
User 
Guide



Civis is an interactive, collaborative platform that allows you to 
access information and include materials and content of interest to 
citizen science.

This User Guide will help you with some tips on how to use, better 
enjoy, and contribute to Civis content.
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1. Choose your language

Choose your desired language in the top right menu.

The website’s entire structure will now be in the language you have selected, except 
content submitted by the Community, which will remain in the language of submission.
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2. Create your Civis Account

Civis relies on everyone’s contribution to become an environment for knowledge and 
learning. If you wish to collaborate with and be a part of this community by submitting 
content to the platform, you will need to register.

Click on the “Create Account” button in the top right menu and fill out the information 
requested in the registration form. You will receive a link to confirm your registration 
followed by access to your Civis account.

https://civis.ibict.br/signup/
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3. Edit Your Profile

a. Accessing Your Profile

After you log in, click on the doll icon you will find in the top right menu. Choose the option 
“My Area.”

b. Accessing Your Profile

Click on “Edit Profile” on your Profile page.

https://civis.ibict.br/users/me/
https://civis.ibict.br/users/me/edit/
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Fill out the information requested in the form, upload your photo (in a .gif, .jpeg, or .png 
format), and save.



User Guide

.07

1. Choose your language

2. Create your Civis Account

3. Edit Your Profile

4. Perform Searches

5. Submit new  
content to Civis

c. How to Make Your Profile Public

You can make your Profile visible to the Civis user community by accessing your “Privacy 
Centre”.

Next, click on the option “Make my Profile visible” by ticking the option in the selection box. 
You don’t need to press save in this step.

https://civis.ibict.br/users/me/privacy
https://civis.ibict.br/users/me/privacy
https://civis.ibict.br/users/me/privacy
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4. Perform Searches

a. Search options

You can search content in Civis by using Search in the top menu (option 1), or the search bar 
with a magnifying glass found at the middle of the page (option 2)

1

2

b. Search 

If you choose option one, you will perform a search by using one of six categories 
of registered data already included in the Platform (Projects, Resources, Training, 
Organisations, Platform, Users), either by name or keyword.

In option 2, the search will be performed over the entire Platform.

The results will be shown by category in both cases:

https://civis.ibict.br/projects
https://civis.ibict.br/resources
https://civis.ibict.br/training_resources
https://civis.ibict.br/organisations
https://civis.ibict.br/platforms
https://civis.ibict.br/users/
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c. Refine the results

Each category has its search filters.
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5. Submit new content 
to Civis

a. Opening the submission menu 

To open the submission menu, click on “New Submission” in the top right menu after you log in.

b. Choose the type of content 

Choose the desired content option to 
open the respective form submission.
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c. Filling out the form

Fill out as many fields as possible in the form, with close attention to the mandatory fields 
indicated with an asterisk:
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d. Saving information 

After you fill out the form, look for the “Save and Continue Editing” button, available at the 
end of each session. This lowers the risk of losing what has already been completed in the 
event of an instability of your connection, or the platform itself.
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e. Attach Images

Attaching an image that is related to the registered content is a major step. It can be a logo, a 
drawing, or a photo.

Formats: The platform only accepts .gif, .jpeg, and .png image file formats.

Dimensions: Logo or thumbnail profile photos should be 600 x 400 pixels in size, while profile 
headers should be 1100 x 400 pixels.

We recommend that the images used follow these standards to guarantee quality previews 
on the platform. There is an array of easily available image editing programs where you can 
improve the quality of the image you have selected.

• �Example of a profile icon with the 
correct size of 600 x 400 pixels.

• �Example of a profile icon image that is larger 
than 600 x 400 pixels.
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• �Example of a profile header image 
that is the correct size of 1100 x 1400 
pixels.

• �Example of a profile header with an 
image larger than 1100 x 400 pixels.

f. How to indicate a location on the map (restricted to Projects, and 
Organisations)

To indicate the location of your Project, or Organisation on the map:

Mark it on the map. 
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or

(b) Type the name of the city, state, and/or region and the country in the corresponding field 
by selecting among the provided options.
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