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A. Introduction 
 

Role: 

Community Managers are primarily responsible for manually moderating the user 

activities on the platform. 

They are responsible in managing the posts which are reported as spam, moderating 

any malicious activities that are being performed on the platform to obtain science 

coins, overviewing any suspicious activities or false transactions that are being 

recorded at the CMS level and making sure that the platform functions smoothly. 

 

Privileges: 

They have privileges to moderate the users via CMS, they receive notifications via 

emails upon creation of post, message board and so on 

 

Difference between Super Admin and Community Manager: 

Only a chosen set of options are available for Community Manager in the CMS while 

Super Admins have the master access to all the privileges. 

 

How to make an existing user as a community manager? 

• Super admin/Community manger should login and select the respective user to 

whom the Community Manager role must be assigned. 

• Enable Staff status and select the community manager role 1 

Below is the detailed step by step procedure: 

o Login as the Super Admin 

o Under OT ACCOUNT ->Select Users 
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• It opens list of all the Users logged into the platform. Select the user to whom 

the Community Manager role must be assigned. 

 

 

 

o Select the respective email Address 

 

 

 

In the newly opened window, scroll down to Permission Section. 
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o Enable the ‘Staff Status’ by checking in the checkbox. (This is to provide 

the user CMS login access) 

 

 

 

o In the Community Manager Type: Select ‘Community Manager-Role1’ 

 

o Click on Save. 

 

Note: To make any user as a community manager, they should first be a user on the 

platform. If they are new to the platform, admin should make sure to create a profile 

for them and then assign Community manager role as described above. 
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Basic Terminologies: 

Forums: 

It is a platform where ideas and views on various topics can be exchanged: 

 

 

 

 

 

 

 

 

 

 

 

Category Forum 

In the Picture: “Open Science” is 

the Category Forum 

 

Forums section 

Message Board 

In the Picture: “Internet of things” is 

the message board 
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Category Forum: As the name suggests, it is one of the categories in the forum 

section where discussions are classified based on categories. 

 In the above example: ‘Forums for Projects’, ‘Forums for technologies’ and ‘Open 

Science’ are different Category Forums 

Note: Category forum can be created only via the CMS and not the front end. 

Message Board/ Default Forum: It is the sub section of category Forum, where the 

discussion of categories gets narrowed down to specific topic. 

In the above example: In the category Forum ‘Open Science’, we have various 

Message Boards such as ‘Internet of Things’ and so on. 

Note: Whenever a message board gets created, it needs an approval from Community 

Manager/ Admin to appear on the Front end. 

Considering the above Example, let us understand other terms: 

In the Message board- “Internet of things”, we have various Posts and the replies to 

these posts are identified as Post reply 

 

 

 

 

 

 

 

Post 
  Post reply 

Message Board 
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B. Modules accessible by Community Manager:  
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1. MACHINA FORUM 

 

1.1 Forums 
 

Forums Module lists all the Category Forums and Message Boards (Default Forums) 

created on the Front end of the Website. 

 

Functionalities: 

o Search: All the category forums and Message boards which are listed on the 

platform can be searched based on name. 

o Quick Actions: Listed Forums can be arranged using Move Up and Move 

down buttons. 

 Sub forums may be added to each of the forum and can also perform Delete 

operation. 

How to create Category Forum? 

Step 1: Click on Add Forum button on top extreme right corner 
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Step 2: In the Forum Type – Select Category Forum. 

Parent: Must be kept as default (as shown in the image below).  

Note: Since Category Forum is the main building section for the forum, it does not 

have any parent linking. 

 

Step 3: Add the username in the Created by Section. 

In Category: Select the appropriate Category in the dropdown list which contains 

Copyright, Open, Patent, Trade Secrets. (This Category is stored in DB and does not 

reflect in the front end and would be used for future enhancements) 

Step 4: Add the Description. (Entered Description will be displayed upon 

hovering the cursor on the category forum in the front end and on click of it). 

In the description section apart from entering the text, images can also be uploaded. 

In Default Image: Upload an image which will act as logo for the Category Forum in 

the front End. 

Click on Save 
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How to create Default Forum/ Message Board? 

Step 1: Click on Add Forum 

 

 

Step 2: In the Forum Type – Select Default Forum. 

 

 

Parent:  Select the Category Forum from the drop-down list under which the current 

default forum must fall. 

Note: This links the default forum with the respective Category Forum. 

Step 3: Add a username in the Created by Section. 

In Category: Select the appropriate Category in the dropdown list which contains 

Copyright, Open, Patent, Trade Secrets. (This Category is stored in DB and does not 

reflect in the front end and will be used for the future enhancements) 

Step 4: Add the Description. 
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In Default Image: Upload an image which will act as logo for the Default Forum in the 

front End. 

Click on Save 

 

2. MACHINA: FORUM CONVERSATIONS 

 

2.1 Post Flags: 

 
Whenever a user reports the post in the front end, then the respective post gets 

removed from the Forum and lands in Post Flags Module for the scrutiny of Community 

Manager/Super Admin 

Note: The user who created the post does not have an option to report his own post 

 

The post can be reported for any of the below stated reasons: 

Nudity, Violence, Harassment, Self Injury, False information, spam, or something else 

(Where they can specify the reason for reporting). 
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In the post Flag module, community manager gets access to all the posts which were 

reported. 

Here Reported Posts are listed, and the community Manager gets the access to review 

them by clicking on each of the reported post. 

 

 



Community Manager Handbook Version 1.0 

Open Therapeutics Nov 18, 2022 

 

V2Soft Pvt. Ltd. Confidential 14 

 

Each reported post has the following information- 

Reported by- It indicates the user who reported the post 

Created- Displays the date and time of post creation. 

Reason to flag- Displays the reason which was selected to flag the post which 

includes Nudity, Violence, Harassment, Self Injury, False information, spam. 

Other reason: displays the reason entered by reporter to flag the post when they 

select the option ‘something else’(Where they have described the reason of flag) 

Reported Post: Displays the title of the reported post. 

Poster display name: It displays the user who created the post which was flagged.  

It additionally contains two links in which the first link redirects us to the profile page 

of the poster and the second link takes us to the CMS page where the poster’s entire 

user profile opens. 

Subject of reported post: Displays the Subject of the reported post. 

Content of the reported post: Displays the content of the post that is reported. 

 

There are 3 main functionalities that can be performed by community Manager 

in post Flag section: 
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Warn User:  

This functionality is used to warn the user to not post malicious content on the platform. 

When we click on Warn User button, A pop up box opens which shows: 

• Number of Warnings which had been sent to the user whose post was reported. 

Note: There are two ways by which Community manager can warn user  

1. In the Post flag section (CMS) via email  

2. In the Users Page (front end) via in-app messaging 

Henceforth, Number of Warning messages sent to the user displays total number of 

warnings received by the user over email and the in-app messaging. 

• Email Subject: Which would default be set to the Subject/Title of the Post and 

has an option to edit. 

• Custom message: A default warning message is auto populated to address the 

user to not post such content. This field is also kept open to edit. 
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Reinstate post: 

If the community manager feels that the post was genuine and was unnecessarily 

reported, then the community manager can reinstate the post i.e., the post would be 

unflagged and will appear back in the front end. Additionally, the respective entry in 

the post flag section would be deleted. 

 

 

 

Delete post: 

Upon the scrutiny of the community manager, if he/she feels that the post was 

inappropriate then the post can be deleted using this functionality. 

A confirmation page appears to double check if the post must really be deleted. Upon 

agreeing, the post would be deleted in the database (as a hard delete) as well as in 

the front end. (This post will never reappear on the platform)  
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2.2 Posts: 
 

This section lists all the posts and the respective post replies. 

 

The use case of this section is to search for the respective post or post reply and delete 

it from appearing in the front end. 
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3. OT ACCOUNT  

 

3.1 Blockchain activity logs 
 

It records the logs of the users and their respective activities for which they are being 

awarded with Science Coins. If there are any malicious logs which are found, then that 

can be moderated in this section (by blocking the state of the respective activity only 

and by deleting the activity if they feel it as malicious). Additionally, Community 

manager can analyse the activities of the users. 

 

 

By clicking on ID of the user listed in the activity logs, one can enter the User page, 

which lists Username, Token activity, Status, Flag to mark the activity as approved 

and other details. 

Community Manager is not required to alter any of the Table values. 

In Status field there are 5 states which are: 

o Pending – Transaction yet to be picked up by the Submission API. 

o Submitted –Initial submission to Block Chain from the Therapoid application.  

o Mined – Successful transaction submission to Block chain 

o Blocked – If the wallet address is invalid or if the wallet address is not present, 

then it is marked as Blocked. 
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o Failed – When the transaction is failed. 

 

 

 

Community Manager can delete the activity if he finds it malicious by using Delete 

button. 

 

 

Reward system on the platform 

The activities for which users are awarded with the Science Coins are: 
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o Flagged in-appropriate post 

If a user reports the post as inappropriate and upon the scrutiny of Community 

manager it gets deleted, then the reported user is awarded with 5 Science 

Coins 

 

o Listed assets to share 

If a user has listed assets to share on the platform, then 500 science coins will 

be awarded. 

 

o Uploading manuscript to the Manuscript section 

When Manuscript is uploaded and has been approved by the Community 

manager, then user receives 1500 science coins 

 

Note: When a user uploads a manuscript, email is fired to the community 

managers and the admins. They validate it and award the SCI once 

transactions are submitted. (This is the moderation mechanism) 

 

o Forum Post Reaction 

If a post in forum gets 5 likes, then the user who posted the post gets 25 science 

coins. Additionally for every mod 5 likes (i.e., for multiples of 5) 25 science coins 

each will be awarded. 

 

o Awarding for grant vote 

If a proposal submitted to the platform receives votes from the users, then the 

user who submitted the proposal receives 500 Science Coins for each of the 

vote received. 

 

o Getting new registrants (referral) 

When a referral user joins the platform and completes his/her profile section, 

then user who referred is rewarded with 100 Science Coins 

 

o Registration 

Upon successful registration, 350 Science coins are awarded 

 

o Profile is completed. Upload from ORCID, LinkedIn etc permitted 

Once the profile is completed and upload from ORCID, LinkedIn etc are 

permitted, then 400 Science Coins are awarded. 

 

3.2 Management groups 
 
This section provides an opportunity to group a set of users and provide them with 
certain application-level privileges. 
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Module preferences can be set using Management groups. 
 
For example: If a particular user wants Technologies module to show up in their 
logged-in home page, then community manager can help them get the module by 
adding the respective user in ‘can_view_technologies’ management group. 
 
Similarly modules such as Projects, Manuscripts, Lab Equipments and Grants can 
be enabled to the users by adding them into the respective groups in Management 
group section. 
 

 
 
To add a user in the Management Group: 

o Select a Programmatic key  
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o Click on Show in User Account Management Group Relationships. It 

displays all the users in the respective Management Group. 

 

o To Add a new user to this Management Group, Click on Add another User 

account management group relationship, and add the required user. 

 

 

o Management Group can be deleted using the Delete button on the bottom of 

the page. (Note: It’s advisable not to delete the Management groups) 

 

3.3 Newsletter subscribed users- Analytics 
 

This section contains the list of users who have subscribed to the Newsletter at the 

time of registration.  

Community Manager can use this data for Analysis purposes. 

It has the following functionalities: 
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o To copy the data 

o To save the data in CSV, Excel and PDF format 

o To print the data 

 

 

 

3.4 Registrations 

 

Users’ registration status and details are listed in this section. 

Search functionality can be used to search for the user. Community Manager would 

be able to track a respective user and check the status of him/her completing the 

profile and the state of registration they are in, which are: 

1. Initialized state: When a user enters his/her Email Address and clicks on Join us 

2. Pending Approval state: When a user enters the portal through the registration 

confirmation link sent via Email and submits the necessary details  

3. Declined TOS state: When a user declines Terms of Services during registration. 

4. Completed state: When a user completes the profile page. 

5. Cancelled by user state: This status is conferred upon the user in the following 

scenario- 

A user enters his/her Email Address and Clicks on 'Join us’. 

Furthermore, this user does not complete Email id confirmation by clicking on the 

registration confirmation link sent via Email. 

If this user tries to register with the same email-id, then the following Registration 

Reinitialize screen appears: 
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In the Options if the user selects Cancel this Registration, then his status is stored in 

Cancelled by User. 

  

 

Filters can be used to search the users based on the year of creation and the state of 

registration.  

Additionally, users can be deleted by using delete option in the respective user page. 
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3.5 Users 
 

List of all the users who have completed their registration by providing all the required 

details and updated their respective profiles are listed here. 

 

 

Various Account Functionalities which are accommodated in this section are: 

➢ View summary: It displays all the tables which has user values  
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➢ View profile: Displays the profile of the user on the platform 

 

➢ Warn:  Warn feature can be used to send warning message to the user 

via Email and in app notification.  

Email subject – would be the subject of the Email 

Custom message – would be the content of the Email. 

Additionally, Community manager can track the total number of warning 

messages sent out to the respective user via Email and in-app message. 
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➢ Delete User: It can be used to delete the user from the platform. 

 

 

Upon deletion of the user, the user display name will be shown as striked name in 

CMS and in the profile page of the user.  
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Note: Deletion basically means to inactivate the user and restricting the login access 

provided to the system. 

 

 

 

Other than these functionalities, upon clicking the User display name, it displays the 

user details. 

 



Community Manager Handbook Version 1.0 

Open Therapeutics Nov 18, 2022 

 

V2Soft Pvt. Ltd. Confidential 29 

 

 

Furthermore, A community manager can assign any user with Community manager 

privilege by enabling the Staff status and selecting the Community manager role 1 

(Detailed explanation of how to make a user as Community manager is explained 

previously in Pg. 3 ) 

 

4. OT GRANT 
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4.1 Grants 
All the grants which are created on the platform are listed in this section. There is an 

option to add and delete the grant from CMS level using this module. 

 

 

Grant can be created by clicking on the Add Grant button on the top right end of the 

Grants page and filling in the necessary details. 

 

Note: 

• Slug- Provide the title name as a value with spaces replaced with ‘_’ or ‘-’. 

• Approved – When Admin / Community Manager adds the grant from backend, 

Approved flag must be checked. 

For the grants created by normal user, approval is via Admin or Community 

Manager.  



Community Manager Handbook Version 1.0 

Open Therapeutics Nov 18, 2022 

 

V2Soft Pvt. Ltd. Confidential 31 

• Technology/ Project restriction: There are three options available to allow 

the submissions of proposals - 

o Anyone may submit the proposal 

o Only selected Technologies may submit proposals 

o Only selected projects may submit proposals 

 

 

 

 

 

When ‘Only selected Technologies may submit’ proposals is selected then a 

additional field appears to enter the Technology to which the proposals have be 

restricted 

 

 

Similarly, when ‘Only selected Projects may submit’ proposals is selected then a 

additional field appears to enter the Projects to which the proposals have be restricted 

 

Next we have fields to enter Grant Proposal Start and End timings during which users 

can submit their proposals to avail the Grant. 
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Once the proposals have been submitted, users can cast their votes to the submitted 

proposals.  The start and end date & timings of the voting period can be set in the 

respective Voting start and Voting End fields. 

 

 

• Voter Anonymity: 

There are three options available- 

o Votes of the users can be shown in the platform 

o Voters can choose if they want to be anonymous or not 

o Voters to remain anonymous while they cast their votes 

Additionally, there is a checkbox to choose if the voting results are to be displayed as 

public  
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• Content can be added for the Grant and Content format needs to be specified 

(for Ex: HTML or Text) 

• Grant Files: Files supporting the raised grant can be uploaded in this section. 

(Only PDF format is supported). The uploaded files will be displayed in the front 

end and the users will have an option to download them. 

  

 

 

 

 

Awarding of the Grants through CMS: 

Steps- 

o Select a Grant from the list 

 

 

o Scroll down to Awards Section. In the Grant Proposal, choose the proposal 

for which the Award must be conferred. Enter the Amount and click on Save 
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4.2 User applied for grants 
This section is used to track the list of users who are willing to submit the proposal to 

a grant for which they are not eligible. 

(For ex: If the Grant is restricted to a specific Project or Technology and a user who is 

not part of the respective Project or Technology is interested to submit the proposal 

for the Grant, then those requests are tracked here) 

 

 

 

5. OT PREPRINT 
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5.1 Preprint manuscripts 
 

It contains the list of all the Manuscripts uploaded in the front end of the platform in 

Knowledge Uploads section.  

Note: Manuscripts section in the front end is renamed as Knowledge Uploads and 

the respective content uploaded in it would be recorded here. 

 

Functionalities involve edit and delete the manuscripts from the back end using this 

module. 

 

The main functionality is to add the new versions to the Manuscripts. 

Steps: 

o Select a Manuscript from the list 

o Scroll down to select Add Another Version 
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o Fill in the necessary details and save. 
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o The latest version will now be updated. 

o At any point of time, Latest version can be updated by selecting the respective 

parent Manuscript and the version to be updated. 
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5.2 Versions 
 

It lists all the versions which are created under the Parent Manuscripts. 
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6. OT PROJECT 

 

6.1 Memberships 
 

It lists the members of respective Projects.  

 

 

Memberships are the members of the Project who have been conferred with special 

privileges to perform certain actions. 

Currently there are three roles for the members of the Project which are: 

Project Leader, Project Manager and Project Moderator. At present all the three 

roles have same functionality i.e., to edit, update or delete the Project related 

information. 

Additionally, any user can be made part of the membership group without assigning 

any role. Such users cannot explicitly have any membership privileges as to edit, 

update or delete the project information but they have the access to apply for any of 

the grant which is raised in the respective Project. 
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6.2 Projects 
 

It lists all the Projects that have been created in the Platform. 
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Functionalities such as searching for the project, flagging it as active or inactive, 

editing Project related information, adding members to the Project, and allotting them 

with certain roles can all be accomplished in this section. 

 

 

 

 

 

7. OT TECH 
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7.1 Technologies 
 

It lists all the Technologies that have been created in the Platform. 

 

 

 

Functionalities such as searching for the Technology, flagging it as active or inactive, 

editing Technology related information, adding members to the Technology and 

allotting them with certain roles can all be accomplished in this section. 

 

 

Currently there are three roles for the members of the Technology which are: 

Innovator, Manager and Moderator. At present all the three roles have same 

functionality i.e., to edit, update or delete the technology related information. 
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Additionally, any user can be made part of the membership group without assigning 

any role. Such users cannot explicitly have any membership privileges as to edit, 

update or delete the technology related information but they have the access to 

apply for any of the grant which is raised in the respective Technology. 

 

 

C. Email notifications received by Community Manager 
 

Community managers receive notifications upon creation of Message boards, Posts 

and Manuscripts on the platform. Additionally, notifications are received when users 

report the posts and manuscripts listed on the platform. 

1. When a user creates message boards - Admin/Community Manager will 

receive a mail which contains information about the respective user’s display 

name, full name and his/her email id. 

 

 

Additionally, it contains link to forum section in the CMS. (Approve, reject and the 

other link mentioned in the email will redirect to this same page) 
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Only when Admin/Community Manager checks the Approved and click on SAVE 

will the created Message board be shown on the front end of Open Therapoid. 

 

2. When a user creates a post - Admin/Community Manager will receive a mail 

which contains information about the respective user and his/her email id, title 

of the post and the message board under which the post was created.  
 

 

 

Additionally, mail contains following links: 

 

o Poster’s profile link: which redirects to the profile page of the user who 

created the post in the front end of application. 
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o Posted link: which redirects to the post in the front end of the 

application. 

 

o Post CMS link: which redirects to the Posts section in CMS where the 

Community manger/Admin can view the complete information about the 

post and chose to make the changes  
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o Warn poster: which redirects to the users page in CMS of the respective 

poster. 

There are four options at the discretion of Admin/Community Manager which 

are  

✓ View Summary 

✓ View Profile 

✓ Warn 

✓ Delete user 

(Explanation of these four options are provided in Page 25) 

 

 

3. When a user uploads the Manuscript - Admin/Community Manager will 

receive a mail which contains information about the user and title of the 

manuscript. 

 

Additionally, mail contains the following links: 

o Content link: which redirects to the manuscript uploaded in the front end. 
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o A link to redirect the Admin/Community Manager to the Manuscripts 

section in CMS  

 

 

 

To award science coins to the uploaded Manuscript,  Admin/Community Manager 

needs to check the Award SCI for uploading the content and click on Save. 

Note: Only when Admin/ Community Manager enables the check on the Award SCI 

for uploading the content will the user who uploaded the manuscript be able to 

receive the Science coins. (This feature is added for moderation purpose) 

 

 

 

 


