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Get started with SpotMe

Step 1 — Complete SpotMe Certificate RerOTHE | Acadsmy @ st sty sowis e wieaws D

Before starting with this manual, make sure you have completed the necessary COURSES
spotme certifications and send them to Angels Core Team

certification Q

( ) to receive access and a permission to use it.

Get Started

Leam Backstage
Role Certification Content Owner Role Certification Event Planner

Sign up and complete your certification here (note this is a individual certificate and

only valid for the person who completed the certificate): ot i gk Soveiare

Required certificates:

‘ Certlflcatlon Content Owner Role Certification Live Coordinator Role Certification Live Producer
. Certification Event Planner

. Certification Live Coordinator oo oo comLeTe

. Certification Live Producer

After having send your certificates to the Angels Team, you will receive an email to set up your SpotMe Backstage account.

angelz
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Get started with SpotMe

Step 2- Logging into SpotMe Backstage o = e 55 »0® 1
URL:

KSPOTME

Login with your SpotMe backstage account, if you have not been

set up with one, please contact

Password reset after 90 Days
Note that you will be requested to reset your password after 90 days period. It will show as “invalid email or password”. Please

just click on “Forgot password” button to reset it.

angele

LEAVE YOUR LEGACY


https://backstage.spotme.com/
mailto:angelscoreteam@iqvia.com

Get started with your event

Step 1 - Requesting Permission

Before setting up a workspace, the Angels Core Team will fill in a
request form for to get approval to use SpotMe for this

workspace for Angels. Please reach out to your Angels Core

Team contact when you want to set up a workspace.

Once the workspace request is approved, you will receive an

approval email and are then able to start setting up the

workspace.

ﬂ SpotMe Webinar/Webcast reque X +

47XuGEe9DTdbNzZsg19NOuZXvoNPk_IrTDxidghUREACUEpFUTBPVIRCSFAXUOhDMKJIVOJXRidu&wdLOR=c1D1F9DBC-3073-4CD8-A1D4-

SpotMe Webinar/Webcast request form for
Angels

This form has been created to request the usage of SpotMe for Angels as an exception. Please note, only
external events are approved for SpotMe.

If approved, please create the workspace under Boehringer Ingelheim - Angels org in SpotMe.

* Required

1. Please share the contact information of the event owner (email) so that we could contact for
further clarifications if any? *

Enter your answer

2.Who is your Webinar/Webcast audience? *

O External
O Internal (Bl employess) if yes, contact melissa.lobina.ext@boehringer-ingalheim.com
O Other

Never give out your password. Report abuse

angele
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Get started with your event

Step 2 - New Workspace

Once logged in you will see tiles showing all the upcoming and fy sscxesat
past workspaces. - )
To start a new project, click ‘New Workspace’ at the top of the 12> 23>
angelz2 “ angel2 angel2
p a g e © ST Sandbox for new Budapest Angels Nurse Day Poland
angelz angelz angelz angelz
Q
2 —

angele
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Get your event started

Step 3 - Choosing a Template

When selecting ‘New Workspace’, the option for you to use a
template will pop up.

» Select ‘Angels Meetings - Template’ for f2f events
» Select ‘Virtual Event - Template’ for online events

If the respective templates does not appear, click into
» ‘Organisations’ on the left of your page
‘Boehringer Ingelheim - Angels’

‘Workspaces’

‘Templates’

YV V VYV V

Find ‘Angels Meetings - Template’ / ‘Virtual Event -
Template’ and press JOIN.

Boehringer Ingelheim - Angels

My templates

angelz2

Boehringer Ingelheim - Angels
Angels Meetings -
Template

SpotMe templates

New workspace

2

Workspace information

v} PYRRUEIN My templates  SpotMe templates

angelz2

Boehringer Ingelheim - Angels

Train the Trainer - Template

angel2

Boehringer Ingelheim - Angels

Virtual Event - Template

angele
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Get your event started

Step 4a — New workspace details: Workspace information

Fill in the relevant information and click Next.

Please take your time at this point, choosing the

Workspace name (as stated in SpotMe request form in stepl)
Event dates with starting and ending time

Event format

Audience type (Always External for Angels events)

Scope of the Event

Expected attendees

Privacy (no changes required)

Container App (always choose “Angels Events”)

Test workspace: Never tick this box. Test workspaces should not
be created within this organization.

New workspace

o—o 3 4 5

Template

Workspace information Event type Location & timezone Summary

Workspace details

Warkspace name

Worskpace name that you used in the SpotMe request from (Step1)

Starts at Ends at

2024-01-30 16:00 B 2024-01-30 20:00 B

Event specifications

Event format

B virtual 3T In person B =% Hybrid
Audience type @

£ internal Q) External C Mixed

Scope of the event

@ Global Elﬂ Regional ﬁ Local

Expected attendees

| s0-100 v

Privacy

Users will have to accept requirements specified in the documents selected below before
accessing the workspace. At least one privacy policy must be selected to create a
workspace.

Privacy policies Create

Boehringer Ingelheim Terms of Use = Boehringer Ingelheim Privacy Notice x v

Container app

Default app to host this workspace
| Angels Events (angels) v

This workspace will be visible only in this app

Test workspace

g

angele
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Get your event started

Step 4b — Event type

Click on the relevant field and click Next.

Note that we usually choose “Customer Training” for our Angels
events (e.g., National or regional Angels Day, Angels webinars)
considering healthcare professionals as our customers.

New workspace

©

Workspace information

Advisory Board
Customer Launch/Product Meeting
Investigator mesting

Standalone Medical
Meeting/Conference

Other

4

Event type Location & timezone

Congress

5

Summary

Customer Training

Speaker Program/Mesting

Symposia

angele
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Get your event started

Step 4c — Location & time zone

Fill in the relevant information and click Next.
Please take your time at this point, choosing the

*  Country in which your event takes place

* Location —can be a city or the venue or online

* Time zone —it is important that you choose the correct time
zone for your event, since it will adjust to the participants
browser time zone

e Data location

Location and time zone

Country @

‘ Germany x v ‘
Location @

‘ Konstanz ‘
Time zone Data location

‘ Europe/Berlin ~ ‘ ‘ EU (Germany) v ‘

:> By clicking on “Next” you will get to a summary page, please double check that all
information is correct. After that click on “Create Workspace”.

angele
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Get your event started

Step 5a — Settings: Select your language
Got to Settings > General > Logistics and add your language.

Please make sure only your local language has been selected.
Remove English.

2 N\ =

.

-

ENSSA, ECSSA & ANGELS ST... 2
Production

SETTINGS
(e
Team
Metadata
Features

Permalinks

Notes

Translations

General  Web app settings  App preferences

Workspace information

O

Label customization

Legal

Languages

English x

Location & timezone

Country @

South Africa x

Location

Johannesburg

angele
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Get your event started

Step 5b — Settings: Team members

Got to Settings > Team and add

as a manager to your
team (Click on “Add team member” and enter the
email address mentioned). This step is essential
since it will allow participants to receive their
event certificate upon attendance on the Angels
Initiative website on their dashboard under “event
certificates”.

Please also add other relevant team members
(e.g., the responsible Angels Consultant as editor
and Core Team Member as manager) here as well.

»

ENSSA, ECSSA & ANGELS ST‘E|
Production —

SETTINGS

General

Team

Metadata

Features

Team members

Add team member

Full name

Julia Binkert

Madeline Bucher

Email
Jjulia.binkert@iqvia.com

madeline.bucher@iqvia.com

Access role

Manager

Manager

‘|
o[

O
O
O
]

Marcos Duran

marcos@ctlcomms.com

Manager

angele
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Get your event started

Attract new users

Enable registration and build your own custom registration page

Step 6 - Create d regiStration form [ Pubic - Open registration private - RSVP . | Publc&Prvate
EMSAngelsDayBulgaria ‘
» Click ‘Content’ on the left-hand side of the screen.
» Then click ‘Registration’ to open up the page shown on the il
right. N A
Register the URL: e—— & Moo &
» Always choose “Public — Open registration” e N

» Then enter the registration URL. It is recommended to use
the event name for the URL (see example in the picture).

After this, press ‘Enable Registration’ to take you onto the next
page.

angele
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Get your event started

Step 7 — Review the ‘event details’ for registration Registration

Registration page URL

Here you will see the chosen registration URL line. If needed, [ — }

Form fields

you can edit and adjust it again. Please don’t change the [rarcpos s | \
registration link any more after sending out invitations.

The event details page does not have any sections; the registration box will be placed in the middle of the screen.

Make sure to press ‘save’ after making any changes.

angele
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Get your event started

Angels TEST 2.0 =
Test l—_‘

CONTENT

Registration

Step 8 — Edit the ‘form fields’ for registration 7 i At
The form fields for registrations are the fields participants have to - i . _
fill in during the registration process. e T mm——
Pages = Business Name / Organization
To create the form for the registration, go to ‘form fields’ : o st et o e e
being used on the Angels website Hereby the

Please note, first find the correct order in English, the translation Documens R
of these fields will follow in the . e
» Here you should find the template fields for the form already s =t e

established (Note they are not in the correct order/not yet e

selected) Q ——y——
> Please select under ‘add a field’ all the relevant fields for your o e [

e Ve n t Accomodation
> Drag and drop eaCh fleld to ensure the fo rm iS |n the rlght Ifrequested-, we will organize accomr-nodaﬁon for you at the Atrium hotel in Mafn% from 26-28 March 2023 according

o to the meeting schedule and your arrival/ departure date. Please enter your details below:
order and also choose if they should be mandatory or not.
. Will you need Accommodation *

» If you want to edit or add an additional field (that is not in the Form field |,

list), please follow examples |

Travel

If you want to use conditional fields, please check out the
Spotme guide

Ensure you press ‘save’ at the bottom of the page.

We will assist you with your flight booking. Please request travel booking assistance and provide the preferred
departure airport. We will then contact you via email with a flight proposal for your travel to Frankfurt. Kindly note tha
if available all flights will be arranged according to the meeting schedule with arrival on 26 March 18:00 and

departure on 28 March in the evening after the official end of the meeting.

angele
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Get your event started

n :v:rg e ] Registration
o commr Event details
/ Users
Step 9 — Edit the ‘description fields’ for registration -
L Seltings = Accommodation Comments
The ‘description’ can be used for structuring the registration -
. . . . . o
page by creating titles for the different section and adding . R
descriptive information e.g., for accommodation, travel etc. i
» Please click on ‘add a description’ and write the necessary o
text for title/description already in your local language.
Don’t forget to make it bold in case of titles and cursive o oo+ A+ Al +
for descriptions. © ) (e

» Drag and drop each description/title to ensure the form is
in the right order.

If requested, we will organize accommodation for you at the Atrium hotel in Mainz from 26-28 March 2023 according

Descr' pt|0n fo the meeting schedule and your arrival/ departure date. Please enter your details below:

You can then preview the registration page by clicking on Wil you need Accommodaton
‘Open page’ at the bottom of the page. O Yes
O No

Ensure you press ‘save’ at the bottom of the page.

Travel

We will assist you with your flight booking. Please request travel booking assistance and provide the preferred
departure airport. We will then contact you via email with a flight proposal for your travel to Frankfurt. Kindly note tha
if available all flights will be arranged according to the meeting schedule with arrival on 26 March 18:00 and

departure on 28 March in the evening after the official end of the meeting.

angele
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Get your event started

Step 10 — Add/Edit registration form fields in your metadata in
the language of the event (addendum to )

To add new fields that are not in the list Rrovided or edit existing fields on
the form you need to add/edit them in the metadata.

» Goto the left menu and select ‘settings’ and then ‘metadata’.

» At the top their will then be a drop down, click on this and select
‘user’. You will then see all the form fields from the original list here.

Add new fields:
» Select ‘add a new field’, scroll to find this new entry.
» You can then edit this field:

. Change field name ‘New_24’" (don’t use capital letters or space e.g.
travel_details, note this field is just for you, please put it in English)
. ‘Choose a new category’ in the drop-down, try to select an existing category

and only if none matches ‘add a category’ in English (once a category is
selected your field will move under respective category section)

. Create the ‘label’ text that will appear on the registration field in your local
language

. Leave ‘tooltip’ empty

. Decide on the field kind’, usually selected ‘choice’ or ‘text’.

If you wish to edit a field just choose the respective field on the list and
ng.fPlleaaﬁe céon’t change the field name and only edit the backstage label
and field kind.

Once added make sure you press ‘save’ at the bottom of the screen.

« 3 ¢ CIEIEEES Ok R OE G
TesT &
Tst Metadata Manager
= User
ssssssss
rd Genseal I the in this carefull
) Team
« NS Represenaton
Features
ﬂ Representation labels describe how items of this type are named in the Ul. Words wrapped in {{ and }} will be replaced with field values.
Parmalinks
o labal template
o
{{fname}} {{iname}}
o Notes
Fields
ransiation
7]
Fiald name Backstage labsl & tooltip  Fisld kind Default valuals) Private?
Others ©
fname @ First name @ text
.
Iname & Lastname @ text
v s
ompany Organizati jon a L]
Choos tegor 0 nput s required
. 4 O Fill when empty
position Position a L]
0 Choose a new categor 0 input I required
. 4 O Fill when empty
o Add anew field
| NEW 24 | [ raer et v) 0 El
‘ Choose a new category v ‘ tooltip O Inputis required |
= O «# O Fill when empty

angele

LEAVE YOUR LEGACY




Get your event started
Example registration page

Train the Trainer Workshop March 2023

392 Mar 26 to Mar 28

Complete your profile

All fields marked with * are mandatory
Personal Information

First name *
Last name *
Email address *
test@test.de
Business Name / Organization =
Country *

Speciality *

Gender *

Accomodation

If requested, we will organize accommodation for you at the Atrium hotel in Mainz from 26-28 March 2023 according

to the meeting schedule and your arrival/ departure date. Please enter your details below:

Will you need Accommodation *

O Yes
O No

Travel

We wiil assist you with your flight booking. Please request travel booking assistance and provide the preferred
departure airport. We will then contact you via email with a flight proposal for your travel to Frankfurt. Kindly note that
if available all flights will be arranged according to the meeting schedule with arrival on 26 March 18:00 and
departure on 28 March in the evening after the official end of the meeting.

Do you require assistance with travel booking *

O Yes
O No

Please indicate your departure airport

Dinners

We will organize a Welcame Dinner in the hotel on 26 March and an Offsite Dinner on 27 March. Please indicate if

you wish to join.

Welcome/Offsite Dinner *

O Yes
O No

(D Tick to accept that you are aware the recording is being used on the Angels website Hereby the undersigned
Healthcare Professional/Healthcare Organization grants his/their consent that the pharmaceutical company
Boehringer Ingelheim Pharma International GmbH will disclose any types of fees the health care professional will
receive which are subject to the Transfer of Value according to EFPIA definitions. The data collection complies
with the requirements of the EFPIA disclosure code. *

[J I hereby agree that you may process my data for the completion of participation (accommodation booking,
transfer organization, printing material, name badges, sign-in sheets, meal documentation, etc) at this meeting. |
am aware that | can revoke this consent in writing at anytime. Hereby the undersigned Healthcare
Professional/Healthcare Organization grants his/their consent that the pharmaceutical company Boehringer
Ingelheim Pharma International GmbH will disclose any types of fees the health care professional will receive
which are subject to the Transfer of Value according to EFPIA definitions. The data collection complies with the
requirements of the EFPIA disclosure code. *

angele
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Translation

Important information before starting with translations

If you are the first to use SpotMe in your local language and you can’t see translated fields
yet, please contact the Angels Core Team (angelscoreteam@igvia.com) to receive an excel
file with all necessary translation for standard elements of the registration page and app.

» Enter the translations in your local language in the excel file and send it back to your
Angels Team contact. The language translations will be added to the template so that
you will have them available for this event and all events hereafter. Once the template
and your workspace are ready in your local language you will be informed.

For your registration field translation, please follow Step 1.

In case you find anything that has not been translated, you can use Step 2 for any
additional translation changes. Please always let the Angels Core Team know about
additional translations, so we are able to add them to the template.

LEAVE YOUR LEGACY
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Translation

Step 1 - Form Field Translations

To translate each form field to a given language. Go to s 120 2 e
‘Settings’ on the left of your screen, click ‘Metadata’ and this S E— . - T
page Wi” ShOW. / o Accommodation hd t 1 : Le:
[} v £ Yes (Yes)
. No (No)
. . - ~ frates Input is required
» IMPORTANT — it is essential to not make any changes to B 3 v erpty
the 1St COlumn o Accommodation Commen Accommodation Commen text - o ¥
> Delete the highlighted section in the 2" column and input —a ) 0 e
translation. .
> Use the 3™ column to amend any choices — enter the - SN - -
translation and add using the ‘+" sign on the far right to . I=——=
add- o No (No)
» To remove a choice — select on the drop-down list and o Mareted Aty =

press the ‘" sign

Remember to ‘save’ after each action in order to not to lose
any changes.

angele
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Translation

Step 2: Other translations (e.g. buttons, calendars,
notifications)

Note — if you have provided the excel with translation, most
fields should already be translated!

You might find other items on the registration page that need
to be translated.

If and when you will need to translate from English.

>
>
>

>

Go to settings on the left-hand side of the page
Click into translations

Click into search bar and type the exact phrase you would
like to translate

Click on 1. ‘Add a language’ = 2. select your language =
‘save’

3. Enter the translated text = ‘Save this item’

m
*  setnines registration.form.email_placeholder translations
Enter your email to register for free L]
/ General EN
;] Team Translations . Enter your email to register for free
Metadsta @ REGISTRATION
* d Add a language
Features Form / email placeholder
~
Permalinks
u
Lo
Select a language *
‘ Spanish v ‘
registration.form.email_placeholder translations
Enter your email to register for free L
EN
Enter your email to register for free
5
Form / email placeholder [ |
Add a language
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Registration Design

Got to Content > Registration > Design.

Please keep the general design (e.g. Angels
colours) that has been chosen in the template,
but feel free to change the banner if thereis a

more relevant banner for your respective event.

Registration

Primary color

EEEEEE

a

svinalife ﬂil
A CHANCE. 4 ‘

aaaaaaaaaaaaa rm

angelz

gmelte fam
A (“HAI\I(‘IZ
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Emails

Types of emails and communication flow

Angels Meetings
(f2f events)

Angels Virtual
Events

Description

1. Invitation Email

1. Invitation Email

Will be set up in Active Campaign to have a standardized design (see Angels Active
Campaign Manual). For open webinars it can also be send via Active Campaign to
the relevant website users. For closed events with invitee lists, the designed email
must be sent through the consultant or agency.

2. Angels Registration
Confirmation

2. Angels Registration
Confirmation/
Access event email /
Unknown account
email

Will be set-up in SpotMe. Further instructions will follow in the next slides.
These emails will need to be set up before the registration page goes live.

3. Before you leave email

3. Angels Virtual Event
Countdown emails

Will be set-up in SpotMe. Further instructions will follow in the next slides.
These emails are to be sent shortly before the event starts and can therefore be
done at a later stage.

angele
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Emails

Step 1: Registration confirmation Email

>
>
>

Go to Design > Emails
Open the ‘Angels Registration Confirmation’ email

Amend the integrated fields tagged to your registration
fields (e.g. delete fields that are not covered in your
registration form, reconnect new fields, amend wordings)

Change the sender's name (“From”) to: “Meeting Name
Month Year” < event—management@spotme.com> , €.8.
Angels Day Spain March 2024

Note that the “View the Event here” button will lead to your
web app account. If you are not g0|_nb% to use the web app,

delete the button (choice only possi

e for f2f events).

See the ‘Angels SpotMe App Manual’ to see the instructions
how to set up the app.

Angels Days - Template @z

n Template

Templates  Mailings  Logs

L
DESIGN New template °
l, Hom
Name Subject Last modified Status
@ App menu
o Angels Registration Confirmation Angels Event Confirmation 2023-02-22 19:26:28 ACTIVE
* Theme editor
o
e
D
Name
‘ Angels Registration Confirmation | @ Active
From Subject @
‘ Angels Day Spain March 2024 <events-management@spotme.com> | | Angels Event Confirmation
Email editor
fay
[e]u}
Content
- Fo M H Aa
G |V I N G (‘ g COLUMNS HEADING TEXT 2o
A CHANCE.
- — | &
Body
BUTTON IMAGE DIVIDER
Dear : First name : Last name y >
Thank you for submitting your registration for | Event Name . oo
""""""""" oM
Your details have been recorded and we look forward to welcoming USER QR
you soon! Please check your details below and inform us of any
changes.
View the Event here
cc o 20 [ .
‘ »
@ Copy template [j Paste template
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Emails

Step 2: Access event email (only virtual events)
» Go to Design > Emails
» Open the ‘Angels — Access event’ email

» Translate subject and email text to your local
language (do not translate integrated fields
tagged to your registration fields e.g. ‘First
name’ ‘Last name’, ‘Event name’

Note that the “Go to event name” button will
lead to your web app account. The link is
personalized for each of the users. Do not
change.

See the ‘Angels SpotMe App Manual’ to see the
instructions how to set up the app.

Templates Mailings Logs

:
O Name Subject Last modified Status
[} Angels - Before you Leave Before you Leave 2023-04-11 11:36:03 acTv
[} Angels — Access event & Your access to {{_event_name}} 2023-03-07 11:01:26 AcTv
[} Meeting cancellation Cancelled meeting: {{mesting_title}) 2023-03-15 12:34:30 AcTv
[} Meeting invitation Invitation: {{mesting_titie}} 2023-03-15 12:34:30 AcTv
[} Meeting invitation update Updated invitation: {jmeeting_title]} 2023-03-15 12:34:30 AcTv
[} Angels Registration Confirmation Angels Event Confirmation 2023-04-11 11:42:57 AcTv

All paaes loaded -« 1
Name
| an | ® Adive
From ubject
[ an y@spo | e {Levent_name};
miail editor

GIVING&‘F@

A CHANCE.

& the link below 1o access | Event Name

a
oo
H A
HHHHH TeXT “gg
ke
; @
o

angele
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Emails

Step 3: Unknown account email (only virtual

events)

» Go to Design > Emails

» Open the ‘Angels- Unknown account’ email

» Translate subject and email text to your local
language (do not translate integrated fields
tagged to your registration fields e.g. ‘First

name’ ‘Last name’  Firstname | Last name |

Note that the “Register for event name” button

will lead to your registration page.

Templates  Mailings  Logs

a
(m] Name Subject Last modified Status
O Angels - Unknown account email & Register - [_event namel} 2023-04-11 11:46:39 acTive
O Angels Virtual Event Countdown (1 week to go) One week to go until {{_event_namel} 2023-04-11 11356115 AcTivE
O Angels Virtual Event Countdown (Day of the event) See you today for [_event_name}) 2023-04-11 11:56:38 AcTivE
O Meeting cancellation Cancelled meeting: ({meeting_title)} 2023-03-15 12:34113 AcTivE
O Meeting invitation Invitation: {{meeting_title}) 2023-03-15 12:34113 AcTivE
O Meeting invitation update Updated invitation: {imeeting_titie)} 2023-03-15 1234113 acTive
O Angels - Access event & Your access to ([ avent name)} 2023-04-11 11:46:14 acTive
O Angels Registration Confirmation Angels Event Confirmation 2023-04-11 11:45:34 AcTivE
Allpages loaded | < 1 -
Name
‘ Angels - Unknown account email ‘ . Active
From Subject
[ Anges Events <noreply @spotme.com> | [ & reoister- (Levent name)
Email editor

+
angels (D H
e COLUMNS HEADING

GIVING [hcé

A CHANCE.

D + +

BUTTON IMAGE

L me |, unfortunately we couldn't find an account for
ss | Good news s that registration for the event is stil open at the link below.

Register for {{_event_name}} l

1f you did not request access to this event, you can safely ignore this message. Only people
with access to your email can click the link above,

1 you ne=d support, contactus here
This emsil was sent to you by Spothe
Privacy Poiicy - Unsubseribe

Fay
oo
A Content
TEXT :::
Blocks.
Bady
DIVIDER

angele

LEAVE YOUR LEGACY



[ ]
m a I S Templates Mailings Logs

New template Search a

m] Mame Subject Last modified Status

[m] ‘Angels - Before you Leave Before you Leave 2023-04-11 11:368:03 ACTIVE

Ste 4a . Befo re o u I eave e m a i I (fo eve nts) (m] Angels — Access event & Your access to {{_event_namel} 2023-03-07 11:01:26 ACTIVE
p ° y [m] Meeting cancellation Cancelled meeting: {[meeting_title]} 2023-03-15 12:34:30 ACTIVE

- o (m] Meeting invitation Invitation: {[meeting_titie}} 2023-03-15 12:34:30 ACTIVE

> G O to D e S I g n > E m a I | S [m] Meeting invitation update Updated invitation: {{meeting_titie}} 2023-03-15 12:34:30 ACTIVE
[m] Angels Registration Confirmation Angels Event Confirmation 2023-04-11 11:42:57 ACTIVE

» Open the ‘Angels - Before you leave’ email

All pages loaded < 1

» Translate subject and email text to your local g @ H A 2

language (do not translate integrated fields rcriance S gl | e -
tagged to your event e.g. Eventname | s o || e || = | R

.............. Dear Al

WWe hope you are doing well.

» Amend the text with information for your LT
event (e.g. delete information you don’t need, o m———————
add information you need, adjust

contact/location/time details)

ONTACT at +49 172 61 99 208 or
perfection com

fo the hotel and return
I

5 . or
e contact CONTACT at +49 172

» Change the sender’s name as in Step 1 PR

Hotel
LOCATION

ne ® 20 !neckrwl.ﬂ am -

angele
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Emails

Step 4b: Event countdown emails (Virtual event)
» Go to Design > Emails

» Open the ‘Angels Virtual Event Countdown’
emails

» Translate subject and email text to your local
language (do not translate integrated fields

» Change the sender’s name as in Step 1

Note that the “View the Event here” button will
lead to your web app account.

See the ‘Angels SpotMe App Manual’ to see the
instructions how to set up the app.

Templates Mailings Logs
New template ntd
ame je ast modifie: us
O N Subject Last modified Stat
(] Angels Virtual Event Countdown (1 week to go) One week to go until {{_event_namej} 2023-04-11 11:56:15 ACTIVE
] Angels Virtual Event Countdown (Day of the event) See you teday for {{_event_name]} 2023-04-11 11:56:38 ACTIVE
All pages loaded
View ter
[ am (1 week 1o go) | ve
From ubject
‘ An spotms | ne weel til {f_eves ]
mail aditor
.............. .
Last name &
-------------- : M H Ad
GIVING ( 3 COLUMNS | HEADING Text 288
Blocks
A CHANCE.
+ @
(] - Body
BUTTON IMAGE

Dear Firstname  Lastname |

week

If you haven' done yet, please make yourself familiar with the
event by using the link below:

View the Event here
ave the event to

angele
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Registration Emails

Once everything is ready to go live, go to
Registration > Emails and check that the Emails
are correctly assigned:

» Registration confirmation email: Angels
registration confirmation

» Access event email (only needed for Virtual
events): Angels — Access event’

» Unknown account email (only needed for
Virtual events): Angels- Unknown account

Registration

Event details
Form fields
Design

Emails

Settings

angele
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SpotMe EID/registration URL for Angels website landing page

€ o ¢ (o pubak 7015120509 4c71cTdf19ce5da2dcad | @ w) % 0 &
SpOtMe EID ﬂ ‘r‘:dmmﬂ = ¢ Angels TEST 2.0 Dashboard “
» To retrieve your spot me ID, go to the dashboard of 7 oy u ‘ ) . &
your event. o g e F
% Interactivity
» Click on the URL in the top of your screen and copy R s
the numbers and letters that appear after ‘event/". CRe 7 N 7 b
L3 Settings
» Insert the SpotME EID in the respective field on the
Angels website landing page in the ‘Edit’ section.
. . fedistat
Registration URL gpstation o
» Click ‘Content’ on the left hand side of the screen.

Design

» Then click on ‘Registration’.

» Copy the registration link by clicking on ‘Copy link’ at ;
the bottom of the page and paste it in the
‘Registration URL field on the Angels website landing

page.

angele
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Before going live: set event to production mode if app will be used

Genera Web app settings App preferences

Before going live with the registration,
please make sure you have tested the

Workspace data

‘Workspace name

registration (and web app if applicable) and (Suerosomh e e wersen |
set the workspace into production mode, if = pm— -
you would like to use the app. e ciers I

| Preproduction workspace v ‘

If the app should not be visible for
participants, leave it in pre-production [Sope e e 2
mode.

‘Organization

Container app

Boehringer Ingelheim - Angels ]

» Go to Settings > General > Workspace
information.

Templating

This workspace is based on template: Angels Meetings - Template (Boehringer Ingelheim - Angels) ]

» Change the production status to

‘Production workspace’ / leave it in ‘Pre-
Production Mode’ according to your
needs

See the ‘Angels SpotMe App Manual’ to see the instructions how to set up the app. angela
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Close registration on SpotMe

Registration

If you reach your capacity on SpotMe,
you can close the registration on
Spotme (please also ask the Angels
Team to close the registration on the
event landing page on the Angels
website).

Emails

To close the registration in SpotMe:

» Go to Content > Registration >
Settings

» Disable the Access limitation ‘Allow
attendees to self-register to the
event’

If you would like to set a capacity limit for the event, please check out the SpotMe guide

Public - Open registration Private - RSVP
i cific people and ask them

Anyane with the registration link may register.

Public & Private
registration and persona

Access limitation

@D) Allow attendees to self-register to the event
To clos sable this setting

Allowed email domains

Organizer notifications

angele
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https://support.spotme.com/hc/en-us/articles/23255016661267-How-to-manage-event-registration-capacity-and-waitlisting

Post Event: Change the attendee status to active or cancelled

@Angels Nurs

Production

1. Goto> Content > User and download
the user report excel

e Stroke Works... |g|

CONTENT

Registration

oy

2. Open the excel and change the ‘fp
status’ to either “active” or “cancelled”

attendance. Then save the excel locally
on your computer

©
ks

3. Go back to the User tab in your event
workspace and import the excel list you

have just saved .

O

1 fp_ext_id fname
2 cechc668- Julia
3 e9eeBece-Marcos

for all users according to their event e e

Users  Profile photos  Pending registration requests  Preferences Display template
Export XIS Import XIS Send email
O Full name company Registrat
m Hashiti Filomena Hashiti femptv) Self-reaic
B | ¢ D 3 F G H I J K L | M N O P | Q| R |

Iname  email  mobile .business_;speciality business_ hcpsa_dospeciality fp_status self_registis_team_nwebappUiis_invited is_activated cancelled_created_afp_;
Binkert  julia.binkert@iqvia.com hidden false true https://wefalse false 2023-10-19T11
Duran  marcos@ctlicomms.com

hidden false true https://wefalse false 2023-12-20T1¢
r

Unfami  mamsrkano d 40100, 1 DDLU Danickaras Cranbia B A manding dron htbmesd fsss fnlen falen ANIANA Y cnl

Angels Nurse Stroke Works... ‘E|

BT Users Profile photos Pending registration requests Preferences Display template
CONTENT Export XLS Import XLS Send email
O Full name company
Registration
O Hashiti Filomena Hashiti (empty)

This step is very important since it defines who of the participants will receive their event certificate on the
Angels Initiative website on their dashboard under “event certificates” (only participants with status set to

“active” will receive a certificate). Please complete this step within 5 Days after the event ended.

angele
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Q&A

Any question you may have, please
submit to angelscoreteam@iqvia.com.

angelz
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