
Digital Participatory Budgeting Programme 

Go to Administration.

Scroll down to 
message to 
users and 
click in 
Newsletters.
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Digital Participatory Budgeting Programme 

You can create a new 
newsletter that will send 
out to users. This is a good 
way to communicate with 
people who have registered 
on your site, particularly if 
you have a vote or an event 
coming up, or you would 
like to share the outcomes. 

You can chose to send it to which recipients you 
want; there are some groups already created to make 
it easier.
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Digital Participatory Budgeting Programme 

In system emails you can see some general email/
notification templates that are already created, you 
can view and edit these.

Scroll to site 
content.
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Digital Participatory Budgeting Programme 

Here is what you see on the main page. You 
can edit, delete or create new headers here.
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Digital Participatory Budgeting Programme 

You can see 
this is the 
image that's 
on the main 
site but it can 
be removed or 
edited.

You can also edit and create new cards with 
new information by clicking create card.
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Digital Participatory Budgeting Programme 

You can add text, 
images and links to 
other websites/direct 
information. It could 
be worth testing this 
to make sure you 
have the hang of it.

Once you've created 
a card you should 
get a notification at 
the top of the page.
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Digital Participatory Budgeting Programme 

On the main site you can see our new card 
test is now live and you can play about and 
work out where cards you create will appear.

In custom 
pages you can 
see there are 
already some 
created for 
you but you 
can go into 
these, edit or 
delete.
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Digital Participatory Budgeting Programme 

If you decide to create a new custom page, make sure 
you click 'published' and type in all fields including 
the slug button (which is just another description 
field) for it to appear on the main site.
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You can see below that 
the test guidelines are 
now a new custom page.
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Digital Participatory Budgeting Programme 

Here you can see it on the 
main site under 'other 
information of interest'.
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Digital Participatory Budgeting Programme 

You can also create custom banners and 
information texts around each of the 
headings or topics on your site.

Here you can see some of 
the options that you can edit 
but keep in mind these have 
been created already and so 
might not require much 
editing.
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Digital Participatory Budgeting Programme 

There is a list under each 
category or information text 
of what text will pop up on 
the main site. If you plan on 
changing any of this it is 
worth playing about with the 
site to work out exactly 
where each section of 
information/text is popping 
up on the main site.
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In Admin you can also see 
what is being moderated in 
this drop-down menu here.

If you click into 
moderator 
activity you can 
see who has 
moderated what.
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Digital Participatory Budgeting Programme 

If you click into profiles this is each 
of the roles that are optional to use 
when running a process through 
consul. Administrators have the 
most rights, moderators are there to 
help facilitate and manage online 
engagement activity, valuators or 
evaluators are there to check any 
proposals to see if they are feasible 
and to provide feedback to users. 
Officials could also be elected 
representatives but this is designed 
to be optional, to help delegate the 
work amongst an organisation and 
to help you manage your process. 

If you click in user you can also search for a name 
and you will find their email or other information.
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Digital Participatory Budgeting Programme 

Click into Global settings and go to 
Map configuration. Here you can set 
co-ordinates for your locality and a 
map to be uploaded onto the main site.
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In Global settings there is also a Custom 
images function, which lets you upload your 
own social media or map images.
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You might decide to do 
an offline/online voting 
process. You can create 
a list of locations of 
where and when to go to 
vote in person, which 
can be displayed on the 
site. This is particulalry 
useful for those who are 
voting online to spread 
the word to friends and 
family who might prefer 
voting in person.
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In Management, there is the option 
to manually create or upload 
proposals. This is useful if you are 
already collecting proposals via 
email/paper version and need to 
upload them onto the site.

There is also a send invitations 
function here which is another way 
of contacting users or people to 
encourage them to come to the 
platform. 

19




