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WHAT’S PAMOJA? 

INTRANET & 
EXTRANET 

of HELVETAS Swiss 
Intercooperation. 

WIKI-INTRANET:           
co-created by all

Online platform for 
SHARING & 

EXCHANGING
amongst 

all staff and external 
partners

PAMOJA means
TOGETHER 

in Swahili Language

AVAILABLE ONLINE 
from anywhere: 

https://pamoja.helvetas.org

Link available at 
www.helvetas.org

Pamoja is a closed website, 
non-indexed by search engines 
(e.g.it can’t be found through a 

google search) 

https://pamoja.helvetas.org/
http://www.helvetas.org/


Content of this presentation

In this presentation:

• Tour through Pamoja homepage 
• Extranet
• Search Engine
• Personal Profile
• Discussion Forums
• Document Management
• Blogposts
• Following a page
• How to get support
• End/Find this file online



PAMOJA Homepage
See the latest actions
of users, including
yours. 
Note: you will  only see those of
the pages and spaces to which
you have access (some
spaces/pages are restricted)

See «News (also known as Blogposts» of the
organization
Anyone can publish blogposts. To do it, go to your Country or Team 
space, and click “Create” > “Blogpost”. A tutorial is available right in 
the homepage below the slider. 



PAMOJA Homepage

Temporary Buttons for specific
events / activities

Corporate tools
(organisational documents, photo 
database, access to webmail, etc.)



PAMOJA Homepage
To see Countries Working Spaces



PAMOJA Homepage
To see Departments Working Spaces (in 
Switzerland)



PAMOJA Homepage
See «Initiatives» 

The Spaces under
«Initiatives» are
interdepartamental, and 
might be of relevance
for all staff globally.



PAMOJA Homepage

These are direct links to the
public sites of the
organization, including the
country sites.

Link to «Public Websites» 



PAMOJA – Extranet Homepage
Access the extranet
through this button



PAMOJA – Extranet Homepage
The extranet gives you the

opportunity to create
online spaces for your

projects, where you can
collaborate with partners
and staff involved in your

project, making use of 
many tools: common
calendars, document
management, forums, 

members and contact lists, 
etc.

Each space is only visible to the 
staff and partners that you decide, 

and as space manager you can have 
absolute power over its services 

and access. 

This is a list of some project spaces, 
which are used by some staff and 
their project partners, consultants 

or external stakeholders.

To create one, contact us at 
pamoja@Helvetas.org

mailto:pamoja@Helvetas.org


PAMOJA – Extranet example
This is the homepage of an Extranet Space for the
Eastern Europe Unit, for an specific project



PAMOJA – Extranet example

The Space Manager 
and team decides the
type of sections and
functions needed.
The whole space can be
always adapted and changed.

https://pamoja.helvetas.org/display/yepee

The space has an specific web address, which is shared with the external partners.
Each partner receives a Pamoja-user account, which has restricted access to this specific space.



PAMOJA – How to search and find

The «Search Engine» is
always visible on the top-right
corner of Pamoja



PAMOJA – How to search and find
Type a word and don’t press enter, automatically the most
popular results will appear below, e.g. we typed
«agriculture» and it shows the pages, documents, spaces
matching the word agriculture.

Pamoja Pages

Documents

Spaces

If you hit enter, all the results
will appear (next screen)



PAMOJA – How to search and find

There are 5'407 items 
which include the word 
«Agriculture» in Pamoja 
(pages, documents, 
spaces, etc.)



PAMOJA – How to find people

1. Go to menu “People”

2. Type key word (name,
location, job). The results will 
show every person that has that 
word in their profile. E.g. if you 
look for “Guatemala” it will show 
everyone who has “Guatemala” 
as location, or has “Guatemala” 
written in their description 
(“about me”) section

3. Use the filters if
to refine your 
search, e.g. add 
filter “country” and 
type “Guatemala” 
and you will get the 
results only of the 
people who have 
“Guatemala” as 
location. 



PAMOJA – Your profile
To see your profile:
Click on your name
and then «profile»



PAMOJA – Your profile

See a list of your recent
activities in Pamoja 

Edit your profile: fill out the
«about me» and «thematic
interests»

Add a profile
photo



PAMOJA – Discussion Forum Example

Example of the
Homepage of a Forum 

A Pamoja Forum allows you to create and manage multiple 
topics for discussion and exchange.



PAMOJA – Discussion Forum Example

See who is the author, 
and who has commented

A Forum homepage
displays one or
several topics for
discussion or
exchange

Click on a topic to see the
content and participate

Add your
own topic



PAMOJA – Discussion Forum Example
This is an example of the inside of a topic in a Forum. 
A topic can collect feedback on a thematic issue, 
a document, exchange of experiences, ideas, etc.

To participate, click
«Add Comment» 



PAMOJA – Discussion Forum via email

The settings of subscriptions are
defined through a button in the
Forum Homepage

Users can also subscribe (or be subscribed by the facilitator) to a forum, 
to participate via email.
Particpants will receive an email notification when a new «topic» is crated, and when a «comment» is
added to a topic.

NOT ALL FORUMS HAVE THIS FUNCTION. 
If you are interested in adding this this funcionality to

your forum, please contact pamoja@helvetas.org



PAMOJA – Organizational documents (OHB)

The OHB / Organizational Handbook: find organisational documents

Access the OHB 
here



PAMOJA – Document Management
Examples of in-built documents or libraries

Each team, department or country can create pages or sections where they can
upload and organize working and reference documents,  according to their needs

For support to build a 
library, please contact
pamoja@helvetas.org 



PAMOJA – Blog Posts (News) 

Blogpost can be created by any
Pamoja user, and they are listed in 
the homepage as «News»

Blogposts are a 
good tool to:
• invite colleagues to 

participate in a forum, 
• launch a discussion, 
• invite users to provide 

feedback on a 
document,

• open a voting page or 
poll,

• call attention for a 
specific page for 
dissemination purposes, 

• etc. 



PAMOJA – Follow a page
Every users has the possibility to follow any page in Pamoja

Every page has an «envelope» and a «star» above the page title



PAMOJA – Follow a page

Click on the envelope to «watch» the page, 
and receive an email notification when the
page is edited, or when a comment is added.

Click on the star to mark a page as «favorite»

The page will be listed under the
tab «My Favorites» in your Pamoja 
Homepage.

The envelope is activated by default when 
you add a comment to a page, but you can 
de-activate it before saving the comment. 

PLEASE NOTE:



PAMOJA Support
Find support on pamoja issues, and
other services within the
organization



PAMOJA Support
Trainings, Tutorials, quick intros, 
support and more

Spanish and French help pages



This file, handouts and guidelines for facilitators providing a Pamoja intro training are available online at:
https://pamoja.helvetas.org/display/help/PAMOJA+Quick+intro+-self+learning

https://pamoja.helvetas.org/display/help/PAMOJA+Quick+intro+-self+learning
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