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Introduction

This guide will introduce you to all the features available in the CECAM event management tool. The
guide is a living document and we look forward to improving it based on your experience and input. If
you have specific questions, please email the CECAM Event Manager at aude.failletaz@epfl.ch.

Before going into further details, please note that adding abstracts and building the program require
steps to be performed in a specific order. The sequence that needs to be followed is:

1. Accept participants

2. |dentify speakers

3. Add or accept abstracts

4. Create program

The rest of the management actions for your event can be performed in any order.

Accessing your event

To access the event you are organising, login with your CECAM credentials here. Once logged in, you will
land on your Dashboard. Go to the section “My upcoming events as an organiser” and click on the pencil
at the right of the table.

== Dashboard
Dashboard

B My Proposals

My upcoming events as an organiser

E Events
Id Workshop Name Location Type Date Organizers Status
My events as an organiser Testing workshop CECAM-Lugano, Switzerland Flagship Workshop 2025-03-04 Bogdan Alexandru Nichita Attending ,‘
2025-03-07 Sara Bonella
979 Mathalie Carminati
My events as a participant Bogdan Nichita

Ella Faillétaz

All upcoming events

Details tab

In this tab you can see the general information and the description of your event. The content you'll see
upon first entry is based on the accepted proposal. You can modify it via the Edit Details button (see
below).

Basic information & description

In this section, you can modify the title, the logo, the event configuration, the location, the dates, the
registration deadline and the description of your event.

The title, dates, location, description and references will be displayed on your event’s public webpage.


mailto:aude.failletaz@epfl.ch
https://members.cecam.org/login

e CECAIM

‘ Centre Européen de Calcul Atomique et Moléculaire

To edit any information, click on “Edit Details” and a pop-up window will open.

Details Participants

Edit Details

Basic Info

First, to change the title, simply write the new name in the box “Title”.

To change the logo, click on “Choose file” and select the file you would like to upload. Valid formats are
jpg, png and gif, and the maximum size of the logo is 500KB. You can delete an existing file by clicking on
“Delete file” and verify the image you have uploaded by clicking on “View file”.

Basic Info
Title * Test_Aude_Failletaz
Logo Choose file | No file chosen @

 View file ] Delotefile |

You also can upload it again above

If your event cannot take place on-site or if you would like to include on-line participants to your in-
person workshop, you can change the configuration of your event by ticking the corresponding radio
button:

e On-site: all participants are attending the meeting in-person

o Hybrid: participants and speakers are joining both on-line and in-person

® On-line: all participants are attending the meeting remotely

Event

Onsit Hybrid onli
Configuration @ Onsite (O Hybri O Online

To change the dates, simply click on the start/end box and select the correct date in the calendar.

Timing
Start date 07-02-2022|
End date
Su Mo Tu We Th Fr Sa
Please provide a regi 1 2 3 4 5 the start of the workshop.
Registration 6 8 9
deadline
. e
4 0
A9 69,
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You can also change the deadline for registrations by clicking on the box “Registration deadline” and
choosing the date in the calendar. As a default, this date is set for 4 weeks before the start of the event
(which is the deadline we recommend for in-person events). For on-line participation however, closing
the registration a couple of days before is usually sufficient.

If you would like to update the description (for example add any information for future applicants), scroll
down in the pop-up window until “Event description”. Note that this text is generated directly from the
proposal that you submitted and changes may be necessary. You add text by writing in the description
box or modify the text format with the editing tools on top of the text box.
To add references, enter the DOI reference in the “DOI Name” text box and click on “Add a key
reference”. Please do not enter references in other ways, as they will not be properly formatted when

displayed.

Click on “Save” when finished.

Event description

Description

References

DOI Name
(2.9.10.1000(xyz124))

- e ™M = Q)| @ Source

B I & x x|L|;

1

Styles - | MNormal - 2

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Donec dapibus
ipsum ac consequat lacinia. Etiam in purus tempor, pellentesque arcu nec,
suscipit arcu. Aenean ligula tortor, auctor eu velit sed, ornare feugiat nisl.
Quisgue tortor una, venenatis et dictum eu, ultricies eu magna. Morbi eros
magna, facilisis at ligula vitae, dictumn lacinia elit. Proin efficitur mauris eu
metus pretium bibendum. Proin condimentum facilisis tortor, eget sagittis
magna pulvinar quis. Pellentesque vehicula, ex sed finibus placerat, lacus
sem tempor arcu, quis tincidunt diam metus id dolor. Morbi hendrerit aliquet
erat, id maximus ligula scelensque ut. Suspendisse nisl ex, congue sit amet

body p

Add a key reference
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Participants tab

In the "Participants" tab, you can manage the organisers’ and attendees’ participation. You can also add
other organisers if they have not been entered by CECAM. If need be, a coordinator, i.e. someone who
will help you with administrative tasks but not who will not attend the meeting, can also be added.

Opt-in / Opt-out of applications’ notifications

Organisers and coordinators (with the exception of Node Directors) receive an email each time a
potential participant submits their application. It is however possible to deactivate (or reactivate) these
notifications for each of the organisers and coordinators individually.

Click on the three dots in the “Actions” column for the person you would like to deactivate (or reactivate)
this option for and on “Manage organiser/coordinator”.

Details Participants Abstracts [ poster & talk ) Program Hotel Documents Additional sponsor Tools My participation Event homepage
Organisers
Id Hame Affilliation Country Status Attendance type Suppork Spoaker Actions

2 Ella Fallétaz Blutieres University Swtzerland Atterding ansite
# Menage organiser
1 Bogdan Nichita EPFL Bwitzerland Atterding arline

2, attending - ansite

3, attending - anline I

n Remove

This will open a pop-up window, including a radio button called “Get email from applicants?”. As
mentioned above, “Yes” will be ticked by default for organisers and coordinators, with the exception of
Node Directors, for which “No” will be ticked.

To stop receiving the emails, click “No” and save. To activate the notifications tick “Yes” and save.

Manage organiser o

Mame : Ella Faillétaz

Country : Switzerland

Affiliation : Glutieres University

Iz the affiliation correct? If not you can modify it here.

Speaker ) Yes @ Mo

Get email from W""’_
h{ M
applicants? ® Yes O Mo
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View applications

To review applications and select the participants you would like to accept for your event, you can see
the contents of their application by clicking on the three dots in the “Actions” column and then on “View

Application”.

Participants

Claar all filters

Filter participants by status Filter participants by attendance type

Search:
1 Attendance Acceptance/rejection
Hame Affiliation Country Status type wmail sent Support Speaker Actions
Aude Failotaz | EPFL Switzerand Accepted onsite Panding

/ Manage participant

Bogdan EPFL Switzerland Not accepted onsite © @ view application

2 Alexandruy
Nichita 2, Accept - onsite

», hecept - online
Showing 1to 2 of 2 anfries - "

*_{Q Reject
° Remove

B send email

B send acceptance emall

{5 waiting I

This will open a pop-up window including the name, affiliation, motivation (if any) and message (if any)

for each applicant. If your event is a school, then the link to the CV will also be displayed here.
This regroups the same information as received by email upon each application.

View application b4

Hame : Aude Failletaz

Country : Switzerland

Affiliation : EFFL

Is the affiliation comect? If not you can contact the participant here.

Motivation :
Message :
GV : CV not provided
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Accept/reject applications

Applications received through the CECAM website will be listed under the “Participants” section and
their status will appear as "waiting" by default. You can accept or reject applications by clicking on the
three dots at the right of the table and selecting "Accept" or "Reject". Depending on the configuration
of your event, the “Accept” button will mention “on-site” or “on-line”.

Participants

Clear all filters

Filter participants by status

Select status

'm

Search:
1d - o .
Name Affiliation Country Status type email sent Support Spoaker Actions
P
1 Guy Byron CECAM Switzerland Waiting onsite ‘ : ,
Bogdan EPFL Switzerland Waiting onsite
2 Alexandru /‘ Manage participant
Nichita
.
Showing 1to 2 of 2 entries

,.,, Accept - onsite —
< @ Waiting
}{. Reject I

° Remove

Send email
Send acceptance email

Send rejection email

The status of the participant will automatically be updated according to your choice and a pop-up
window will open with a template of acceptance or rejection email. A default text for the email is
proposed. Please read it and ensure you agree with its content. You can modify the text of the email and
add recipients in cc before sending it to the participant.

Send Mail

Header
From*

Reply To

cc

BCC

Subject

Body
Your message

helpdesk@cecam.org

aude failletaz@me.com

guy.byron@epfl.ch

cc

BCC

[CECAM] Participation to the Flagship Workshop: "Testing workst

(B |mo M @M Q| E| B S

B I § % x| L|i= = iz |9
Styles - | Format - 2
Dear Guy Byron,

We are pleased to inform you that the organizers of the Flagship Workshop
“Testing workshop" taking place on 04th Mar 2025 to 07th Mar 2025 at
CECAM-Lugano, Switzerland have added you to the list of accepted
attendees for this event. Your attendance will be onsite.

To manage the details of your participation please visit our CECAM website
(https://www.cecam.org). If you already have a CECAM account, please
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Once the email is sent to the participant, a green tick will appear in the column “Acceptance/rejection
email sent”.

Attendance Acceptance/rejection
Name Affiliation Country Status type email sent Support Speaker Actions

1 Guy Byron CECAM Switzerland Accepted onsite @ Supported

Accepted participants automatically appear in the public participant list on the website.

Accept/reject multiple participants

If you would like to accept or reject multiple participants at the same time, select the participants by
ticking the corresponding box at the left of the table.

Attendance

Id Name Affiliation Country Status type
D EFFL Switzerland Accepted onsite
2 EFFL Switzerland Accepted onsite

Then, scroll down to the bottom of the table and select “Accept” or “Reject” in the “Action” drop-down
menu.

Showing 1to 2 of 2 entries

Action v @
Make speaker U

Accept onsite
Reject

This will change the status of all selected participants and will open a pop-up window with the
acceptance/rejection template, as explained above for the individual acceptance/rejection process.
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Add participants

Individual participant

If you would like to add a participant that has not applied yet, click on "Add a participant".

Participants

Clear all filters

Filter participants by status

Select status

Attendance

Search:

Acceptance/rejection

Name Affillation Country Status type Support Speaker Actions
1 Guy Byron CECAM Switzerland Waiting onsite
Bogdan EPFL Switzerland Waiting onsite
2 Alexandru
Nichita
Showing 1to 2 of 2 entries

\

A pop-up window will open. Fill in the First name and/or Family name and click on “Search”.

If the icon before the profile is a person & that means the account is active. If it is an envelope B4 that
means the account has not been reactivated yet. If you see 2 accounts for the same participant, please
choose the one with a person icon. If the participant you are looking for only has an inactive account,
you can still select it, he/she will receive the link to reactivate her/his profile in the acceptance email
you will send at the next step.

10
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Once you have selected the corresponding profile, click on “Use selected”.

Add a participant from database

First name *

Family name *

Aude

Fai

Search

& Aude Failletaz, Email : aude failletaz@epfl.ch

&= Aude Faillettaz, Email :
&= Aude Ella Faillet, Email :

Use selected Cancel

If you cannot find the person in the list above, you can add a profile to our database by filling in the form
and clicking on "Add to database".

The acceptance process will then be the same as explained above.

11

Personal information

Title Choose title

First name * name

Family name * surname

Gender ® Male O Female O Other
Position position
Affiliation

Institution * affiliation

Department department

Country * | Select item

Email * email

Add to database
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Multiple participants
If you would like to add multiple participants at once, click on “Import multiple participants” at the
bottom of the table.

Participants

Clear all filters

Filter participants by status Filter participants by attendance type

? - ¥

Search:

At

Hame Affiliation Country Status type email sent Support Speaker Actions
1 Guy Byron CECAM Switzerand Accepted onsite 0
Bogdan EPFL Switzerand Waiting online
2 Alexandru
Nichita
Showing 1to 2 of 2 entries \

+ Add a participant | -4 Import multiple participants

A pop-up window will open. Download the Excel template (do not use any other templates) and fill it in
with the participants first name, last name, email, if they are a speaker and their attendance type (all
fields are mandatory). Speaker and attendance type can be changed later in the participants tab if need
be. Once ready, upload the file through the “Choose file” button and click on “Save participants”.

Import participants »®
With this tool you can import an Excel file with a list of participants, instead of adding thern one by one. Please
download and fill (all field are mandatory) the template below. Please do not use any other file than our template. The
system will search for participants by email addresses and if found, add them as an accepted participant. If an email is
not yet in our records, you will be notified and you will have to add that persen manually.

Download template
Upload Excel file Choose file | template_import_participants_final.xIsx

Save participants

A green box with the summary of your import will appear. Participants successfully added will be listed
in “New participants added”, participants that were already in the list will be mentioned in “Participants
already listed” and attendees that were not added, because they do not have a CECAM account yet, will
be included in “Participants not found, to be added manually”. For the latter, please add them
individually, as described above.

Import was successful. x
Total number of participants scanned: 2

Mew participants added: 2

Participants already listed: O

Participants not found, to be added manually: 0

The participants that were successfully added will automatically be marked as “accepted” and their
attendance type will correspond to the one selected in the excel file.

12 0
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Add a coordinator

The same process applies for adding a coordinator: start by clicking on “Add a coordinator”.

Coordinators

You can add an event coordinator. He/She has organiser rights. This person can attend the event or may just do administrative work for the event.

Id Hame Affillation Country Status Actions

Mo data available in table
e —

i + Add a coordinator

Search the person in the pop-up window or add a person to the database, as explained above for
participants.

As a default, coordinators will have the status “Not attending” as this role is meant for administrative
support. However, you can change her/his status by clicking on the three dots as explained above.

Filter participants

You can filter participants by their status by selecting “waiting”, “accepted”, “cancelled” or “not
accepted” in the drop-down list and clicking on “Filter”. In a hybrid setting, there is also a filter for
attendance type “on-line” or “on-site”. To come back to the full list of participants, click on “Clear all
filters”. You can also search participants by name using the “Search” box.

Participants

Clear all filters

Filter participants by status Filter participants by attendance type

?‘I-:“-“F:t :-TJT”.: i m Any v m

Search:

13 .
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Manage accepted participants

Once a participant is accepted, you can manage their details by clicking the three dots at the right of the

table and then on "Manage participant" (pencil icon on the dropdown menu).

Participants

Clear all filters

Filter participants by status

Select status - m

Search:
Id - o .
Name Affiliation Country Status type amail sent Support Speaker Actions
g
1 Guy Byron CECAM Switzerland Waiting onsite < H ’
Bogdan EPFL Switzerland Waiting onsite
2 Alexandru /. Manage participant

Nichita /
:,, Accept - onsite —
Showing 1t 2 of 2 entries / (O waiting
}:‘ Reject I
a Remove

Send email

Send acceptance email

Send rejection email

A pop-up window will open. To identify a participant as a speaker, click "yes" next to “Speaker”.

Manage participant ®

Name : Guy Byron

Country: Switzerland

Affiliation : CECAM

Is the affiliation correct? If not you can contact the participant here.

ISpeaI:er () Yes (@ No ]

The rest of the window will depend on the event format: on-line, on-site or hybrid.

14
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On-line
If the workshop is on-line, you will only be able to add notes specific to this participant in “General
notes”. You will also see any notes the participant has left you in “Notes from participant”.

Manage participant o

Name : Bogdan Nichita

Country : Switzerland

Affiliation : EPFL

Is the affiliation correct? If not you can contact the participant here.

Speaker () Yes @ No

General Notes

Notes from
participant

If the workshop is taking place in person, in addition to the entries mentioned for On-line events, you
will be able to manage the following details for each attendee.

On-site

First, you can verify the arrival and departure dates that he/she has indicated and check for inconsistency
with respect to the program.

Manage participant ®

Name : Guy Byron

Country : Switzerland

Affiliation : CECAM

Is the affiliation correct? If not you can contact the participant here.

Speaker (O Yes @ No

Arrival date: 03-03-2020
Departure

date: 05-03-2020

Then, you can choose if this person is supported or not by choosing from the drop-down menu
“Supported?”. If you are still unsure whether the budget will be sufficient, you can keep the status as
pending and modify it later.

15 0
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If a participant is supported, tick for which expense he/she will be supported (possible to tick all boxes):
A. Hotel, B. Per diem and C. Travel.

Supported 7 Pending

-‘-"'* O AHotel

Nights

covered by Participant nights :
the event

L1

Hotel Choose hotel

Ak

Night rate

Paticipant's
total

Hotel notes

~ ’

O B.Perdiem

Amount / day CHF [ between 10 and 50 CHF |

No of days

\D C.Travel
CHF [ if outside CECAM

Estimated amount rules, please justity in general

rmotes )

A. Hotel

First, you need to specify hotels and nightly rates by following the instructions here. Once this is done,
you will be able to manage hotel assignment and cost as follows. The number of nights covered by the
event and, as a result, the total amount the participant needs to pay (if applicable) will be automatically
entered as the maximum mentioned in CECAM workshop/school guidelines. You can then manually
increase or decrease the number of nights covered depending on your budget and rules of the Node. If
the participant has entered any specific request (ex: her/his spouse or family are accompanying them),
this will appear in “Hotel notes”.

B. Per diem

If budget allows, you can allocate per diems to participants by entering the amount per day and the
number of supported days.

C. Travel

In the box "estimated amount", you can enter the maximum contribution to the participants' travel
expenses. For reference, the maximum amounts covered for CECAM HQ are mentioned in the
workshop/school guidelines.

16 e
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Then, you will see whether the participant has confirmed her/his presence to the social dinner in the
section “Attending dinner”. This will be a reflection of the choice the participant has made in the tab
“my participation”.

Attending
dinner

@® Yes (O No

If necessary, you can add specific notes in the “General notes” section.

Finally, if the participant has provided comments or entered any dietary restrictions, this information
will appear at the end of the window, respectively in “Notes from participant” and “Display
requirements”.

General Notes

Notes from
participant

Display
requirements

Hybrid

In a hybrid setting, the participant management window will adapt to the individual type of participation.
Please refer to this section for a participant joining on-line and this section for an on-site participant.
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Abstracts (posters & talks) tab

This tab allows you to manage the talks and posters submitted by the participants as well as to add new
ones if you need to.

Filter

Talks and posters can be filtered by their status "waiting" "accepted" or "rejected". Each table has its
own filter. First, select the status in the drop-down menu by clicking in the arrow on the left of the
“Filter” button. Then click on the “Filter” button.

To remove the filter, select “Any” and click on the “Filter” button again.

Details Participants Frogram Hotel Abstracts [ poster & talk ) Documents Additional sponsor Budget Tools
My participation Event homepage
Talks
Filter talks by status
Any w
Search:
Id Talks ¢ Authors Status Actions
1 Test Test Test Bogdan Michita, Q
Ella Merola
Showing 1to 1 of 1 entries
=+ Add a talk
Posters
Filter posters by status
Wwalting
Accepted
Rejected Search:
Id FPosters TS authers Status Action
1 this s a test Nathalie Carminati (]

Showing 1to 1of1entries

+ Add a poster

Manage talks

The talks submitted by participants in their “my participation” tab will appear in the first table. By clicking
on the 3 dots (in the column “Action”), you can edit, accept, reject or remove talks. Once a talk is
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accepted, it will appear as an agenda item (inside the drop-down menu) in the program tab and will be
visible on the event public webpage, in the abstracts tab.

Add a talk

Talks
Filter talks by status

Warting m
Search:

Id Talks T Authors Status Actions /
1 Test 1234 Ella Faillétaz (] o

7 Edit talk

@ Accept talk
® Reject

@ Remove talk

Showing 1to 10of 1entries

+ Addaf]

To add a new talk, click on the button "add a talk" at the bottom right of the “Talks” table.

Talks

Filter talks by status

Search:

W Talks T Authors Status Actions

1 Test 1234 Ella Faillétaz []

Showing 1te 1 of 1entries

——

A form will appear in a pop-up window for you to fill.

Start by selecting the speaker's name in the dropdown menu. If the name you're looking for is missing
from the list, please go back to the participants tab and identify the person as "speaker" as explained
here. Check the affiliation, add co-authors if applicable, complete the title and the abstract's text, add
any relevant DOI reference and choose the status as “accepted”. Please do not enter references without
using the DOI option as they will not be properly displayed. Do not forget to click on “Save”.
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Speaker® Aude Failletaz ¥

Affiliation EPFL
Is the affiliation is correct? If not you can maodify it here.

Co-Authors
Add coauthors

Title * title

Abstract
If your abstract contains special chemical symbaols, please send us a word version te helpdesk.cecam@epfl.eh as wall
as uploading the text here.

Please make sura you respact the CECAM format mentiened above. If not yeu might be asked to re-send the abstract.

- | = m L mm= Q|| - Soume
B I & x x|I|;= i i | 22
Siylag - | Format - ?
References
DOl Mame Add a key referance
(e.g.1010000xyz124])
Status Waiting M

Manage posters
Posters submitted by participants (incl. title, abstract & poster picture) will appear in the second table
on this tab.

Posters

Filter posters by status

=

Search:

Id Posters 4 Authors Status File Upgrade Actions

1 (] \ Yes @
=]

# Edit poster
& Accept poster

@® Reject
<+ Add apo
@ Remove poster

1 Create talk

Showing 1to 10of 1 entries

By clicking on the 3 dots, you can edit, accept, reject, remove or upgrade to talk the poster posters
submitted by participants in their "my participation" tab.

Once a poster is accepted, it will be visible on the event public webpage, under the tab “Abstracts (poster
& talk)”.

20 ®
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Upgrade a poster to a talk

Click on the three dots and then on “Create talk”. A pop-up will appear, asking you to re-confirm that
you would like to upgrade this poster to a talk.

members.cecam.org says

Do you really want to create a talk from this poster? The poster will

remain available with the status waiting!

Click on “OK” and the title and abstract will automatically appear as accepted in the “Talks” section. The
poster will remain in the “Poster” section with the status “waiting”.

Add a poster

To add a new poster, click on "add a poster" at the bottom right of the “Posters” table.

Posters

Filter posters by status

g .

Search:

Id Posters 1%  Authors Status File Actions

1 Test 123 Guy Byron (/] [ad] cecam_logo[1]-copy-1615278785 jpg :

\ + Adda poster

A form will appear in a pop-up window for you to fill. Start by selecting the author's name in the
dropdown menu. Then, check the affiliation, add co-authors if applicable, complete the title and the
abstract's text, add any relevant DOI reference and choose the status as “accepted”. Please do not enter
references without using the DOI option as they will not be properly displayed. Do not forget to click on
“Save”.

Showing 1 to 1of 1entries

Author * Aude Failletaz

Affiliation EPFL
Is the affiliation is correct? If not you can modify it here

Co-Authors
Add coauthors

Title * title

Abstract
If your abstract contains special chemical symbols. please send us a word version to heipdesk cecam@epfi.ch as well
as uploading the text here.
Please make sure you respect the CECAM format mentioned above. If not you might be asked to re-send the abstract
| = D mE Q3| S
BI &§x x| LixZ = % |
Shles o | Fomat .| 2
References.
-
2 1 Status Waiting : L
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Program tab

In the "Program" tab, you can create and modify the program of your event. Once completed and saved,
the program will appear on your event’s public webpage. Remember that this action should be
performed after (1) participants have been accepted; (2) speakers have been identified; (3) abstracts
have been accepted or added by you.

Time Zone

Please indicate the time zone in which your event will take place, by selecting the corresponding local
time in the drop-down list. This choice will be mentioned in the program page on your event’s public
webpage. Participants will be able to see your program in their own time zone, if they wish to.

If this selection is left as "default", the “Europe/Zurich - GMT+02:00” will be displayed.

Program
Select timezone Athens - GMT+03:00 s

Europe
Tuesday March 4th 2025 - Day 1
Amsterdam - GMT+02:00

Andorra - GMT+02:00

Session

Astrakhan - GMT+04:00

Athens - GMT+03:00

Build the program

Different agenda items can be added by clicking on the 3 dots (in the column “Action”). Each agenda
item will appear as a new line.
You can add:

e aday;

® a header, with or without timeslot;

® achairperson or a subheader;

e asimple agenda item, with two options:

o “Add anitem” will add a drop-down menu with standard agenda items such as a lunch, a
coffee break or a talk by one of your speakers (after having accepted her/his abstract as
explained here).

o “Add an item (free text)” will add a blank cell for you to write your own item.
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For each agenda item, you will be asked to indicate start and end time.

Program

Select timezone (GMT+01:00) Amsterdam, Berlin, Bern, Rome, Stockhalm, V.. ~
Title
Tuesday March 4th 2025 - Day 1

+ Add aday
-+ Add a header

-_-_- + e [WIth tImESIOt) I
+ Add a chairperson/subheader

Chairpersor + Add an item

Session1

Chair person/subheader
+ Add an item ( free text)

Move or delete items

An item can be moved by clicking on the 4 arrows and dragging it up or down (1 in figure) in the column
“Action”. A line can also be deleted by clicking on the “delete” icon (2 in figure) in the same column.

Program

Select timezone | pefaurt d

== W ==Y I ==

eSSy Ao .-.-

Session] A

1

Header o e

All changes must be saved by clicking on the “Save changes” (Bottom right). Do not forget to click on
“save changes” regularly while entering your program as changes are not saved automatically!

Program

Select timezone | Default |

Tltl. m.m-
e RREEREE o .-.---

Header

N

Session1
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Hotel tab

In this tab, you will be able to add one, or more, hotel(s) for your on-site or hybrid event.
First, click on “Add an event hotel”. This will open a pop-up window.

Hotels

Hotel Night price Action

No data

\ - Add an event hotel

Then, indicate the name and the price per night for the hotel in the corresponding boxes and click on
save.

Event hotel »®

Hotel *

Price *

Repeat the process to add more hotels.
Once hotels are entered, you will be able to assign a hotel to each participant, as described here.
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Documents tab

This tab contains all uploaded documents, including the ones that participants submit in their "my
participation" tab. It has the following sub-sections:

o Booklet;

® Presentation;
o Files;

® Links & videos.

Booklet

In the tools tab, you will be able to extract a booklet including the program, the book of abstracts and
the list of participants. Once finalised, the booklet will be uploaded here in PDF format. This document
will be visible to all participants and will also be displayed on the public webpage for the event, in the
documents tab. It is important to proof read the booklet to ensure, in particular, that equations and
formulas appear correctly and that titles are formatted as uniformly as possible (e.g. capitalization).
Please note that changes in the booklet are not automatically reflected on the website.

Details Participants Program Abstracts ( poster & talk ) Documents My participation Event homepage
Booklet
Booklet Description Actions
Booklet_Recent-advances-on-the-glass-problem-1613142689.pdf Booklet
Presentations

Presentations uploaded by participants will appear in this table. As a default, they will be viewable by
organisers only, to enable screening of the content before making them available to participants or the
general public. You can modify the parameters of the presentation by clicking on the three dots and then
on “Edit”.

Presentation

Id Presentation Description T Authors Viewable by Action

1 My presentation my presentation Ella Merola To organisers only @

2 Edit

Remove
+ Add a presenta

Showing 1te 1of 1entries
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This will open a pop-up window. You can then choose the availability (to everybody, to organisers or to
organisers and participants) and modify the description, title or keywords if you need to.

Manage presentation 4

Availability () Toeverybedy (including anonymous visitors)
® To arganisers only
(O) To participants and organisers

Short

description my presentation

Title of the

presentation * My presentation

Author(s) * # Ella Merola Xw
Keywords *

separated with modeling

commas (,)

File
Choose file |No file chosen

Maximum file size 10 MB, Prefered file type is PDF
(Accepted file types: PDF, JPG, PNG, PPTX, KEY, ODF)

Save

You can also delete a presentation, if needed, by clicking on the three dots and then on “Delete”.
If you would like to add a presentation, click on “add a presentation”.

Presentation
Id Presentation Description Ta Authors Viewable by Action
1 My presentation my presentation Ella Merola To organisers only :

Showing 1to 1of 1entries

\ 4+ Add a presentation

This will open a pop-up window for you to fill. First, choose if the presentation should be available to all,
organisers & participants only or organisers only. Then, fill in the description, title, author and keywords
and upload the file. Click on “save” when completed.

Manage presentation x

Availability @ Toeverybody (including anonymous visitors)
O To organisers only
O To participants and organisers

Short

description Short description

Title of the

presentation * tiie

Author(s) * v

Keywords *
separated with keywords

Fi I es commas [.)
This section is e [ Choose fle |No file chosen

Maximurm file size 10 MB, Prefered file type is PDF
(Accepted file types: PDF, JPG, PNG, PPTX, KEY, ODP) . |

26 0
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Add a file by clicking on “add a file”.

Files
i Viewable
Id Files Description T Uploader by Action
1 [ad] Screenshot-2020-02-06-at-12.39.55- Test file Ella Faillétaz  To organisers :
1583750696.png only

Showing 1to 1 of 1entries \
+ Add afile

This will open a pop-up window for you to fill. First, choose if the file should be available to all, organisers
& participants only or organisers only. Then, fill in the description and upload the file. Click on “save”
when the form is completed.

Manage files b 4

Availability @ To everybody (including anonymous visitors)
() To organisers only
(O To participants and organisers

Short
description

File* (|
° Choose file | No file chosen

Maximum file size 10 MB, Prefered file type is PDF
(Accepted file types: PDF, JPG, PNG, PPTX, KEY, ODP)

Short description

Save

Links & Videos

This section is meant for links to documents and videos.
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Add a link by clicking on “Add a link”.

Manage links o

Availability @ To everybedy (including anenymous visitors)
O To arganisers only
O To participants and organisers

Short -
description Short description
Link * link

Save

This will open a pop-up window for you to fill. First, choose if the link should be available to all, organisers

& participants only or organisers only. Then, fill in the description and copy-paste the link. Click on “save”
when completed.

Links and videos
Id Links and videos Description Ta Uploader Viewable by Action
1 www.epfl.ch test Bogdan Nichita To organisers only :

Showing 1to 1of 1entries

T~

Additional sponsor tab
If you have secured additional funding from another institution, you must add it in this tab.

Add a sponsor

Click on “Additional sponsor”.

Details Participants Program Abstraets ( poster & talk ) Documents Additional spoensor Budget Tools

My participation Event hemepage

Additional sponsor

Additional sponsor

Logo Name Amount required Actions

A pop-up window will open for you to fill. Start by searching the organization in the drop-down list. If
you cannot find it, please select “other” and fill in the boxes below with the name (mandatory), website

and logo from the organization. Then, enter the amount of sponsorship agreed (in CHF) and click on
“Save”.
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The logo and name of the sponsor will appear on your event’s public webpage, under the event’s title.

Financial support ®

Pick an organisation * Choose organisation - |

If the organisation is not in the list, please select "Other" and provide the below information.

Website Q

Logo
9 Choose file |No file chosen

Amount of sponsorship agreed
CHF*
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Budget tab

In this tab, you will see a recap of all the costs related to your event.

The budget table shows first participants-related costs, such as hotel, per-diem and travel. Each line
recaps the expenses that you have associated to each participant in this section.

Budget

Edit Costs
o Nights coverad by
e Participant Departure Total nights the event Total hotel costs covered by the event T Per-diam
00 3

ravel
41550 CHF g,.". &0.00 CHF 4255 CHF

Aude Failletaz 2022-02-06 2022-02-0% 3
aude failletaz@epfi.ch

Then, the budget table shows general costs for the event such as coffee breaks, fruits, poster
refreshment, dinner, cleaning and, if applicable, various (for example a poster prize or expenses for a
special software, e.g. Gather.town for on-line events).

At the end of the table, you will see the total costs and the total budget, including any additional
sponsorship you might have secured, as well as the remaining funds.

)
I )
)
e e
I )

2 Total 0.00 CHF 0.00 CHF | 0.00 CHF 0.00 CHF
2 organisers,

CECAM Contribution 0.00 CHF
Total Budget 0.00 CHF

Available 0.00 CHF

You can edit these general costs and the total budget by clicking on the button “Edit costs”. This will
open a pop-up window.

Budget /
Edit Costs
Mights covered by
Farticipant Departure Total nights the event Total hotel eosts eoverad by the avent Par=diem Total

You can enter an amount in each white box. The grey boxes will be filled automatically with the total
amount of the cells above it. Once filled in, do not forget to click on “Save” before closing.
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Edit Costs

Budget

CECAM Contribution

TOTAL BUDGET

Coffes breaks

Mo of breaks

Mb of participants

Price per person

TOTAL COST

Catering costs

CECAM costs

Fruits

Frice per b

MWD bax

TOTAL COST

Poster refreshmeant

Frice per person catering

Price per person drinks

Mb of participants

TOTAL COST

Soclal dinner

Price per person

Mo of participants

TOTAL COST

Price per cleaning

ND cleaning

TOTAL COST

Various

Save
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Tools tab

In this tab, you will be able to extract the booklet, the participant list and the rooming list for your event.
You will also be able to send emails to specific mailing lists.

Booklet

By clicking on “Booklet (DOCX)” you will extract the title, logo, program, book of abstracts and participant
list for your event in a Word format. You can then review it, modify it and once finalised, upload it in PDF
format as explained here.

Tools

Booklet (DOCX) /
Participant list (XLSX) Rooming list (XLS)

B4 Malling tool

Participants list

By clicking on the button “Participant list”, you can extract an Excel file including: participants’ names,
affiliations and email addresses. Any specific note you or the participant might have entered will also
appear in this file.

Tools

Booklet (DOCX)
Participant list (XLSX) Rooming list [XLS)

B2 Mailing tool \

Rooming list

By clicking on the button “Rooming list”, you can extract an excel file including: participants’ names,
their check-in/check-out dates and all other information related to their hotel stay.

Tools

Participant list [XLSX) Rooming list [XLS)

B3 Mailing tool \
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Mailing tool

With this tool, you will be able to either send directly an email to a group of participants or copy mailing

lists. Click on @ Mailingteol and a pop-up window will open.

The first part will allow you to send emails directly from the platform. Click on the group(s) of participants
to select them. You can select more than one group by pressing “Command” on your keyboard while
selecting. Then, type in the subject of your email and your message. Kindly note that you will not be able
to add an attachment or add anyone in copy of your email. When finished, click on “send mail”.

Mailing tool
From*

To*

Subject*

Your message

related email addresses.

Get mailing llist

To*

33

aude.failletaz@epfl.ch

Organisers
Accepted participants
Speakar anly

Accepted participants except speakers

Waiting participants

subject

Organisars

Accepted participants

Speaker only

Accepted participants except speakers
Waiting participants

en | [ Scurce

If you prefer to send an email directly from your inbox, you can copy a mailing list by clicking on the
group(s) of participants to select them and then on “Get mailing list”. A new box will appear with all the

Get mailing llist
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My participation tab

This tab will be used by each participant to input information relevant to their participation to your
event. You can therefore also manage your own participation in this tab. Anything you enter in this tab

will be reflected in your profile in the participant management explained here.

Depending on the configuration of your event (on-line, on-site or hybrid), participants will see different

sections.

On-line

If you are attending on-line, you will be able to add notes, submit a talk (only if you are identified as
speaker), a poster, a presentation, a file or a link. As explained above, all files uploaded here will be

displayed in the relevant tab (Abstracts tab or Documents tab).

Details Participants Program Abstracts ( poster & talk ) Documents Additional sponsor

My participation
Please enter your information and save when finished.

My notes to the organiser

B I & x x I

My Talks
Talks Authors
Test 1234 Ella

My Posters
Posters Authors

My Presentation

Presentation Description

My Files
Flies

E Screenshot-2020-02-06-at-12.39.55-1583750694.png

Links and videos

Links and videos Description

34

™M@= 0lH B surce

= | 99| Styls - | Format

Status

Status

Authors

Description

Test file

Uploader

Budget

Tools My participation

Viewable by

Uploader

Ella

Viewable by

Actions

Viewable by

To organisers only

Action

Event homepage

+ Addatalk

<+ Add a poster

+ Add a presentation

Action

Action

+ Add afile

~+ Add alink
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On-site
If the event is taking place in-person, you will have more option than those available for on-line events.

First, you will be able to input your arrival and departure dates, by clicking on the blue calendar (1 in
figure). Then, you can confirm your presence to the social dinner, by selecting “Yes” in “Participation to
social dinner” (2 in figure). Finally, you will be able to add notes and mention any dietary restrictions you
might have (3 in figure).

SCAM ALERT

We have been informed of scamming actions. Please note that CECAM will never ask you for a credit card number to secure your hotel reservation or perform any other actions relative to a
werkshop/school organisation.

Feel free to contact us if you have received a suspicious phone call or e-mail. 1

My participation
Please enter your information and save when finished.
My dates

Arrival On Departure On
Participation to social dinner 2
® ves (O Mo 4

My notes to the organiser

. le o M@ E = Q| B Soue

B I & x x|L ;= = A2 | 99| Styles - Fomat < | %

My dietary requirements

V|- ™ @M= Q| R soue

\ B I & x ¥ |I | = = sz | 99| Styles - | Format -2

Hybrid

For a hybrid event, the participation type (on-line or on-site) specified by you or the attendees in the
participants’ tab defines which of the two options above will be displayed.

Event homepage tab

By clicking on this tab, you will automatically be redirected to your event’s public page on CECAM
website.
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