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1. Introduction

The aim of this document is on one hand to help the persons in charge of filling data in the thematic directory to do it correctly and on the other hand to help the persons seeking for information to get it easily in the thematic directory.

Therefore, in the first part we will give the different functionalities of the Technical Unit right interface (management interface), which is exclusively made for National Focal Points (NFP), the technical unit and some organisations data managers, and in the second part, the general user interface (consultation interface) functionalities will be detailed. 
General notes:
- The recommended order of filling the forms in the Thematic directory is: 

ORGANIZATION form => CONTACT form => INFORMATION SOURCE form. On the other hand, a new functionality has been added to the thematic directory that will be described hereafter in this document, called updating campaign. This last functionality gives the possibility to send emails about any addition or updated data in certain country to the corresponding national focal point.
- There are two types of fields: mandatory and optional (not mandatory). The headers of the former are preceded with an asterisk (*). 
2. Management interface
This interface is for use by the Technical Unit, the National Focal Points (NFP) and the persons with organisation rights.
2.1. Manage organisations
In this interface, 5 fields are mandatory: 

· Organisation name

· Country

· City

· Theme

· Type
2.1.1. Insert an Organization:

This form is related with the insertion of a new organisation:

Organisation name: This field is mandatory, that means that the operation will not be successful if you miss to fill in with. The name indicated must proceed from an organization or a part of an organization having a precise physical address:

· Organization is a single framework of authority in which one or more people act or are designated to act in order to achieve a certain goal.

· Part of an organization is any department, service or other entity within an organization, which it is necessary to identify for the exchange of information.
The name of the organization must appear in Latin characters (French or English). Special care has to be taken in case of transliteration to Latin characters of names of non-Latin origin: Arabic, Greek, Hebrew.

Example: Euro-Mediterranean Information System on the know-how in the Water Sector

Note: Dealing with organizations that are part of another, which, in turn, are part of larger ones (and so on), there are two ways to write down their names:

a) The short way script: includes only the name of the organization placed in the lower level.

b) The long way script: includes all of functional levels (or only some of them, at your choice). In this case the approach is "down-top", starting also at with the lower level and then going up in the structure until the top level.

Example: See Figure 1 A 4-level case: the Water, Engineering & Development Centre.
a) Short way: The Water, Engineering & Development Centre (Lower level). This is the preferred way.

b) Long way:

1) The Water, Engineering & Development Centre (of the) Institute of Development Engineering (of the) Department of Civil & Building Engineering (of the) Loughborough University (Top level).

2) The Water, Engineering & Development Centre (of the) Department of Civil & Building Engineering (of the) Loughborough University.

3) The Water, Engineering & Development Centre (of the) Loughborough University. 
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Figure 1 A 4-level case: the Water, Engineering & Development Centre
Reference: ISO/IEC 6523-1:1998 - Information Technology - Structure of the identification of organizations and organization parts - Part 1: Identification of organization identification schemes.

Name in original alphabet: The name of the organization in original characters must be written in the alphabet of the language of the source (Arabic, Greek, Hebrew or Latin).

Example: 

Organisation name: Ministry of Water and Irrigation
Name in original alphabet: وزارة المياه و الري
Reference: None

Acronym: The acronym corresponds with the official initials of the organization in original version and in Latin characters. Any punctuation sign must be avoided unless otherwise specifically instructed.

Example: Write EMWIS, not E.M.W.I.S.

Reference: None

Website (URL): It is the URL address of the homepage of the organization.

Example: http://www.emwis.org
Reference: None

Telephone number: Write always the international number of the switchboard of the organization. 
Example: See Table 1 Some examples of international phone numbers
Table 1 Some examples of international phone numbers
	Country
	Country code
	National number
	Structured national number 
	International number

	Jordan
	962
	65680075
	65 680 075
	+ 962 65 680 075

	France
	33
	0497231030
	497 231 030
	+ 33 497 231 030

	Austria
	43
	1711002900
	1 711 002 900
	+ 43 1711 002 900


Note: To show an extension number, the word "Ext" (for extension) should be written immediately after the phone number and followed by the extension number itself

Reference: 

ITU-T (http://www.itu.int) Recommandation E.123. Notation for national & international telephone numbers.

Fax: Format: The same as telephone number. 

Example: The international telephone number of the EMWIS Technical Unit fax is: + 33 497 231 039

Reference: See the reference of the previous point.

Address Email: The electronic mail address must contain a commercial at (also called at-sign or at sign or @ sign): @.

Respect the writing, capital or lower-case letter, and the various signs:

· Full stop = period = dot (.)

· Hyphen = minus (-)

· Low line = spacing underscore ( _ )

Example: jauad.el-kharraz@semide.org
Reference: None

Address line 1, Address line 2, Address line 3, and Address line 4: The standard "ISO 11180:1993 Postal addressing" recommends writing an address on six (6) lines 32 characters long each. Lines 1 and 2 (of the standard) are those of the address of the contact while lines 3 to 6 (also of the standard) are those of the address of the organization. So, in this case of an organisation, it should be filled as shown in Table 2.

Table 1 Address of the organization
	Line
	Text
	Line ISO 11180

	1
	Name of the organization
	3

	2
	Number [blank] type and name of the thoroughfare or post box
	4

	3
	Postcode [blank] CITY (capital letters)
	5

	4
	COUNTRY (capital letters)
	6


Example: See Table 2 Example of an address of an organization
Table 2 Example of an address of an organization
	Line
	Text

	1
	EMWIS Technical Unit

	2
	BP23

	3
	06901 SOPHIA ANTIPOLIS

	4
	FRANCE


Reference:

· ISO 11180:1993 Postal addressing

· Universal Postal Union. Postal addressing systems 

Country: This field is mandatory, that means that the operation will not be successful if you miss to fill in with. So, you have just to choose the appropriate country of the organisation to be updated, inserted or deleted, etc. 
City: This field is mandatory and created automatically once the country is chosen, so, you have just to choose the appropriate city of the organisation to be updated, inserted or deleted, etc. 

Theme: This field is mandatory; the theme specifies the EMWIS related area or areas in which an organization intervenes. These themes to be selected (you can select one or more) are the Five topics of EMWIS: 

1) Institutions

2) Documentation

3) Training

4) Research and development

5) Data management  

Another added theme is « parent » which should include organisations with several themes from the aforementioned ones. 
Example: An organization working in Training and Research and Development is: “Centre Euro-Méditerranéen sur les Zones Arides” in Algeria.
Reference: None 
Type: This field is mandatory. An organization must be attached to one, and only one, type of organization from the following ones:
· United Nations

· Intergovernmental

· Governmental

· Industrial or commercial

· Non governmental organisation (NGO)

· Professional society

· Academic

· Programme

· Project

· Network

· Portal, webring

· River basin organisation

Activity presentation in English (URL): It refers to the URL address containing information in English about the activity of the organization.

Example: http://www.site.com/en/home.html
Please note that this example does not correspond to any actual site.

Reference: None

Activity presentation in French (URL): It refers to the URL address containing information in French about the activity of the organization.

Activity starting date: Is the date of an organisation activity beginning. This field must be filled in from right to left as follow: YYYY (Year)-MM (Month)-DD (Day), according to the standard ISO 8601:2000.
Example: The date of the signing of the contract between the European Commission and the European Economic Interest Group (EEIG) UT EMWIS was 20 July 1999, i.e. 1999-07-20

Reference: ISO 8601:2000 Data elements and interchange formats - Information interchange - Representation of dates and times.
Activity ending date: Is the date of an organisation activity beginning. This field is filled in by the same was as the previous one.
National code (if existing): The national code of an organization is an identifier usually issued by an official national organization to be used at country level.

In France, for example, can be used the SIRET
 number, which identifies in an unique way each facility of an enterprise included in the “Répertoire National des Entreprises” (National Directory of Enterprises).

Example: The code SIRET of the GEIE
 UT du SEMIDE is: 429 894 951 000 13
Reference: SIRENE database (http://www.sirene.tm.fr/pages/comprendre_concepts.asp?contenu=defnomenc) of the INSEE
 (http://www.insee.fr/) 
Name of the record provider: This field is filled only if data come from a third party provider.

Name of the record update manager: The updating manager is the name or element that allows the unambiguous identification of the person or the organization having made the last update (even partial) of the data.

Format: The title can be omitted. 

- First name: The first name of the person must be written in lower case with a capital letter at the beginning of word. The first name can be composed. The parts of the first name will then be separated by a blank space and each one will have to comply with the rule above.

- Surname: The surname of the person must be written (all) in capital letters. The surname can be composed. The parts of the surname will then be separated by a blank space and each one will have to comply with the rule above. 

Example: Mr Jauad EL KHARRAZ 

Note: Please note that the above information is filled in Line 1 of the address of the Contact.

Reference: None

Last update: The date of last data updating. The format is the same as “activity starting date” field.
Once ended filling in the previous fields (or just the mandatory ones), you put insert to include it in the Thematic directory, or click on reset in case you would like to correct the previous data.
In the case you put insert, a window with the created organisation data will be displayed, and you can click either on insert a new contact to follow up inserting new contact data corresponding to the recent updated organisation, or click send in order to send an email to the NFP of the country where is added the new organisation. A window to confirm the NFP email sending will be displayed with the message automatically created, in which you have just to click on send button. 
2.1.2. Update an Organization
In this interface, you have just to choose the country and put the name of the organisation to go through on to update its data.

The fields are identical to those of Insert an organisation, just the last field “Record status”, it means the status of the data, validated by the responsible (NFP coordinator or data manager in the case of each country), or just modified by an expert of the NFP, and pending of the coordinator validation.
2.1.3. Delete an Organization
In this form, you have just to click on delete to confirm the removal of an organisation.

2.1.4. Set linked organisations

This field permits to link an organisation existing in a country to another organisation in another country, which is the case of many international networks. So by selecting first the organisation and its country, then selecting the country in which there is the linked organisation, a window will be displayed with the list of the organisations of the second country, so you have just to select the linked organisation, and click on confirm.

2.1.5. Set activity keywords

This field permits to select keywords for organisations activities. This is important for the users who have the possibility to seek for organisations in the search interface of the thematic directory by putting in the keywords of interest.

Validate Organizations: is not displayed, and may have no sense!????????
2.2. Manage contacts

A Contact is an individual providing one or more functions relating to at least one of the topics of EMWIS within an organization.

In this interface, 5 fields are mandatory: 

· Contact last name

· Contact first name

· Exchange language

· EMWIS position

· User rights
2.2.1. Insert a new contact:

First of all, the contact is always assigned to an organisation. So, once you click on insert a new organisation, you have to select an organisation to which you will assign it. 
· Contact last name: must be written (all) in capital letters. It be composed. The parts of the last name will then be separated by a blank space and each one will have to comply with the rule above.
· Contact first name: must be written in lower case with a capital letter at the beginning of word. The first name can be composed. The parts of the first name will then be separated by a blank space and each one will have to comply with the rule above.
· Title: To select among the list: Dr. ; Eng. ; Prof. ; Miss. ; Ms. ; Mr. which are the abbreviations of: Doctor, Engineer, Professor, Miss or Mistress and Mister.
· Exchange language: is the language used by the contact, either English or French.
· Office Email: The electronic mail address must contain the sign @, and the writing, capital or lower-case letter, and the various signs: dot (.), minus (-),spacing underscore ( _ ), etc must be respected.
· Office Phone number: The same as Phone number in organisation.
· Office Fax: The same as Fax number in organisation.
· Organisation name: The organisation to which the new contact belong is automatically displayed.

· Department/Office: Name of the Department, Division or Directorate in which the person within the organization works and to which is attached.
· Precise position: It means the precise position of a contact within its own organization. Example: coordinator of the EMWIS Technical Unit. Please note that the aforementioned information is filled in Line 2 of the address of the Contact.
· Address line 1 & Address line 2: See Address of the organization. The lines 1 & 2 are those assigned to the Contact person and the precise position. See Table 49 Address of the contact.

Table 4 Address of the contact

	Line 
	Text
	Line ISO 11180

	1
	Title, First name, Surname
	1

	2
	Precise position 
	2


Example: See Table 5 Example of an address of a contact
Table 5 Example of an address of a contact
	Line 1
	Dr Jauad EL KHARRAZ 

	Line 2
	Webmaster / Information manager


· EMWIS position: The function for the EMWIS is a characteristic of a contact making it possible to define in which title a person is introduced into the database of contacts of the EMWIS. Hereafter the list of EMWIS contact positions to select among them: 
1. Member of the EMWIS Steering Committee
2. Water Director
3. President of EMWIS Steering Committee
4. Vice-President of EMWIS Steering Committee
5. Minister in charge of water issues
6. President of EMWIS coordination committee
7. Vice-President of EMWIS coordination committee

8. Coordinator of a NFP

9. Content expert of a NFP

10. Content manager of a NFP

11. Information technology manager of a NFP

12. EMWIS liaison officer

13. Expert of the NFP: (every person belonging to the NFP apart from the 3 principal components)

14. Information technology of a NFP

15. MEDA WATER facilitator

16. National Focal Point MEDSTAT Environnment

17. SMAP focal point

18. Representative of the institutions theme
19. Representative of the documentation theme

20. Representative of the research and development theme

21. Expert

22. Data quality manager

23. Data updating manager

24. Trainer

25. Representative of the data management theme

26. Representative of the training theme

27. Coordinator of the T. U.

28. Content manager of the T. U.

29. Expert of the T. U.

30. Information technology manager of the T. U.

31. Other
· Login: is the login to put in for future logging on to update, insert or delete, etc. 
· Password: you can choose a password. 
· Confirm password: you must confirm the chosen password 
· User rights: There are 4 types of rights, which give more or less ability to manage the inserted data: 1) NFP rights: only NFPs, have rights to manage all the organisations, contacts, and information sources data in their own country. 2) Not defined rights: no defined rights assigned. 3) Organisation manager rights: gives the rights to the manager of organisation to manage its organisation and the related contacts and information sources. 4) TU rights: are exclusively for the members of the Technical Unit.
· Name of the record provider: same as in organisation.
· Name of the record update manager: same as in organisation.

· Last update: displayed automatically.

2.2.2. Update a contact

The fields are identical to those of Insert a new contact.
2.2.3. Delete a contact

The fields are identical to those of Insert a new contact.

2.3. Manage information sources

The information source is attached to a contact name.
2.3.1. Insert a new Info Source

In this interface, 3 fields are mandatory: Title, Theme and access charge.
- Title: Format: Text, Example: EAUDOC, Reference: None.

- Subtitle: If any. Format: Text, Example: EAUDOC has no Sub-title, Reference: None.

- Acronym: If any. Format: Text, Example: EAUDOC has no acronym, Reference: None.

- Web site (URL): See the URL of an organization. Example: http://eaudoc.oieau.fr/sie/ ; Reference: None.
- Description in English (URL): It is the Internet address where a description (in English) of the Information Source can be found. By default use the previous field (Web site URL).
Format: Same as URL in English for organisation
Example: There is no description in English of EAUDOC.

Reference: None
- Description in French (URL): same as previous one.
- Description: It is a description of the information source that can be found.

- Theme: This field is mandatory; the theme specifies the EMWIS related area or areas that the information sources deals with (same as in organisation).
- Language of the data: Select one or more language. 
- Language of access: Select one or more language. 

- Access charge: Specify the cost of a consultation of the Information Source: 

1) Charges negotiable

2) Cost recovery basis

3) Fixed schedule of charges: Example: EAUDOC has a fixed schedule of charges.
4) Normally without charge

5) On exchange basis

6) Other

7) Unknown
- Data support: Define the physical support of information. Select one or more support among the following list: 
1) CD-ROM

2) Paper

3) Web: Example: EAUDOC is accessible through the WorldWideWiew.
4) Other

5) Unknown

- Contact name: is automatically displayed.
- Starting date & ending date: same as in organisation.
- Number of records: Means the number of records existing in the information source (database). 

Format: Number with a dot (.) separating thousands, millions, etc.

Example: EAUDOC has 170.000 records.

Reference: None

- Name of the record provider: same as in organisation.

- Name of the record update manager: same as in organisation.

- Last update: displayed automatically.

2.3.2. Update Info Source: same as 2.3.1.
2.3.3. Delete Info Source: same as 2.3.1.
2.3.4. Set geozones: 
Geographical area means: "Zone covered by the source of information" (for example: Algeria, Europe, the Mediterranean). Example: The EAUDOC geographical area covered is mainly France.
2.3.5. Set keywords: 

The keywords in use are, for the time being, those of the Universal Decimal Classification. It is used to help users when seeking for information in the interface of search.
2.4. Updating campaign
This function lists all the contacts that have an access right to update their records in the Thematic Directory. It allows sending them a message with their username and password so that they could check and correct the information if necessary.
Example: Algeria (Figures 2.1 & 2.2)
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Figure 2.1 Updating campaign example of Algeria: selecting a country

The user then has to select the contact and confirm it. So, a the following window displayed in Figure 3 appears.
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Figure 2.2 Updating campaign example of Algeria: sending an email

3. Search interface

This interface is accessible to every internet user (the parameterisation of the confidentiality level of internet options should be low for people facing problems of visualisation). 
There are 4 icons in the interface (see Figure 3):

1- The search of organisations

2- The search of contacts

3- The search of Information sources

4- The data management (which is accessible only for the Technical Unit, NFPs, and people having organisation rights).

There are different search levels: 

1- Simple search

2- Multi-criteria Search

3- Advanced search. 
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Figure 3 Search interface

3.1. Simple Search
This category is used to search for organisations, contacts or information sources.

In this category, a simple search is carried out by selecting firstly a country, then the name of the organisation, or the contact, or the information source. In the case of searching for an organisation, once a country is selected, a list of cities is automatically displayed. So, the user can select the city to optimise his results. 
The result of a simple search that leads to an organisation permits to the user to check also the associated contacts or information sources if it is the case.

3.2. Multi-criteria Search

This category permits more optimised search by means of the use of several search criteria. This category is made to search for organisations and also for information sources.
This category permits to search:

· By country, theme and type in the case of organisations search.

· By country, theme and language of access in the case of information sources search.
The user can select various fields at the same time in both cases.

· Country: The country of the organisation or the information source.
· Theme: It specifies EMWIS related area or areas in which an organization intervenes, or an information sources may include. These themes to be selected (you can select one or more) are the five topics of EMWIS: Institutions, Documentation, Training, Research and development & Data management. Another added theme is « parent » which should include organisations or information sources with several themes from the aforementioned ones.
· Type: An organisation must be attached to one, and only one, type of organizations. 
· Language of access: the language of the information sources.
3.3. Advanced Search

This category is available for contact search, and permits to optimise the search by means of the use of 4 criteria: 
1- By country

2- By Type

3- By EMWIS position

4- By Exchange language (French & English)

The user can select various fields at the same time in each criteria category.
Example: When searching for a contact in a Jordanian governmental institution as shown in Figure 4, we obtain the results shown in Figure 5.
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Figure 4 An advanced search example
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Figure 5 The results of an advanced search example
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� The SIRET number (14 figures) is formed (in this order) by 9 the figures of SIREN number and the 5 figures of NIC (Numéro Interne de Classement)


� Groupement Européen d'Intérêt Économique = European Economic Interest Group


� Institut National de la Statistique et des Études Économiques = National Institute for Statistics and Economic Studies
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