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Getting  Started  

Requirements  

 
Web Browsers: 
 

Google Chrome 4.0+ 
Internet Explorer 7.0+  
Mozilla FireFox 3.0+  
Opera 10.0+ 
 

Minimum Screen Resolution:   1024 x 768 
 

The Climate 1 -Stop Launch Page  

The launch page will help you t o determine how to go about finding climate 
change information.   

 Launch Climate-1 Stop ï this option takes you directly to the information, 
with a series of news feeds, discussion groups and an information search 
too. 

 Decision Tree ï this option takes you through a step by step process to 
determine what data or information will help answer your questions.  

 Data and Visualizations ï this option provides a series of maps and graphs 
of climate observations and projections of future climate scenarios. 

 

The launch page also offers a glossary of commonly used climate change terms 
and a link to this Help/Guidance document.  
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Registering  

 
In order to contribute to the Climate 1 -Stop website, you must 
register by clicking on the óSign Upô link in the top right corner to 
the page. 
 

 

 
 

The link wi ll take you to a signup screen in the center container of the Climate 1-
Stop Portal.  You must provide a unique username and password.  It is required  
that the passwords be at least 7 alphanumeric characters long and itôs suggested 
that they contain  a special character such as @, #, $, %, or ^ .  Parenthesis and 
commas will not be accepted.  Supply your email address, which will not be 
shared, but will be used for password retrieval and update notifications.  Lastly, 
supply a security question and answer to verify your identity if you ever lose your 
password.  For example: 
 
Security Question:   What is your favorite kind of ice  cream? 
Answer:  Mint Chocolate Chip  
 
Finish by clicking óCreate User.ô   
 
Next, you will be taken to a page where you may provide more information about 
yourself.  You may enter a Display name, add a description, a profile image, and 
add information about your organization affiliation.   
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You will  now be sent a confirmation email.  
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Logging In  

 
Adding entries, events, and participating in forums or commenting on entries 
requires users to log in.  After you have registered, click on the óLoginô link in the 
top right side of the portal.  Type in your user name and password, then click óLog 
In.ô Depending on your web browserôs settings, you may also choose to save your 
user name and password to avoid typing them in each time that you log in.  If you 
forget your user name or password, you may retrieve it as long as you remember 
the answer to your security question.    
 

              
 

The Climate 1 -Stop Interface  

 
The portal interface is made up of a series of tabs and containers.  There are five 
containers that make up the majority of the page and five tabs that are aligned 
along the top of the screen. 
 

Tabs  

The five tabs control the content of the Community container and switch between 
the home screen, data entry, calendar, discussion board, visualization tools, and 
an óaboutô section which describes the Climate 1-Stop mission statement and 
project partners.   The contents of each tab will be discussed later in this guide. 
 

 
 

Containers  

The three Climate 1-Stop containers contain a search tool, a 
community section, latest entries, user bookmarks and news feeds.  
These containers may be resized or hidden using the double arrow 
buttons in the top right corner of the container  or by dragging the 
bars that separate these containers. 

 

 



Climate 1-Stop User Guide - November, 2010 7 

 
 

Tabs  

Community (Home Tab)  

By clicking on the Home tab, the portal will open 
the Community container, which is the default 
container when the Climate 1-Stop portal initially 
loads.  We will explain the Community container 
more in the Container section. 
 

 
 
 

Add Information Entry ( Add Entry!  Tab)  

The add entry tab allows registered users to add a wide variety of Climate Change 
information sources, tools , and opportunities and will require you to log in before 
adding entries.  Please note that information searches query both the Title and 
Keyword fields, so try not to be redundant.  Use several different words to 
accurately describe your entry to ensure that your information gets found  by 
other users.   
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Name  
This appears in the search result, e.g. personôs name, 
project title, article title, data description, etc.  

Description  
Provide some detail about your entry. For example, if 
the entry is a tool or website, describe its best 
features.  

Category  
Choose one category for this entry to be associated 
with.  

URL  
Enter in a hyperlink that people can click on for more 
information.   Please include http://  

Search Keywords  
Enter in up to 5 search keywords for each entry, 
delimited with commas, for example: 
"Climate,Mapper,SERVIR,Observed,Projectedò 

Date Range of entry  

 
(not required)  

If applicable, specify a start and end date for your 
entry. For example, if your entry is an "Event", then a 
date range is important to tell people when the event 
will be occurring . Leave blank if not needed. Use the 
calendar icon to specify dates. 

Sector  (not required)  
If applicable, choose a specific sector theme 
association 

Location ï Continent  
(not required)  

If applicable, specify a continent to associate each 
entry with. Leave blank if you don't wish to 
restrict/associate an entry with a particular 
continent.  

Location ï Country  
(not required)  

If applicable , specify a country affiliation for each 
entry. Leave blank if you do not wish to 
restrict/associate an entry with a particular country.  
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There is also a óBatch Add Entryô option which allows you to add many entries at 
one time, providing they are in a tab delimited format that conforms to Batch 
Add Entry guidelines.  The easiest way to do this is to add entry information to an 
Excel spreadsheet, then save as type:   Text (Tab delimited) (*.txt) .  After creating 
this file, you may upload it to the Climat e 1-Stop.  If the document does not 
conform to the guidelines, it will be rejected. 
 
There are two links in the batch add entry form, one describes the expected file 
content/format and the other is an example text file.  These will guide you 
through the batch entry process. 
 

 
 
Community Calendar  (Calendar Tab)  
The Calendar is meant to allow users to share dates and details about events such 
as conferences, workshops, and funding deadlines.  It utilizes Googleôs Calendar 
service.   

 


























