platform for better community engagement.
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While the Discard Changes (on published pages) and Discard Draft
(on draft pages) functions appear similar in the Publishing Panel, be
aware that the Discard Draft option will permanently delete the

entire draft page, not just the edits that have just been made.

Schedule Publishing

The launch of a new page or updates to an existing page can be scheduled to

publish automatically at any future time or date.

This feature is particularly useful if you need to send multiple drafts or new

versions live at the same time or publish changes outside of business hours.

To schedule publishing:

1. Open the Publishing Panel in the same way you would when manually

publishing a page.

Social Pinpoint is your dedicated platform for better community engagement.
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2. Select the clock icon next to the Publish Changes button. This will present
options to set the specific date and time you would like the draft page or
new version to be published. It will automatically be configured to the time

zone of your site.

Publish Changes @

Save Changes

Discard Changes

3. Setthe desired date and time and select the Schedule button.

Social Pinpoint is your dedicated platform for better community engagement.
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Publizsh Changes )

Date [/ Time

TR

Schedule ’

Save Changes

Dizcard Changes

After this has been done, a notification will appear on the page detailing the
scheduled date and time. You also have the option to publish the page immediately
by selecting the Publish Now button or can cancel the scheduled publish by
selecting the Cancel Scheduling button. Cancelling the scheduling will keep the

page in a draft state until it is ready to be published again.

Social Pinpoint is your dedicated platform for better community engagement.
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Publish Pending.

This version of the page is scheduled to be
published on 12/05/2018 at 8:

Publish Now Cancel Scheduling

Social Pinpoint is your dedicated platform for better community engagement.
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Scheduling with Workflows Enabled

If you have approvals workflows enabled on your site and do not have publishing

rights, your scheduled publishing will need to be sent to an approver (e.g. Project

Lead) to approve the page.

If they do not approve the page prior to the proposed schedule publishing date,

the page will not be published until after it is approved.

Social Pinpoint is your dedicated platform for better community engagement.
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Access Data and Reports

Several reporting features within Social Pinpoint help Users to evaluate the
performance of a Site, Team, Group or Project using several built-in reporting
metrics. In addition, the data associated with the results of all participation activities

can be viewed.

The Reports area of the Dashboard displays several reporting metrics across a

number of available report types, which provide a different view of a Site's data.

The available report types include:

e Sitewide - Provides data and results across all project and Site pages. This
report is available only for Site Admins.

e Team - Provides data and results for projects associated with a nominated
Team entity (e.g. Department, Working Group, etc.). This report is available
for Site Admins and Team Leads.

e Project Group - Provides data and results for projects associated with a

nominated Project Group entity.
e Project - Provides data and results associated with a specific project.

e My Projects - Provides data and results for all projects the logged-in User
has been given rights to view (via assigned User Roles). By default, the ‘My

Projects’ reports type will be shown.

Social Pinpoint is your dedicated platform for better community engagement.
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When viewing a report, the Reports panel appears at the left of the Reports area
and allows the User to navigate various sections of the report including the

following:

Overview - Displays key reporting metrics on the project(s) including an
interactive time-based graphing tool and Engagement Index metrics. Overview
Reports can be exported as a PDF. Individual charts can be exported as image
files and as raw data.

Results - Displays a list of all participation activities of a project(s) including key
meta-data for each activity. From here, Users can drill-down into each activity to
view the results of a single activity/tool. Result reports and the participation data
of a specific activity can be exported in multiple ways as well as filtered in the
site.

People - Displays information about the people who have participated in your

engagement activities including their demographic information and interests.

Reports can not only be viewed in the reporting area, but data can be exported out

of the Platform in several file formats.

Social Pinpoint is your dedicated platform for better community engagement.
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Select a Report Type and Date Range.

Within Social Pinpoint, Users can select the report type they would like to view and

set a date range for that report.
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To change the report type and date range for a report:

1. Select the relevant report type from the dropdown menu at the top-left of
the page. In some instances, such as a Team or Project report, a second
dropdown will appear with the option of selecting the specific team or
project entity.

2. Select the desired date range from the dropdown menu at the top-right of
the page. Date ranges can be selected from the date picker, including ‘Today’,
‘Yesterday’, ‘Last 7 Days’, ‘Last 30 Days’, and ‘All Time' (from when the project
was first published), or a custom date range can be selected.

3. Allinformation and data contained in a report will be filtered based on the

selected date range. This is great if you are looking for data relating to a specific

run of a project from start to finish.

Social Pinpoint is your dedicated platform for better community engagement.
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View and Export Participation Results

The results of your participation activities are displayed in the Results section of the

Reports area.
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This section displays a list of all participation activities that have been added to the

project since it was published along with the following data:

e Question/Title - Displays the Title or Question used in the participation
activity.

e Tool Type - Indicates the type of participation activity used (e.g. social
map, quick poll, visioner, form).

e ID - Provides a unique identifier for the activity for reference.

e Status - Indicates whether the activity has been marked as ‘active’ (taking

Contributions) or ‘inactive’ (not taking Contributions).

Social Pinpoint is your dedicated platform for better community engagement.
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e Page Name - Indicates the name of the page that the activity is located on.
e Date Created - Indicates the date the tool was published.

e Open Date - Indicates the date the activity was originally opened for
participation as defined by a User in the Block Settings.

e Close Date - Indicates the date the activity was closed as defined by a User
in the
Block Settings.

e Total Contributions - Indicates the total number of Contributions for the

activity since the project was published.

e Contributions in Period - Indicates the total number of Contributions

for the activity within the specified reporting date range.

To view the data of each individual activity, select the View results link below the

Question/Title field.
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Here you will be presented with several tabs. One that opens a summary, an

Social Pinpoint is your dedicated platform for better community engagement.
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overview, the raw data, and our Analysis Assistant.
Summary - an overview of the data displayed, depending on the tool, as charts,

graphs, maps, or images. Summary reports can be exported as a PDF.

—_—

. while individual charts can also be exported as images.
2. Overview - an overview of the data linked to the participants.

3. Data - all the raw data from the tool including linked member data. This data
can be filtered in the site or exported as a CSV, Excel or in some cases PDF

file.

4. Analysis assistant - the ability to run Al sentiment analysis of qualitative data
as well as created manual word tags, visualize key phrases, named entities
and the language a comment has been made in. You can also mark a
comment as a key contribution. The information from the Analysis Assistant

tab will be available in the Summary report.
Export Reports
Reports and data can be easily exported from the Platform by clicking the Export

button at the top-right of the Reports page. This will open a dropdown and allow

the User to select the available file formats.

Social Pinpoint is your dedicated platform for better community engagement.
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Social Pinpoint is your dedicated platform for better community engagement.
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