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Get started with SpotMe

Step 1 – Complete SpotMe Certificate

Before starting with this manual, make sure you have completed the necessary 

spotme certifications and send them to Angels Core Team 

(angelscoreteam@iqvia.com) to receive access and a permission to use it. 

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

only valid for the person who completed the certificate):

https://academy.spotme.com/courses

Required certificates:

• Certification Content Owner

• Certification Event Planner

• Certification Live Coordinator

• Certification Live Producer

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

mailto:angelscoreteam@iqvia.com
https://academy.spotme.com/courses


Get started with SpotMe

Step 2- Logging into SpotMe Backstage

URL: https://backstage.spotme.com/

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

set up with one, please contact angelscoreteam@iqvia.com

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.

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.



Get started with your event

Step 2 - New Workspace

Once logged in you will see tiles showing all the upcoming and 
past workspaces. 

To start a new project, click ‘New Workspace’ at the top of the 
page.  



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’ 

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



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 step1)

• 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.



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.



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

• Data location

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”.



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.



Get your event started

Step 5b – Settings: Team members

Got to Settings > Team and add 
marcos@ctlcomms.com 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. 

mailto:marcos@ctlcomms.com


Get your event started

Step 6 – Create a registration form

➢ Click ‘Content’ on the left-hand side of the screen.

➢ Then click ‘Registration’ to open up the page shown on the 
right.

Register the URL:

➢ Always choose “Public – Open registration”

➢ 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.



Get your event started

Step 7 – Review the ‘event details’ for registration 

Here you will see the chosen registration URL line. If needed, 
you can edit and adjust it again. Please don’t change the 
registration link any more after sending out invitations.

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



Get your event started

Step 8 – Edit the ‘form fields’ for registration 

The form fields for registrations are the fields participants have to 
fill in during the registration process. 

To create the form for the registration, go to ‘form fields’ 

Please note, first find the correct order in English, the translation 
of these fields will follow in the Category translation.

➢ Here you should find the template fields for the form already 
established (Note they are not in the correct order/not yet 
selected)

➢ Please select under ‘add a field’ all the relevant fields for your 
event 

➢ Drag and drop each field to ensure the form is in the right 
order and also choose if they should be mandatory or not. 

➢ If you want to edit or add an additional field (that is not in the 
list), please follow step 10

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

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

Form field 
examples

https://support.spotme.com/hc/en-us/articles/9774428491795-Adding-conditional-forms-to-your-registration-page


Get your event started

Step 9 – Edit the ‘description fields’ for registration

The ‘description‘ can be used for structuring the registration 
page by creating titles for the different section and adding 
descriptive information e.g., for accommodation, travel etc. 

➢ Please click on ‘add a description’ and write the necessary 
text for title/description already in your local language. 
Don’t forget to make it bold in case of titles and cursive 
for descriptions.

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

You can then preview the registration page by clicking on 
‘Open page’ at the bottom of the page.

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

Title

Description



Get your event started
Step 10 – Add/Edit registration form fields in your metadata in 
the language of the event (addendum to step 8)

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

➢ Go to 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 
edit. Please don’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. 

New field



Get your event started
Example registration page



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@iqvia.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.

mailto:angelscoreteam@iqvia.com


Translation

Step 1 - Form Field Translations 

To translate each form field to a given language. Go to 
‘Settings’ on the left of your screen, click ‘Metadata’ and this 
page will show. 

➢ IMPORTANT – it is essential to not make any changes to 
the 1st column.

➢ Delete the highlighted section in the 2nd column and input 
translation. 

➢ Use the 3rd column to amend any choices – enter the 
translation and add using the ‘+’ sign on the far right to 
add.

➢ To remove a choice – select on the drop-down list and 
press the ‘–’ sign

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



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’



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 there is a 
more relevant banner for your respective event.



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.



Emails

Step 1: Registration confirmation Email

➢ Go to Design > Emails 

➢ Open the ‘Angels Registration Confirmation’ email

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

➢ 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> , e.g. 
Angels Day Spain March 2024

Note that the “View the Event here” button will lead to your 
web app account. If you are not going to use the web app, 
delete the button (choice only possible for f2f events).

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



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.



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’ 

Note that the “Register for event name” button 
will lead to your registration page. 



Emails

Step 4a: Before you leave email (f2f events)

➢ Go to Design > Emails 

➢ Open the ‘Angels - Before you leave’ email

➢ Translate subject and email text to your local 
language (do not translate integrated fields 
tagged to your event e.g. 

➢ Amend the text with information for your 
event (e.g. delete information you don’t need, 
add information you need, adjust 
contact/location/time details)

➢ Change the sender’s name as in Step 1



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 
tagged to your registration fields e.g. 

➢ 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.



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



SpotMe EID/registration URL for Angels website landing page

SpotMe EID

➢ To retrieve your spot me ID, go to the dashboard of 
your event.

➢ Click on the URL in the top of your screen and copy 
the numbers and letters that appear after ‘event/’. 

➢ Insert the SpotME EID in the respective field on the 
Angels website landing page in the ‘Edit’ section.

Registration URL

➢ Click ‘Content’ on the left hand side of the screen.

➢ 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.



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

Before going live with the registration, 
please make sure you have tested the 
registration (and web app if applicable) and 
set the workspace into production mode, if 
you would like to use the app.

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

➢ Go to Settings > General > Workspace 
information.

➢ 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.



Close registration on SpotMe

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). 

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 here. 

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

1. Go to > Content > User and download 
the user report excel

2. Open the excel and change the ‘fp
status’ to either “active” or “cancelled” 
for all users according to their event 
attendance. Then save the excel locally 
on your computer

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

1

2

3

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.



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

Q&A
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