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Create an event on the Angels website (Angels Team only)

Desigh the event landing page (Angels Team / Local agency)

Approve the event landing page (Angels Team)

Publish the event landing page (Angels Team)

Close registration (Angels Team/ Local agency)

End the event and publish post-event ressources

FAQ
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Angels Team

Create an event and assign local agency (if applicable) only !

In this section you will find all mandatory first steps for the responsible Angels Team member to create the
event and assign a local agency (if an agency has been selected to support with the event).

Overview - all steps

Go back to “Content”: . angela
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Angels Team

Create an event and assign local agency (if applicable) only !

1. Access the and login to your account

2. Under “Angels Admin” select “Manage events”

ABOUTV ANGELS IN ACTIONY STORIES EVENTS & TOOLS™ ACADEMY ANGELS ADMINA  SELECT A LANGUAGE
angela = = : Y @ mymusv

Every 30 minutes a stroke patient wh ies or is permanently
disabled, because they w MANAGE EVENTS ospital.

3. On the “Manage events” site, click on “Add a new event”

Manage events v
Home » Administration
‘ Add a new event |

TITLE AGENCY GROUP START DATE END DATE EDIT  PUBLISHED

angelz
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https://www.angels-initiative.com/

Angels Team

Create an event and assign local agency (if applicable) only !

4. Choose a title for the event

The title has an organizational purpose and will also be displayed in the event certificate of the user: So make sure to choose a title
that easily identifies as the correct event and includes all relevant information for the user, for example “name of the event, year, city”.
For webinars we also recommend to add the duration. The title will also appear on the landing page in case no event banner content
will be added! The limit for the title is 256 characters.

Example for a title: Title *
‘ Test Angels Day Germany, 19. July, Konstanzi

Title appears on Manage events 7
“Manage events”

I € There are security updates available for one or more of your modules or themes. To ensura the security of your server, you should update immediately! See the available updates page for more information and to install your missing updates.

( Add anewevent |

TITLE AGENCY GROUP START DATE END DATE EDIT PUBLISHED
Angels Initiative @ ESOC 2023 2023-05-23 15:00 2023-05-26 17:00 edit Yes
Global Team Leaders Meeting 2023-04-24 10:00 2023-04-24 22:00 edit Yes
Train the Trainer Workshop March 2023-03-27 08:30 2023-03-2816:15 edit Yes
Sessdo Anual Angels-Ano 6 2023-02-01 10:50 2023-02-02 00:40 edit Yes
Simula - Via Verde AVC - Janeiro 2023 2023-01-1913:30 2023-01-21 0015 edit No
Test Angels Day Germany, 19. July, Konstanz 2023-01-13 10:43 2023-01-1311:43 edit No
Angels Nurse Task Force - Curso Online: O PAPEL DO ENFERMEIRO NA VIA VERDE AVC 2022-12-1419:00 2022-12-14 21:00 edit No
Vision holistica de la disfagia en pacientes con ictus: desde la llegada al hospital al seguimiento tras el alta 2022-12-13 17:00 2022-12-13 18:30 edit No
Angels Day South Africa 2022-12-10 08:30 2022-12-1114:15 edit Yes

angelz
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Angels Team

Create an event and assign local agency (if applicable) only !

Title *

5. Click on “Event options” and assign the responsible local agency e o comany 19, komsan:

> EVENT OPTIONS

Case 1: You are not involving a local agency, choose: —None —

Case 2: Your local agency is listed in the drop-down fields, therefore just select them to assign to event. After finishing the creation of
the event, they will have access to the event.

Case 3: Your local agency is not listed in the drop-down fields. Please ask them to register on the Angels website and choose “Agency”
as their “Organization type” in the registration form. If they are already registered, please change their organization type to “Agency”
and inform the Angels Website support Team to create the local agency group (see contacts ).

Once they have been assigned as a legitimate local agency, you will be able to add them to the event.

v EVENT OPTIONS Organization type
Case 1 & 2 Case 3 Select your organisation from the drop-down list.
choose Agency group Local agency
' — None - : : Hospital v
applicable — = registration "o
. . Hospital
fleld | i requred University
Bulgaria Ambulance Service
Pure Perfection Agency Group Medical Societies
Private Practice
RHP Angels Team
Train the Trainer Workshop December
Other
Location of the event. . : :

LEAVE YOUR LEGACY
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Angels Team

Create an event and assign local agency (if applicable) only !

_ - i .
6. Edit “Event options”: complete necessary information Country: add the country the event takes place

v EVENT OPTIONS
Location: add the location the event takes place (ideally

i“‘ﬂfr:""' group hotel and city), in case of online events put “online”
- NOone - v

Country * Time zone: add the time zone the event takes place — this is
Germany>— / especially important for online events since the times will
Location adjust depending on the viewer’s time zone

@CEHMEI, |@/

Location of the event. Event is online: don’t forget to tick that box for online events
/ and untick it for live events (so that the times in the agenda

Berlin will be reflected correctly)

| Event is Online

COnline events will be displayed in the user's set timezone. ME-

o Private event

A private event will not be displayed on the upcoming/previcus events page. The event

nguage *
English =/

Private event: For events with an invitation list, tick this box.
A private event is not displayed in the upcoming events page
but accessible to logged in users who have the direct link.

v

Language: set it to the language of the event. This way it will
be recommended to viewers with the same language. In case
the local language is not available, please choose English.

angelz
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Angels Team

Create an event and assign local agency (if applicable) only !

7. Edit the Banner content: scroll down to “Hero” section, click on banner content

HERO In the banner content section, you will add the
main event information that will be shown on
the banner of the landing page, see landing page

example below:

ose

.e

Event: Banner [ Collapse

.

BACKGROUND

No media items are selected.

\middmediag) TEST ANGELS
* | One media tem remaining. DAY GERMANY

» BANNER CONTENT
The Angels Initiative invites you to join the Test

Angels Day Germany workshop in the
» BANNER OPTIONS SuperNiceHotel in Konstanz, Germany.

We developed an interactive training package that
we would like to share with you, as an example of
how this could potentially be implemented in your

country and hospitals to improve stroke patient

care.

Please confirm your attendance and enter your

details by clicking on the registration button below.

angelz
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Angels Team

Create an event and assign local agency (if applicable) only !

8. Edit the Banner content: Enter details for “Heading”, “Event dates” and “Body”

¥ BANNER CONTENT

I — Heading:

Will be the title in your banner TEST ANGELS
on the landing page DAY G ER MANY

Heading

Test Angels Day Germany

Text format| Basic HTML -

* Allowed HTML tags: <a href hreflang> <em> <strong> <cite> <blockquote cit

id> <hb id> <p> <br> <img src alt height width data-entity-type data-entity-
* You can align images (data-align="center"), but also videos, blockquotes, and
® You can caption images (data-caption="Text"), but also videos, blockquotes, a

# (Only images hosted on this site may be used in <img> tags.

) —> Event date: The Angels Initiative invites you to join the Test
TS, July 2023 To be displayed in the banner Angels Day Germany workshop in the

§ _ (sta rt-end date) SuperNiceHotel in Konstanz, Germany.
ext format| Basic HTML v

* Allowed HTML tags: <a href hreflang>= <em> <strong> <cite> <blockquote cit
id> <hb id> <p> <br>= <img src alt height width data-entity-type data-entity-

We developed an interactive training package that

* You can align images (data-align="center"), but also videos, blockquotes, and we would like to share with you, as an e}(amp|e of
* You can caption images (data-caption="Text"), but also videos, blockquotes, a . . . .
* Only images hosted on this site may be used in <img> tags. how this could pOtEﬂtla"Y be |mp|ement9d In your
= P country and hospitals to improve stroke patient
o5 > Body:
B I|® =|: |9 @/ Noma | shles - | [ Souc Event description in the banner
o Please confirm your attendance and enter your
The Angels Initiative invites you to join the Test Angels Day Germany works In Case Of C|Osed events add d . L. ) .
. . ” details by clicking on the registration button below.
We developed an interactive training package that we would like to share w Invitation on Iy sentence
and hospitals to improve stroke patient care.
Please confirm your attendance and enter your details by clicking on the re NOte: If you add d blOCk quote, please keep the teXt n0rma| angela

and avoid making it bold.
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Angels Team

Create an event and assign local agency (if applicable) only !

Save as: | Draft v |

9. Scroll down and save the first Draft P

Scroll down to the bottom and save as draft (!!).
In case you have assigned a local agency, they will now also have access to the event.

| Preview |

10. Event created
After you have saved it, you will be redirected to the “View” page of the event. Kindly note that this first draft is not complete e.g., it

says “event ended” because you haven’t entered the agenda section yet.
All other information can now be edited by either the Angels Team or the local Agency - find all steps in the second chapter

'Y »

angelz
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TEST ANGELS
DAY GERMANY

angelz
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Design the event landing page

e

In this section you will find all steps for the responsible Angels Team member or local Agency to create a
first draft of the landig page that is ready for review at the end of the process.

Overview - all steps

* QOpen the event for editing (Steps 1-3)

 Edit the event options (Theme details, registration and event link, Spome EID) (Steps 4-7)
* Finalize the event banner (Steps 8-9)

e Edit the Agenda Section (Steps 10-16)

* Edit the Organizer Section (Steps 17-20)

 Edit the Speaker Section (Step 21)

 Edit the Resources Section (Steps 22-26)

* Edit the Post Event Resources Section (Steps 27-32)
* Edit the Contacts Section (Step 33-37)

* Save as “Draft” or “Needs Review” (Steps 38-39)

Go back to “Content”: . angela
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Angels Team

Design the event landing page

1. Access the and login to your account

2. Under “Angels Admin” select “Manage events”

JJJJJ BINKERT

o
@ MyHuB vV

3nge|2 ABOUTV ANGELS IN ACTIONY STORIES EVENTS & TOOLSV ACADEMY ANGELS ADMINA  SELECT A LANGUAGE v

NEW USER REQUESTS
APPROVED USERS
ORGANIZATIONS

ADD ORGANIZATION

DUPLICATE ORGANIZATIONS

MAPPING TOOL
Every 30 minutes a stroke patient wh ies or is permanently
disabled, because they w MANAGE EVENTS ospital.

MANAGE SPEAKERS

3. On the “Manage events” site, choose the respective event, click to open and go to the “Edit” page

Manage events 77

ABOUTY  ANGELS IN ACTIONY  STORIES EVENTS & TOOLSv  ACADEMY ANGELS ADMINv
angelz2
=

Home » Administration

Leave YouR LEACY
{ Add anewevent |
N o000 S Vies port Delete Manage display Layout Revisions
TITLE
EVENT ENDED

Angels Initiative @ ESOC 2023

Global Team Leaders Meeting

Train the Trainer workshop March T EST A N G E LS
Sesso Anual Angels-Ano § DAY GERMANY

Simula - Via Verde AVC - Janeire 2023

Test Angels Day Germany, 19 July, Kongtanz

LEAVE YOUR LEGACY
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https://www.angels-initiative.com/

Angels Team

Design the event landing page

4. On the “Edit” page, click on “Event options” and enter theme details (if applicable)

Title *

Test Angels Day Germany, 19 July, Konstanz

¥ EVENT OFTIONS

Agency group
| - Mene - |

Country *
| Germany -

Location

| SuperMiceHotel, Konstanz

Lacation of tha avant.
Timezone

| Barlin

Event is Cnling

Online svents will ba displaysd in the user's set timazons. ME: Not all users will hava chosan a timeszona, those will dafault to UTC

Language ¥

* THEME DETAILS

Rermove hax codes to revert to defzult colour scheme

Hex code background Theme details

| | L :
Dptional hax cods for the saction background colour. Please use the full hexadecimal value without the #. Th IS I S a n O pt I O n a | feat u re a n d

Hex code buttons
| | only to be used by very
e code e experienced agencies.

Dptional hex code for the button colour. Please use the full hexadecimal value without the 8. >_

Optional hex cods for the taxt colowr. Please use the full hexadecimal value without the 8. P | ease |eave bla n k i n a I I Othe r
Hex code icons

| | cases.

Optional hex cods for the icon colour. Please use the full hexadecimal value without the #.

angele
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Design the event landing page

5. Edit “Event options”: Add the link to the registration page

» THEME DETAILS

REGISTRATION URL
URL

http://example.com.

Start typing the title of a piece of content to select it. You can
to the front page. Enter <nolink> to display link text only. En

Link text

Register here

Go back to “Overview — all steps”: |J§3l

Registration URL — copy in the
URL that leads to SpotMe
registration site

(see in the next manuals how to
retrieve registration URL)

Registration Text: Enter text that
will be shown on a button on the
banner, below the banner and at
the bottom on the page e.g.,
“register here”, by clicking on the
button, participants will be
redirected to registration page

Angels Team

TEST ANGELS
DAY GERMANY

angelz
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Angels Team

Design the event landing page

6. “Event options” : Add the LIVE URL (ONLINE EVENTS ONLY)

Banner example on landing page:
LIVE URL URL: Enter here the link to access the
URL® online event (learn in the next
e e e o+ pece s et o sieat vone o MOduUles where to find LIVE URL)

to the front page. Enter <nolink> to display link text only. Enter TEST ANGELS
Link
ink text DAY GERMANY

Access webinad

Link text: At the exact starting time
of the event, the registration button
In the banner Wi” Cha nge into the The Angels Initiative invites you to join the Test

LIVE URL Angels Day Germany workshop in SuperNiceHotel

LI LIVE URL button showing the link text. in Konstanz, Germany.

https://www.angels-initiative.com/

Start typing the title of a piece of content to select it. You can also enter an internal pa By C I ic ki ng O n th e b utto n pa rtici pa nts Please confirm your attendance and enter your
to the front page. Enter <nolink> to display link text only. Enter <butron> to display | ’ datail by clirluing T registr tion button below.
etails f CKIng o = Fa O (DWW
_ . . .
ikt will be redirected to online event.
join nere

This event is upon invitation only, therefore kindly

make sure that you have received an official email

invite from the Angels Team.

angelz
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Angels Team

Design the event landing page

7. “Event options” : Add Spotme Eid

REGISTRATION URL

URL

Start typing the title of a piece of content to select it. You can also enter a Spotme Eid:

to the front page. Enter <nolink> to display link text only. Enter <button. ) .

T Enter here the SpotMe Eid (learn in the next modules how to

| retrieve from SpotMe)
Dg'hffse o It is important to always add the SpotMe Eid since it will integrate

15 will only disable the registration link on the angels site. 1o close regi R R R . . .

O event has ended the user information from the event in the Angels Website (this will

LvE URL for example on a later stage give the possibility to download

URL certificates for respective events straight from the website)

Start typing the title of a piece of content to select it. You can also enter a
to the front page. Enter <nolink> to display link text only. Enter <button.

Link text

Spotme Eid

| )

Enter the sptome workspace EID that this event is related to.

Go back to “Overview — all steps”: |J§3l
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Angels Team

Design the event landing page

8. Finalize event banner: Scroll down to “Hero” section, click on “Edit” and add the Background (1/3)

HERO

* Event: Banner Test_Konstanz jpg. Test Angels Day Cermany. 19 July 20232, The Angels Initiative invitas you to join the Test Angels Day Cermany workshop in SuperNiceHotel in Konstanz, Germany. &nbsp; Pleas e
S

Add or select media

H ERU Add file
| Choose file | No file chosen ‘
One fi ly.

7 Background - click on “Add media” and add an event banner:

Option 1: Choose from banners that has already been added, click on
“insert selected”

Option 2: Upload a new one (limit of 4 mb, dimensions 1523x397). To do,
 so click on “choose file” and add a new file (see recommendations on the
next slide)

Event: Banner

BEACKGROUND

Mo media items are selected

(" Add media

One media item remaining. e Make sure to not have any logos in your banner. The organizers logo will
be displayed below the banner.

» BANNER CONTENT
Banner content:

To update Heading, Date and Body (see instructions )
» BANNER OPTIONS

angelz
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Design the event landing page

Angels Team

We have created a few banner pictures (Website banner 1-5) for you to use. Please see them below.
They are available and you can just select them.

8. Finalize event banner: Recommendations for event banner media (2/3)

Add or select media

< e 3 : : ‘ =
J’Fﬁ 4 Q“ v “ AW‘ m S
‘ d ‘ : % 4 \ : = H 2
23_007 Website banner 3.jpg 23_007 Website banner 2.jpg 23_007 Website banner 1.jpg 23_007 Website banner 5.jpg 23_007 Website banner 4.jpg

If you would like to add a specific banner for the event that is not available yet, please keep in mind the recommendations on
the next slide.

angelz
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Angels Team

Design the event landing page
8. Finalize event banner: Recommendations for event banner media (3/3)

Make sure to choose a picture that shows a place from far away. There is an automated zoom integrated when creating the
banner, that currently cannot be turned off.

Original picture Picture in the banner of the landing page

TEST ANGELS
DAY GERMANY

angelz
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Angels Team

Design the event landing page

9. Finalize event banner: click on “Banner options” and choose a content position

HERD Content Position *  noee

Choose your preferred option

It will depend a lot on the

Event: Banner

0 banner picture you add (see the
examples of the different
options to the left)

festKonsianz b e i s AR S : Save as “Draft” on the bottom
The maximum number of media items have been selected. Content Position : A e .

of the page, if you want to see
> BANNER CONTENT what your chosen option looks

DAY GERMANY

H HYSY /AW H ” C : Draf
like in “View” mode. urren state: Draf

m | Preview | Delete

¥ BANNER OFTIONS

O standout

g to make taxt stand out.

Content Position *

Left

Center
Right
MDA

Content Position *

TEST ANGELS
DAY GERMANY

angelz
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Design the event landing page Angels Team

10. Scroll down to “Agenda Section” section, click on “Agenda” and change the heading to
the language of the event (if event language other than English)

Agenda Heading:
The Agenda Heading is not editable here, but you can copy the code

¥ AGENDA

Agenda Heading

in the field with the translated fields. In order to change the title, Event <span class—"T-angelina">g8Nda</span>
: extforma
please follow these steps: Text format | Basic HTML
1. Copy the following code in an empty document: v AGENDA
Event <span class='f-angelina'>agenda</span> Agenda Heading
Programm <span class='f-angelina’'=der Veranstaltung-/span=|
2. Translate and change the text “Event” and “agenda” in the code Text format | BRSE FTME ]

(see marked sections in yellow to the right). Example:
Programm <span class='f-angelina’>der Veranstaltung</span>

3. Copy in the Agenda Heading field
PROGRAMM DER VERANSTALTUNG

On the landing page it will show as the heading

TIME DESCRIPTION SPEAKERS

for the agenda section:

RITA RODRIGUES

angelz
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Angels Team

Design the event landing page

11. Edit the “Agenda Section”: Header and Agenda Table Headings

AGENDA SECTION

If the information in the picture below is not yet visible, click on “Edit”

Agenda [1] [ Collapse ) :

— s i) order to be able to create the agenda
4 Agenda topic Time
. | . 4
Then, edit the following information
Tone TOPIC
4+ Agenda topic Header: This is the Header of the whole table, pick a
Header suitable heading e.g., “Workshop Day 1”. It is especially
| Workshop Day — important in case you have more than one event day

AGENDA TABLE HEADINGS

+ |Time{c|-.‘r}

Agenda Table Headings (Time/Description/Speakers):
# | Description — All of these headings are editable, so you can translate
them to the language of the event in case needed.
Please always add the time zone of the event e.g., CET .

+ | Spezkers

angelz

LEAVE YOUR LEGACY

Go back to “Overview — all steps”: |J§3l



Angels Team

Design the event landing page

12. Edit the “Agenda Section” — Edit the agenda table (times & description)

Click on ,Edit” in order to enter the details of the agenda (if not shown already)

AGENDA TABLE
& Agenda session
TIME SLOT * K Time slot
*
Start date Add the start & end date/time for the agenda session.
| 07/19/2023 0O || 09:00:00 AM Note that if online event has been selected in the , the times will adjust for
End dace *  the viewers depending on the time zone they have chosen in their user settings.

-

| 07/19/2023 0 || 09:30:00 AM

Double-check that you have used AM and PM correctly, otherwise the agenda might be
_) ¢ mixed up and in case of online events the wrong time slot will show for participants

Description N
B I = = | 1Z 9%y G Nomal -
Description
Welcome and Introduction — Add a short description for the agenda session. It usually is the title of that agenda

session e.g., CT Imaging Session.

angelz
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Design the event landing page

Angels Team

13. Edit the “Agenda Section” — Add the speaker to the agenda session

Type the name of the respective speaker in the text field. It will show
you all existing speakers on the website that you can chooose from.

Case 1: The name of the speaker shows up: The speaker you want to
add exists, therefore just add them by clicking their name. No further
input needed.

Case 2: The name of the speaker does not show up: The speaker you
want to add does not exist yet and you will therefore have to add a new
speaker (Angels Team only: see )

More than one speaker:
If you want to add another speaker for that agenda session, please click
on “Add another item”

SPEAKER

& ‘ Rita Rodrigues (1624)

pegker does not
‘ Add another item

Go back to “Overview — all steps”: |J§3l

AGENDA TABLE

# Agenda session
4 Agenda session

SPEAKER I:>

|

Rita Rodrigues
If the speaker does natkvau can create a new speaker

SPEAKER

< | Rita Rodrigues (1624)

SPEAKER

& ‘ Julia Binkert

If the speaker does not exist you c

angelz
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Angels Team

Design the event landing page only !

Add a new speaker (1/2)

SPEAKER
There are two options to add a new speaker.

Option 1: In the “Edit“event section > “Agenda” section > “Speaker”: click on “create a new

” If the speaker does not exist you ..
speaker -

Option 2: Go to ANGELS ADMIN > ADD SPEAKERS, then click on “Add term”

+ Julia Binkery

|f‘> Speakers ¢

angela ABOUTV ANGELS IN ACTIONV STORIES EVENTS & TOOLSv ACADEMY ANGELS ADMINA  SELECT ALANGUAGE v

NEW USER REQUESTS List Edit Manage fields Manage form display Manage display

APPROVED USERS
c Home » Administration » Structure » Taxonomy » Edit Speakers

ORGANIZATIONS

ADD ORGANIZATION ‘ + Add term ’

DUPLICATE ORGANIZATIONS

MAPPING TOOL
Every 30 minutes a stroke patient whd ies or is perman|

disabled, because they MANAGE EVENTS ospital.

We’re working

angelz
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Design the event landing page

Add a new speaker (2/2): Add all necessary information

Add term v
Home = Administration = Structure = Taxonomy = Edit Speakers

Name *

Role

Biography

B I |= == = | % G| Fomm

Maxlength: 300
Used- 0
Remaining: 300

Text format | Basic HTML i

IMAGE

No media items are selected.

| Add media |

Published

» RELATIONS

> SIMPLE XML SITEMAP

@ Save and go to list )

Go back to “Overview — all steps”: |J§3l

Fill in the following information:
Name: Speakers first and last name
Role: e.g., Head of Neurology Department

Biography: Add a short speaker biography
(max. 300 words)

Image: add a professional picture of the
speaker, in case it is an Angels Team member,
please choose the official Angels picture with
Angels background

Link: optional

Relations: Do not edit
Simple XML Sitemap: Do not edit

—> Do not forget to ”save” at the end

Angels Team

only !

How it will be displayed on landing page:

ANGELS INITIATIVE CO-FOUNDER

As the project lead for the Angels
Initiative he is dedicated to do
whatever it takes to change the face
of acute stroke treatment in the world
so that others don't have to suffer the

same preventable fate as his close

family member in South Africa in
2013.

angelz
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Design the event landing page Angels Team

14. Edit the “Agenda Section”: Add another agenda session

If you want to add another agenda session for that day, click on “Add agenda session”.
Then repeat

AGENDA TABLE I:/ Edit all \:I E
. gy

+  Agenda session Rita Rodrigues, Welcome and Introduction&nbsp; 'ﬁi Edit :' E

+ Agenda session Jan van der Merwe, CT Imaging Session |:: Edit :] E

L: Add Agenda session Agenda Table

15. Edit the “Agenda Section” — Add another workshop day (agenda topic)
If you want to add another workshop day to the table, click on “Add Agenda topic”. Then
repeat

.::' Add Agenda session :;. to Agenda Table

[ Add Agenda u@

angelz
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Design the event landing page

Angels Team

16. Edit the “Agenda Section” — Add an agenda document as pdf

Add an agenda as pdf: click on choose a file

AGENDA SECTION

Agenda

o —>

+ Agenda topic Workshop Day,

F

| Add Agenda topic :]
Agenda pdf

‘ Choose File | No file chosen

One file only.
2 MB limit.
Allowed types: pdf.

Go back to “Overview — all steps”:

Once added and saved, it will appear as a document
to download in the landing page

WORKSHOP DAY

TIME DESCRIPTION SPEAKERS
09:00 - 09:30 Welcome and Introduction RITA RODRIGUES
09:30 - 11:00 CT Imaging Session JAN VAN DER MERWE

%) CALENDAR FILE (ICS) DOWNLOAD

B m

angele

LEAVE YOUR LEGACY



Angels Team

17. Scroll down to “Organizers” and check the heading is in the language of the event

Design the event landing page

Organizers Heading: On the landing page it will show as the heading
The Heading is editable so that you for the organizer section:
are able to adjust it to your

preferred language. In order to do
so, only change the text “Event” and :
“organizers” — do not change any @ENT OI’@&UMS&’S

other text element

ANGELS INITIATIVE

Angels Initiative is a non-promotional,
health care project of Boehringer

Ingelheim International GmbH to
> AGENDA angeie .
support the ESO and WSO in
LEAVE YOUR LEGACY implementing their main goal, to
¥ ORGANISERS mprove..

Organizers heading

Event <span class="f-angelina"=organisers</span:=

Text format| Angels span v

* Allowed HTML tags: <em> <strong> <span class="f-angelina">

angelz

LEAVE YOUR LEGACY

Go back to “Overview — all steps”: |J§3l



Design the event landing page

Angels Team

18. Edit the “Organizer section”: Add the organizer logo to the event

Add or select media

Add file
ORGANIZERS
| No file chosen |
. One file only.
+ Event organizer 1 ME limit.
Allowed types: png gif jpg jpeg.
Organizer Name Sort by

i

Angels Initiative

Name of the organizer.

LOGO

Mo media items are selected.

download (1)_CHUA.png
Add media :
One media item remaining.

download_INEM.png

Biography

‘ Angels Initiative is a non-promotional, health care pro

Text format| Basic HTML v

® Allowed HTML tags: <a href hreflang> <em> <strong
id= <hb id> <p> <br> <img src alt height width dat

Go back to “Overview — all steps”: |J§3l

Click on ,,Add media” and add an organizer logo

Option 1: Choose from logos that has already been
added, click on “insert selected”

Option 2: Upload a new one (limit of 1 mb) therefore,
click on “choose file” and add a new file

The logo will appear on top of the
landing page, just below the banner and
next to the event organizer description

angelz
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Angels Team

Design the event landing page

19. Edit the “Organizer section”: Add the organizer information to the event

—

ORGANIZERS

Organizer
4 Event organizer . .
Add the organizers name that is
Organizer r .
Angels Initiative Supportlng the event
Mame of the organizer.
LOGO >
Mo media items are selected.
One media item remaining.
Biography N 0 rga nizer
Angels Initiative is a non-promotional, health care project of Boehringer Ingelt - Add a Shor‘t b|ography Of the
et forme. R organizer (mandatory)
LINK
URL* )
| https:/ f'www.angels-initiative.com/ O‘
Star ing the title of a piece of content to select it. You can also enter an internal patt .
Ii;kttzvfheirtonttp;ge_ EmI::er q‘noﬁnk: totc:isplav IEnII( text only. Enter Tc:'.f;'!.llrrcn']t;» to di:ptla — Llnk
Link text Add a URL and link text that will
A Is Initiative Websit . .
el i 1 | N lead to the organizer's website

angelz
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Design the event landing page

Angels Team

20. Edit the “Organizer section”: Add more organizers to the event

angele

LEAVE YOUR LEGACY

angels.png
The maximum number of media items have been selected.

Biography

Angels Initiative is a non-promotional, health care project of Boehringer Ingelt

Text format | Basic HTML -

& Allowed HTML tags: <a href hreflang> <em> <strong> <cite> <blockquete cite» <cod
id> <h6 id> <p> <br>= <img src alt height width data-entity-type data-entity-uuid dati

®* You can align images (data-align="center"), but also videos, blockquotes, and so on.

* You can caption images (data-caption="Text"), but also videos, blockquotes, and so0 on

® Only images hosted on this site may be used in <img> tags.

LINK
URL *

| https:/ /www.angels-initiative.com/ Q|

Start typing the title of a piece of content to select it. You can also enter an internal path s
link to the front page. Enter <nolink> to display link text only. Enter <butron= to display

Link text

| Angels Initiative Website |

.': Add Event organizer :

Go back to “Overview — all steps”: |J§3l

Add Event organizer
If you want to add another organizer for the event, click on “Add event
organizer”. Then repeat steps

All added event organizers will appear in the section on the landing page
and their logos will appear right below the event banner (see example
below).

EVENTm@anwem

ANGELS INITIATIVE NUTRICIA
Angels Initiative is a non-promotional, We have been pioneering nutritional
health care project of Boehringer solutions since 1896, when our

Ingelheim International GmbH to founders first began their early

a ngela support the ESO and WSO in ‘ NUTRICIA support of mothers and their infants.

implementing their main goal, to LIFE-TRANSFORMING NUTRITION Since then, our nutritional...
LEAVE YOUR LEGACY improve...
[7] ANGELS INITIATIVE WEBSITE [7] NUTRICIA WEBSITE

angelz
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Design the event landing page Angels Team

21. Scroll down to “Speaker” section and check the heading is in the language of the event

Speaker Heading: On the landing page it will show as the heading
The Speaker Heading is editable so that you for the agenda section:

are able to adjust it to your preferred
language. In order to do so, only change the
text “Event” and “Speakers” — do not change EVENT SPEAKERS
any other text element

Speaker heading

Rita first graduated in Biology out of As the project lead for the Angels
a passion for life and all living things, Initiative he is dedicated to do

Event =class="f-angelina"=5peakers< /span:= ‘ be

wha

of acy

so th

4 ; er
TEJ('E fﬂrmat A n g e I 55 pﬂ. n L worked with the medical software - same preventable fate as his close

industry to develop digital ‘.» family member in South Africa in
4
simulations. i 2013.

* Allowed HTML tags: <em> <strong> <span class="f-angelina">

The speaker and their biographies will be automatically added if you have added the speakers correctly in
the agenda section. The information shown here depends on the speaker you added in the agenda section
@® and the information that has been added to the speaker profile (go back to add speakers).

angelz
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Design the event landing page

Angels Team

22. Edit the “Resources Section”: Scroll down to “Resources” section, click on “Resources”
and check the heading is in the language of the event

Resources Heading:

The Resources Heading is editable so
that you are able to adjust it to your
preferred language. In order to do
so, only change the text “Your” and
“Resources” — do not change any
other text element

¥ RESOURCES

Resources

Resources heading

On the landing page it will show as the
heading for the resources section:

YOUR Kesources

TYPE DESCRIPTION LINK

Using a checklist while interpreting the CT image has shown to improve the quality of
Checklist interpretation. Download the checklist below as a guide to CT interpretation in acute CT IMAGING CHECKLIST
stroke.

Your <span class="f-angelina”"=Resources</span=

Text format | Angels span v

* Allowed HTML tags: <em> <strong> <span class="f-angelina">

Go back to “Overview — all steps”: |J§3l

angelz
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Angels Team

Design the event landing page

23. Edit the “Resources Section” — Resources Table Headings

RESOURCES TABLE HEADINGS
% [Type Resources Table Headings (Type/Description/Link):
- All of these headings are editable, so you can translate
% [ Description them to the language of the event in case needed
+ | Link
YOUR Kesources
On the landing page it will show as the heading
TYPE DESCRIPTION D
for the resources table
Using a checklist while interpreting the CT image has shown to improve the guality of
Checklist interpretation. Download the checklist below as a guide to CT interpretation in acute CT IMAGING CHECKLIST

stroke.

angelz
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Design the event landing page

Angels Team

24. Edit the “Resources Section” — Add the first resource item

RESOURCES ITEM
++ Resources ltem

Resource Type
| Checklist |

RESOURCE LINK

uRL*

| https:/ /www_angels-initiative. com/ sites /default files /080 _5t rulc;E_Ph',.lﬁician:_':|

Start typing the title of a piece of content to select it. You can also enter an intearnal path such as
<button:> to display keyboard-accessible link text only.

Link text

| CT Imaging Checklist |

Resource Description

Using a checklist while interpreting the CT image has shown to improve the quality of interprat

Maxlength: 255
Used: 180
Remaining: 75

Resource Upload

| Choose File [ Mo file chosen |

This will averride Resource link

One file anly.

2 ME limit.

Allowed types: txt pdf odf ppt pptx xIs doc docx.

Go back to “Overview — all steps”: |J§3l

Resource Type: Name the type of resource your adding e.g. checklist,
presentation

Resource Link:
Add here the link and the text you want to have displayed on the landing

page

Resource description:
Add a short description of the resource you are providing, can also just
be a more explanatory name of the resource

Resource Upload:

You can provide a file for your participants to download on the landing
page by uploading the file here (limit of 4MB).

Allowed types: txt, ppt, odf, pptx, xls, doc, docx

You can either add a resource link OR upload a resource!
By uploading a resource after adding a link you will
® override resource link

angelz
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Angels Team

Design the event landing page

25. Edit the “Resources Section” — Define visibility of the item

RESOURCES ITEM

4 Resources ltem At the bottom of the resource section, choose who will
=" | be able to see your event:
RESOURCE LINK * Everyone — means everyone who is registered on
|”:‘;;: e e et e the Angels Website has access to the resource
e e v e e 7 e e * Only Event attendees — only people who have
Link text already registered for the event have access to the

| CT Imaging Checklist |

added resource

Resource Description

Using a checklist whila interpreting the CT image has shown to improve the quality of interg
. e %
Availability

Max| th: 255
e O Everyone

Remaining: ¥5

Resource Upload ® Only Event Attendees

|’“"°f”E chosen This determines if the resources are available to everyone, or only to those who has registered for the event.

This will everride Resource link

One file only.
2 ME limit.
Allowed types: txt pdf odf ppt pptx xls doc docx.

|j:. Add Resources ltem .:]
Availability *
) Everyone

® Only Event Attendees
This datermina:

5 if tha rasourcas are availabls to evaryons, goefT to thoss who has ragistersd for the svent.

angelz
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Angels Team

Design the event landing page

26. Edit the “Resources Section” — Add another resource item

RESOURCES ITEM

i Click on “Add Resource Item” and repeat steps

Resource Type
| Checklist |

RESOURCE LINK

URL *

| https:/ /wwaw.angels-initiative. comn, sites ‘default/files /'0BD. _Stroke_PhysicianD |

Start typing the title of a2 piece of content to select it. You can also enter an internal path such
<button> to display keyboard-accessible link taxt only.

Link text

| CT Imaging Checklist |

Resource Description

Using a checklist whila interpreting the CT image has shown to improve the quality of interg

O Everyone

Maxlength: 255 @ Dr‘ll‘y Event Attendees

Used: 180
Remaining: ¥5

Resource Upload

| Nao file chosen

This determines if the resources are available to everyone, or only to those who has registered for the event.

This will everride Resource link

One file only.

2 ME limit.

Allowed types: txt pdf odf ppt pptx xls doc docx.

y - ™
| Add Resources ltem |
. /

Availability *
) Everyone
® Only Event Attendees

This daterminas if tha resourcas ars availabls to svaryons, goe

¥ to thoss who has ragistsred far the svent.

angelz
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Angels Team

Design the event landing page

Edit the “Resources Section” — Landing page example

See below how your resources section on the landing page could look like:

YOUR Kesources

TYPE DESCRIPTION LINK

Using a checklist while interpreting the CT image has shown to improve the guality of

Checklist interpretation. Download the checklist below as a guide to CT interpretation in acute CT IMAGING CHECKLIST
stroke.
Poster 12 Weeks to Helsinki Poster HELSIMKI POSTER

Note that if one the uploaded resources has been uploaded as a link and the other one as a file that
they will be displayed the same way.

angelz

LEAVE YOUR LEGACY

Go back to “Overview — all steps”: |J§3l



Design the event landing page Angels Team

27. Edit the “Post Event Resources”: What to add here?

Post event resources are resources that you want to share after the event has ended
(e.g., link to recording in the video library, checklist etc.). Anyway, you will also be able to add them already. They will only
become visible once you have marked the event as ended (see here ).

Once the event has been marked as ended TEST ANGELS
. . DAY GERMANY
the Post Event Resources will appear right

below the landing page banner:

YOUR Kesownrces

DESCRIPTION

angelz
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Angels Team

Design the event landing page

28. Edit the “Post Event Resources”: Check the heading is in the language of the event

Resources Heading: On the landing page it will show as the heading
The Resources Heading is editable so for the post resources section:

that you are able to adjust it to your
preferred language. In order to do
so, only change the text “Your” and
“Resources” —do not change any
other text element

YOUR Kesources

TYPE DESCRIFTION LIMNEK
POST EVENT RESOURCES
Video Whtch hore (againd the Angods Initiatie: Forum at Globa ANGELS INITIATIVE FORUM AT GLOBAL ALLIANCE
Allimnce Stroke alianoe and goet all insights ETROKE
Resources

Resources heading

Your <span class="f-angelina">Resources< /span>

Text format | Angels span v

* Allowed HTML tags: <em:> <strong:> <span class="f-angelina">

angelz
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Go back to “Overview — all steps”: |J§3l



Design the event landing page

Angels Team

29. Edit the “Post Event Resources”: — Resources Table Headings

RESOURCES TABLE HEADINGS
% [Type Resources Table Headings (Type/Description/Link):
- All of these headings are editable, so you can translate
% [ Description them to the language of the event in case needed
+ | Link
YOUR Kesources
( > On the landing page it will show as the heading
for the resources table

Yideo

Allimncs Stroke aliance and get all insights STROKE

angelz
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Design the event landing page

Angels Team

30. Edit the “Post Event Resources”: Add the first resource item

RESOURCES ITEM
&+ Resources ltem

Resource Type
‘ Video ‘

RESOURCE LINK

URL*

‘ https:/ /www.angels-initiative.com/watch/596?returnURL=/watch D ‘

start typing the title of a piece of content to select it. You can also enter an internal path ¢
http://example.com. Enter <front> to link to the front page. Enter <nolink: to display lir
accessible link text only.

Link text

‘ Angels Initiative Forum at Global Alliance Stroke

Resource Description

Watch here (again) the Angels Initiative Forum at Global Alliance Stroke alliance and ge

Maxlength: 255
Used: 103
Remaining: 152

Resource Upload

‘ Choose File | No file chosen

This will override Resource link

One file only.

2 MB limit.

Allowed types: txt pdf odf ppt pptx xls doc docx.

Go back to “Overview — all steps”: |J§3l

@ override resource link

Resource Type: Name the type of resource your adding e.g. checklist,
presentation

Resource Link:
Add here the link and the text you want to have displayed on the landing

page

Resource description:
Add a short description of the resource you are providing, can also just
be a more explanatory name of the resource

Resource Upload:

You can provide a file for your participants to download on the landing
page by uploading the file here (limit of 2MB).

Allowed types: txt, ppt, odf, pptx, xls, doc, docx

You can either add a resource link OR upload a resource!
By uploading a resource after adding a link you will

angelz
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Angels Team

Design the event landing page

31. Edit the “Post Event Resources”: Define visibility of the item

RESOURCES ITEM

& Resowurces ltam

At the bottom of the resource section, choose who will

Resource Type
= | be able to see your event:
RESOURCE LINK * Everyone — means everyone who is registered on
r:ﬁps;_.-_.-m.ange.s-mitim.m warch SeeUR watch O the Angels Website has access to the resource
iﬁi‘.?ﬂ:ﬁﬁﬁﬁ'ﬁf ‘o dinplay keyboard-aceessible ik st onlys * Only Event attendees — only people who have
Link sext

already registered for the event have access to the
added resource

| Angels Initiztive Forum at Global Alliance Stroke |

Resource Description

Watch here (agzin) the Angels Initiative Forum at Global Alliance Stroke alliance and get all i
e T
Awvailability

Maxlength: 255
Used: 103 O Eve ryone

Remaining: 152

Resouree Upload O] Only Event Attendees

| No file chosen This determines if the resources are available to everyone, or only to those who has registered for the event.

This will override Rasource link

One file only.

2 ME limit.

Allowed types: txt pdf odf ppt pptx xls dec docx.

- T w
| Add Resources ltem |
" A

Availability *

] Everyone
® Only Event Attendees

This datarminas if tha resourcas ars avaj

#% to evaryona, or only to thoss who has ragisterad for tha svent. a ng e Ia

LEAVE YOUR LEGACY
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Angels Team

Design the event landing page

32. Edit the “Post Event Resources”: Add another resource item

RESOURCES ITEM
i Resources ltem

Resource Type

|\u'i:|eu |

Click on “Add Resource Item” and repeat steps

RESOURCE LINK

URL *

-

| hitps:/ /www.angels—initiative.com/watch /5367 returnURL= /watch

Start typing the title of 2 piece of content to select it. You can also enter an internal path such
cnly_ Enter <button: to display keyboard-accessible link text anly.

Link text

| Angels Initiative Forum at Global Alliance Stroke |

Resource Description

‘Watch here (again) the Angels Initiative Forum at Clobal Alliance Stroke alliance and get all i -
O Everyone
Maxlangth: 255 @ Dﬂl‘yf Event Attendees
Used: 103
This determines if the resources are available to everyone, or only to those who has registered for the event.

Remaining: 152

Resource Upload

| Choose Filz | Mo file chosen

This will override Resource link

COne file only.

2 ME limit.

Allowed types: txt pdf odf ppt pptx xls doc doce.

_—
| Add Resources Item |
\. /

Availability *

() Evaryone

® Only Event Attendees a n g e Ia

This detarminas if tha recourcas are availabla to swaryona, or only to those who has ragistered for the awent.

LEAVE YOUR LEGACY
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Design the event landing page

Angels Team

33. Scroll down to “Contacts” section, click on “Contacts” and check the heading is in the

language of the event

Contacts Heading:

The Contact's Heading is editable so
that you can adjust it to your
preferred language. In order to do
so, only change the text “Your” and
“Contacts” — do not change any
other text element

v CONTACTS

Contacts Heading

Your <span class="f~angelina"-Contacts< /span:

Text format | Angels span - |

»  Allowed HTML tags: =em> <strong> <span class="f-angelina">

Go back to “Overview — all steps”: |J§3l

On the landing page it will show as the heading
for the contact's section:

YOUR Contacts

JULIA BINKERT

Angels Initiative Senior Coordinatar

angelz
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Angels Team

Design the event landing page

34. Edit the“Contacts” section
In order to edit and add your first contact, please click on “Edit” (if not opened already)

¥ CONTACTS

Contacts Heading

Your <span class="f-angelina"=Contacts=/span>

Text format | Angels span - About text formarts

= Allowed HTML tags: <em> <strong> <span class="f-angelina™>

Show row weights

CONTACTS

P
++  Event: Contact i Edit

( Add Event: Contact :I to Contacts

angele
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Design the event landing page

35. Edit the“Contacts” section: add your first contact person’s information

CONTACTS

Name: Add first and last name

G\) of your contact person

IMAGE

No media itams are selected

Image: see next slide

( Add media )

One media item remaining.

Detail

B I|= =|:=

Detail: Add a short description
of the contact person’s role

- | Styks - | @ Source

= | B Nemal

Angels Initiative Senior Coordinator

Email: Add email address

body p

Maxlength: 255
Used: 42

Remaining: 212

Link: Add URL and Link text, if
your contact person has their
own web page

Text format

Start typing the title of a piece of contenf to select it. You can also enter an internal path such as
Enter <button> to display keybeard-acgessible link text only.

Link text

Go back to “Overview — all steps”: |J§3l

Angels Team

Example landing page:

YOUR Contacts

JULIA BINKERT

Angels Initiative Senior Coordinator

angelz
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Angels Team

Design the event landing page

36. Edit the“Contacts” section: add your first contact person’s picture

Julia Binkert Mewes o v} (ool My _ Bow Bk
3
. dr 1 D
B I|= = |3 1=| K| Nomal - | Styks - | @ Scurce ‘ -
Angels Initiative Senior Coordinator Q /"‘l ﬂ L ..—- ~1
[ e s 1 P R—
N Image — click on “Add media” and add a picture
— Option 1: The person has been added as contact before. You can choose the
e respective picture of that person and click on “Insert selected”
e — Option 2: The person has been never added as contact person before, the picture is
rrr—— | outdated or not appropriate. Then click on “choose file” and upload a new picture
(limit of 1 mb).
\ o]

For the Angels Team please choose your picture with Angels
| background as contact picture here instead of private picture to
® keep it professional ly"\

%),

Link text

angelz
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Angels Team

Design the event landing page

37. Edit the“Contacts” section: add another contact person

v CONTACTS In order to add another contact person, click on
“Add Event Contact” and repeat steps

Contacts Heading

Your <span class="f-angelina"=Contacts</span: |

Text format | Angels span - |

=« Allowed HTML tags: <em> <strong> <span class="f-angelina™>

In case a local agency has been assigned to support with the
I event, please add two contact persons:
o

* One Angels Initiative Team Contact
+ Event: Contact Julia Binkert, Binkert Julia {1) (2} {1).jpg, Angels In ° One Local Agency Contact
[ Add Event: mnm@mmm

angelz
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Angels Team

Design the event landing page

38. Scroll down and save as “Draft” or change status to “Needs review”

Option 1: You will still continue working on the draft but want to safe your progress, Save as:| Draft .
check how it currently looks like or continue working later because you are still missing @ |

some information: Scroll down to the bottom and save as draft (!!). \_Preview )
You will now be redirected to the “View page” where you get a preview of the landing
page. In order to go back to edit,

Option 2: You have entered all necessary details, checked if everything looks fine in
“View” mode and now feel like your landing page is ready for review: Scroll down to the
bottom, select “Needs review” and then “save”.

Continue with

Current state: Draft
Current state: Draft

Ehangem Ne_eds Review w

* Needs Review .

Published

Ehangem Heeds Review =

- Preview .u Delete

angelz
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Angels Team

Design the event landing page

39. The content of the landing page has been sent for review
After you have saved it in “Review mode”, you will be redirected to the “View” page of the event.
The owner of the event (the Angels Team member who created the event) will now need to review the landing page.

Agency: Please notify the respective Angels Consultant that the page is ready for review.
Angels Team: If you have created the event yourself, please find another team member to review the landing page

e The content has been sent for review, you will get notified when reviewed

@ . Event Test Angels Day Germany, 19 July_Konstanz has been updated

180:21:00 :12

TEST ANGELS
DAY GERMANY

The Angels Initiative invites you to join the Test

Angels Day Germany workshop in SuperNiceHotel

in Konstanz, Germany.

Please confirm your attendance and enter your
details by clicking on the registration button below.

This event is upon invitation only, therefore kindly
make sure that you have received an official email

invite from the Angels Team

SR

angelz
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Angels Team

Approve the event landing page only !

In this section you will find all steps for the responsible Angels Team member to review the landing page.

Overview — all steps

Go back to “Content”: . angela

LEAVE YOUR LEGACY



Angels Team

Approve the event landing page only !

1. Access the and login to your account

2. Under “Angels Admin” select “Manage events”

- . @ JULIA BINKERT
ABOUTV ANGELS IN ACTIONY STORIES EVENTS & TOOLSV ACADEMY ANGELS ADMINA  SELECT A LANGUAGE w

angelz @& MyHUEBY

NEW USER REQUESTS

Wo R KI N c —
ORGANIZATIONS
ADD ORGANIZATION

DUPLICATE ORGANIZATIONS

MAPPING TOOL
Every 30 minutes a stroke patient wh ies or is permanently
disabled, because they w MANAGE EVENTS ospital.

MANAGE SPEAKERS

3. On the “Manage events” site, choose the respective event and leave it in view mode first

Manage events 7
gt Export Delete Manage display Layout Revisions

Home » Administration it for review, you will get notified when reviewed.
'rmany. 19 July, Konstanz has been updated.

| Add anew event |
TITLE
174:01:21:25

Angels Initiative @ ESOC 2023

Global Team Leaders Meeting T EST ANG E Ls
Train the Trainer Workshop March DAY G E R M A N Y

Sessdo Anual Angels-Ano 6

Simula - Via Verde AVC - Janeiro 2023 " .
The Angels Initiative invites you to join the Test

Angels Day Germany workshop in SuperNiceHotel
Test Angels Day Germany, 19 july, Konstgnz in Konstanz, Germany. a ng e a
TPy - . co aaia = P S

LEAVE YOUR LEGACY
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https://www.angels-initiative.com/

Angels Team

Approve the event landing page only !

4. Do a detailed check of the landing page in view mode : Start with the Banner (1/2)

v" Countdown: have a rough calculation if the countdown is
correct (otherwise the date in the agenda might not be set

TEST ANGELS ) correctly).
DAY GERMANY Z If not, edit agenda dates or add to the list for your local

agency.

174:01:03:54

The Angels Initiative invites you to join the Test
Angels Day Germany workshop in SuperNiceHotel

v’ Is the correct Event location displayed?
Z If not, edit the event location or add to the list for your local
agency.

REGISTER HERE SHARE EVENT

“Register here” button:
v" Click on the registration button and do a test registration.

# If the registration link or text is not working, edit the link information here or add to the list for your local agency.
Find out in the next modules how to review the registration page itself during the test registration.

angelz
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Angels Team

Approve the event landing page only !

4. Do a detailed check of the landing page in view mode : Start with the Banner (2/2)

v Are the Heading (1), Event Date (2) and Event Description (3)

174:01:03:54

correct?

) TEST ANGELS #Z If not, edit the banner content or add to the list for your local

DAY GERMANY agency.
2 ‘

bl o i e , v’ |s the Background image the one you have chosen? Is it

?, appropriate for the event and does it not show any logo in there
3 already?
Z If not, edit the background or add to the list for your local

invite from the Angels Team

S S | o agency.

angelz
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Angels Team

Approve the event landing page only !

5. Do a detailed check of the landing page in view mode : Organizer logo and information

TEST ANGELS
el The organizer logos are shown below the banner and in the

event organizer section.

v" Make sure you the important organizer logos are shown.

EVENT organisers
v" Furthermore, check if you have added the organizers
angelz e name and a short biography of the organizers .
pre T e } v" Finally, do not forget to also double check the links are
working.
# If changes are needed, please edit the organizer section or add the changes to the list for your local agency.
angelz

LEAVE YOUR LEGACY
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Angels Team

Approve the event landing page only !

6. Do a detailed check of the landing page in view mode : Post event resources

The post event resources are shown just below

the event banner and logos. This section will

only be shown after the event has been

marked as ended! It is okay, if there is no

W er (5 the Anges N Z0rum t Glpat AT S ance 93 Gt ANGELS INTIATIVE FORUM T content if you haven’t decided yet (you will be
able to add those resources on a later stage).

YOUR Kesources

TYPE DESCRIPTION LINK

REGISTER HERE

v If you have already added resources here, check the Type and Description are displayed correctly.
v" Do not forget to also click on the Link to see if the added resource link or download is working.

/ If changes are needed, please edit the post event section or add the changes to the list for your local agency.

angelz
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Angels Team

Approve the event landing page only !

7. Do a detailed check of the landing page in view mode : Event agenda

EVENT asenda
' Checkif all workshop days are
displayed and time, description
16:00 - 17:00 ‘Welcome and Introduction RITA RODRIGUES and Speakers are CorreCt'
v’ Please also test do download
B /5 pownLonD acenon the calendar file and agenda.
# If changes are needed, please edit the agenda section or add them to the list for your local agency.

angele

LEAVE YOUR LEGACY
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Angels Team

Approve the event landing page only !

8. Do a detailed check of the landing page in view mode : Event speakers

v" Make sure all speakers are displayed in this section (if
EVENT SPEAKERS not you will also have one missing in the agenda)
# If you want to add a speaker to the agenda, please see

or add it to the list for your local agency.

As the project lead for the Angels
Initiative he is dedicated to do

whatever it takes to change the face

of acute stroke treatment in the world

v" Check that names and biographies are complete and

i
worked with the medical st ar . same preventable fate as his close
industry to develop digital > family member in South Africa in

displayed correctly
v In case there are any links to e.g., the speaker’s
homepage please do not forget to test them.
# If you want to change the speaker information, see

angelz
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Angels Team

Approve the event landing page only !

Manage speakers: Change speaker information (1/2)

1. Go to ANGELS ADMIN > MANAGE SPEAKERS

ABOUTw  ANGELS IN ACTIONv  STORIES EVENTS & TOOLSw  ACADEMY ANGELS ADMIN A

manayge g 1T

Hams = Adminisiratian

I & Thars Is @ security updats aaalabls fory

2. “Search the speakers name” and click on “Apply” r——

HAME

3. The speaker's name appears in the list, then click on “edit”

Search speaker name

Rita Rodrigues

([ Apply )

NAME LINK TO EDIT TAXONOMY TERM

angelz
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Angels Team

Approve the event landing page only !

Manage speakers: Change speaker information (2/2)

4. Edit the speaker information or picture

..............

eeeeeeeeeeeeeeee

BI = 3= 3|9 B Nomal - | Stes - | [ source

aaaaaaaaaaaa
sssssss

5. Scroll to the bottom and click on “save” @ Delete

angelz
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Angels Team

Approve the event landing page only !

9. Do a detailed check of the landing page in view mode : Event resources

TYPE DESCRIPTION LINK
Using a checklist while interpreting the CT image has shown to improve the quality of

Checklist interpretation. Download the checklist below as a guide to CT interpretation in acute CT IMAGING CHECKLIST
stroke.

Poster 12 Weeks to Helsinki Poster HELSINKI POSTER

v" Check that your event resources are complete
v" Check that Type and Description are displayed correctly.

v Do not forget to also click on the Link to see if the added resource link or download is working.

/ If changes are needed, please edit the resource section or add the changes to the list for your local agency.

angelz
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Approve the event landing page

10. Do a detailed check of the landing page in view mode : Contact persons

YOUR COV\tﬂCtS v' Check that one Angels Team contact person AND (if
applicable) one local agency contact person has been
JULIA BINKERT- added
A v" Check that the Name, Image and Detail information are

complete and correct
v" Click on the little email icon and check if it the email link is

working

/ If changes are needed, please edit the contact section or add the changes to the list for your local agency.

Angels Team

only !

angelz
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Angels Team

Approve the event landing page only !

11. Do a detailed check of the landing page in edit mode

There are few details that must be checked in edit mode since they are not visible, such as the Country, Time zone,

Online event tick box, Language, Spotme Eid, Live URL and Agenda Dates. How to check them will be shown in the
next slides. '

In order to check them, please go to the “Edit” page and follow steps on the next slides.

ABOUTw  ANGELS IN ACTIONv  STORIES EVENTS & TOOLSv  ACADEMY ANGELS ADMINv
angelz
=

\/eurt Delete Manage display Layout Revisions
EVENT ENDED

TEST ANGELS

DAY GERMANY

angelz

LEAVE YOUR LEGACY
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Angels Team

Approve the event landing page only !

12. Do a detailed check of the landing page in edit mode: Country, Time zone, Online Event tick box and

Language
Title *
Test Angels Day Germany, 19 July, Konstanz
Click on event options to see the respective fields:
Agency group
| - None - v | .
v" Check the Country, Time zone and language are set
Country * \
Location v" In case of online events make sure the “Event is
SuperNiceHotel, Konstanz Online” box is ticked
Location of the event. v In case of f2f events, make sure it unticked

Timezone
Berlin
7 |f changes are needed, please make the respective changes straight away.
Online events will be displayed in the user's set timezone. NB:

Language *
English v

angelz
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Angels Team

Approve the event landing page only !

13. Do a detailed check of the landing page in edit mode: Live URL (online event only) and Spotme Eid

Scroll down in event option section to check Live URL and Spotme Eid:

LIVE URL

v" Check the Live URL is correct, therefore copy
the link and test it in a different tab (online

URL *

S:‘:tp;i’:‘::';“i?tgl: lnsf_ ian:iieacl::;ccoor:t.;nt tolselect it. You can also enter an ime_m:l) path suc events on |Y)
o o fe i St enhy e huten o Spi et v" Double check the link text is what you want
O WESINAR / to see displayed on the day of the event
e (online events only)
< I v" Check the Spotme Eid is filled

Enter the sptome workspace EID that this event is related to.

7 If changes are needed, please make the respective changes straight away or add the changes to the list
for your local agency.

angelz
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Angels Team

Approve the event landing page only !

14. Do a detailed check of the landing page in edit mode: Agenda Dates (1/2)

1. Scroll down to the Agenda section and click on it to open.

v AGENDA

Agenda Heading

Event <span class='f-angelina'>agenda-</span>

Text format| Basic HTML A About text formats

* Allowed HTML tags: <a href hreflang> <em> <strong> <cite> <blockquote cite:> <code> <ul type> <ol start type> <li> <dl> <dt> <dd> <h2 id> <h3 id> <h4 id> <h5 id>
<h6 id> <p> <br> <img src alt height width data-entity-type data-entity-uuid data-align data-caption> <span class="f-angelina">

* You can align images (data-alig enter”), but alse videos, blockquotes, and so on

* You can caption images (data-ca

2. Open the first of your agenda topics by clicking on “Edit”

AGENDA SECTION

also videos, blockquotes, and so on

Agenda 0 ( Collapse ) :

Show row weights

TOPIC

4  Agenda topic Workshop Day, Time, Rita Rodrigues, Welcome and Introduction&nbsp;, Jan van der Merwe, CT Imaging Sessio
.

3. Open the first of your “Agenda session” by clicking on AGENDA TABLE Cama ) :

o v
Edit ,
&  Agenda session Rita Rodrigues, Welcome and Introduction&nbsp; @

4 Agenda session Jan van der Merwe, CT Imaging Session ( Edit ) E

angelz
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Angels Team

Approve the event landing page only !

14. Do a detailed check of the landing page in edit mode: Agenda Dates (2/2)

# Agenda session

o %

| Rita Rodrigues (1624)

4. Check the date
v" Make sure the correct Start and End date is shown

+
s If changes are needed, please make the respective changes . -
the speaker does not exist you can create a new speaker

straight away (" Add another item )

07/19/2023 0O | 04\00:00PM @
End date *

5. Repeat Steps 3&4 for all agenda sessions of the day

07/19/2023 O 0000 PM @

6. If you have more than one workshop day (agenda topic), Descrption
repeat steps 2-5 for the next agenda topic B I = EEim @ e s e
Welcome and Introduction
Text format | Basic HTML ~ «|

+ Agenda session Jan van der Merwe, CT Imaging Session I

LEAVE YOUR LEGACY
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Approve the event landing page

15. Scroll down and change status to “Needs changes” or “Approved”

Option 1: You want to make more changes or you want your local agency to make changes:

Scroll down to the bottom, select “Needs changes” and then “Save”.

» In case you have a local agency assigned, they should now have received an automated
email that changes are needed. Please send them the list of changes you want them to
apply. Once they are done with the changes, ask them to put it back in “Needs review”

mode. Then review again.

Option 2: The landing page has been successfully reviewed and you are happy with it:
Scroll down to the bottom, select “Approved” and then “Save”.

Continue with

Go back to “Overview — all steps”: |J§3l

Angels Team

only !

Current state: Needs Review

Change to: | Needs Changes «

Current state: Needs Review

Meeds Review «

Change to:

MNeeds Review
Meeds Changes Delete @ Preview :} Delete
Approved ' ’
Published
Curren t state: Neads R Curren t state: Meeds R
Change to: | Needs Changes ¥ Change to:
Needs Review -
Meeds Changes Delete Save Preview ) Delate

Approved
Published

angelz
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Angels Team

Approve the event landing page

16. The content of the landing page has been approved
After you have saved it as “Approved”, you will be redirected to the “View” page of the event.
Double check again that everything is okay and continue with the next chapter “

”

173:02:34:03

TEST ANGELS
DAY GERMANY

The Angels Initiative invites you to join the Test

angelz
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Angels Team

Publish the event landing page only !

In this section you will find all steps for the responsible Angels Team member to publish the landing page.

Overview — all steps

Go back to “Content”: . angela
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Angels Team

Publish the event landing page only !

1. Access the and login to your account

2. Under “Angels Admin” select “Manage events”

ot . @ /UUIA BINKERT
ABOUTV ANGELS IN ACTIONY STORIES EVENTS & TOOLSV ACADEMY ANGELS ADMINA  SELECT A LANGUAGE w
@ MyHuB YV

angel2

NEW USER REQUESTS
Wo R KI N c —
ORGANIZATIONS

ADD ORGANIZATION

DUPLICATE ORGANIZATIONS

MAPPING TOOL
Every 30 minutes a stroke patient wh ies or is permanently
disabled, because they w MANAGE EVENTS ospital.

MANAGE SPEAKERS

3. On the “Manage events” site, choose the respective event and go to the “Edit” page

Manage events 3¢

ABOUTv  ANGELS IN ACTIONY  STORIES EVENTS & TOOLSv  ACADEMY ANGELS ADMINv

Home » Administration angela
£ave voum

( Addanewevent | e
TITLE Vier @ ort Delete Manage display Layout Revisions
Angels Initiative @ ESOC 2023

EVENT ENDED

Global Team Leaders Meeting

Train the Trainer Workshop March

e ——— TEST ANGELS

DAY GERMANY

Simula - Via Verde AVC - Janeiro 2023

Test Angels Day Germany, 19 July, Konstgnz

Go back to “Overview — all steps”: |J§3l

angelz
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https://www.angels-initiative.com/

Angels Team

Publish the event landing page only !

4. Scroll down and change status to “Published”

Before publishing the event:
1. Have you made sure that the you have finished the
?

2. Are you ready to send out the invitation emails?

If you can answer both questions with “yes”, please d
urrent state: Approve

proceed: hange to: | Needs Changes «|

Meads Changes

Save _publishen Delete

Scroll down to the bottom, select “Published” and then
“Save”.

Current state: Approved

Change to: | Published |

@ Preview )  Delete

angelz
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Angels Team

Publish the event landing page only !

5. Your event has been published in the Upcoming Event section on the website

You and all registered users of the Angels Initiative Website will now be able to find the event landing page in the

o"

” section on the webiste:

View profile Edit profile Log out

ABOUTY  ANGELS IN ACTIONv  STORIES EVENTS & TOOLSA~ ACADEMY ANGELS ADMINv
angelz

View Edit Export Delete Manage VIDEQ LIBRARY I : angela g ABOUTv ANGELS IN ACTIONY  STORIES EVENTS & TOOLSv  ACADEMY ANGELS ADMIN v SELECT A LANGUAGE v

» The content has been sent for review. vou will aet notified when revie ARG (el RE=E

UPCOMING
COUNTRY LANGUAGE FILTER EVENTS

SESSAO ANUAL ANGELS-ANO 6 FORMAGCAO PRE-HOSPITALAR - TRAIN THE TRAINER WORKSHOP
CONCEITOS BASICOS DE AVC MARCH

Q@ Hotel Bessa Boavista - PORTO

angelz
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https://www.angels-initiative.com/events

Angels Team

Close registration

In this section you will find all steps for the responsible Angels Team member to publish the landing page.

Overview — all steps

Go back to “Content”: . angela
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Angels Team

Close registration

1. Access the and login to your account

2. Under “Angels Admin” select “Manage events”

— . @ JULIA BINKERT
angelz ABOUTV ANGELS IN ACTION STORIES EVENTS & TOOLSV ACADEMY ANGELS ADMINA  SELECT A LANGUAGE v

@& mMyHuBv

NEW USER REQUESTS
Wo R KI N c APPROVED USERS
ORGANIZATIONS

ADD ORGANIZATION

DUPLICATE ORGANIZATIONS

MAPPING TOOL
Every 30 minutes a stroke patient wh ies or is permanently
disabled, because they w MANAGE EVENTS ospital.

MANAGE SPEAKERS

3. On the “Manage events” site, choose the respective event and go to the “Edit” page

Manage events 3¢

Home » Administration angela ABOUTv  ANGELS IN ACTIONY  STORIES EVENTS & TOOLSv  ACADEMY ANGELS ADMINv
vour

| Add anew event | LEAVE YOUR LESACY
TITLE Vier @ ort Delete Manage display Layout Revisions
4
Angels Initiative @ ESOC 2023 A

EVENT ENDED

Global Team Leaders Meeting

Train the Trainer Workshop March

TEST ANGELS
Simula - Via Verde AVC - Janeiro 2023 DAY G E R M A NY

Test Angels Day Germany, 19 July, Konstgnz

Go back to “Overview — all steps”: |J§3l
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https://www.angels-initiative.com/

Angels Team

Close registration

4. Click on “Event options” and close the registration

View Edit ‘ Export Delete Manage display Layout

Home » » Test Angels Day Germany, 19 July, Konstanz

1. Click on “Event options”

I €) There is a security update available for your version of Drupal. To ensure the secu

Title *

| Test Angels Day Germany, 19 July, Konstanz

REGISTRATION URL
URL 2. Tick the box “Close registration”

| https:/ /www.angels-initiative.com/ O Note that you will also have to close

Start typing the title of a piece of content to select it. You can also enter an internal path such i . . . . .

Enter <front> to link to the front page. Enter <nolink> to display link text only. Enter <button regIStratIOI’\ the reg'St rat|0n page |tse|f

Link text (please see in the next manuals how to close

‘ Register Here ‘

registration on Spotme)

Close registration
is will only disable th#’registration link on the angels site. To close registrations on the even

[J Event has ended

angelz
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Angels Team

Close registration

5. Save as “Published” and close the registration

“u 2 t te: Published
Scroll down and save status as “Published” Curvent state: Publishe

Change tn:| Published «

o Y

Preview | Delete

M -

6. The “Register here” button will change to “Registration closed” on the landing page

TEST ANGELS
DAY GERMANY

The Angels In wvites you to join the Test
Angels Day G orkshop in SuperNiceHotel
in Konstanz,

Please confirm your attendance and enter your

details by clicking on the registration button below.

invitation only, therefore kindly
eceived an official email

make sure u
invite fro faa)
REGISTRATION CLOSED

SHARE EVENT

angelz
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End the event and publish post-event resources

In this section you will find all steps for the responsible Angels Team member to publish the landing page.

Overview — all steps

Go back to “Content”: . angela
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Angels Team

End the event and publish post-event ressources

1. Access the and login to your account

2. Under “Angels Admin” select “Manage events”

JULIA BINKERT

@& mMyHuBv

ABOUTY ANGELS IN ACTIONY STORIES EVENTS & TOOLSv ACADEMY ANGELS ADMINA  SELECT A LANGUAGE v

angel2

NEW USER REQUESTS
Wo R KI N c —
ORGANIZATIONS

ADD ORGANIZATION

DUPLICATE ORGANIZATIONS

MAPPING TOOL
Every 30 minutes a stroke patient wh ies or is permanently
disabled, because they w MANAGE EVENTS ospital.

MANAGE SPEAKERS

3. On the “Manage events” site, choose the respective event and go to , Edit” page

Manage events 3¢

ABOUTv  ANGELS IN ACTIONY  STORIES EVENTS & TOOLSv  ACADEMY ANGELS ADMINv

Home » Administration angela

| Add anew event | LEAVE YOUR LEGACY
TITLE Vie Jort Delete Managedisplay Layout Revisions
‘(

Angels Initiative @ ESOC 2023
EVENT ENDED
Global Team Leaders Meeting

Train the Trainer Workshop March

e ——— TEST ANGELS

DAY GERMANY

Simula - Via Verde AVC - Janeiro 2023

Test Angels Day Germany, 19 July, Konstgnz

Go back to “Overview — all steps”: |J§3l
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https://www.angels-initiative.com/

Angels Team

End the event and publish post-event ressources

4. Click on “Event options” and end the event

View Edit ‘ Export Delete Manage display Layout

Home » » Test Angels Day Germany, 19 July, Konstanz

1. Click on “Event options”

I € There is a security update available for your version of Drupal. To ensure the secu

Title *

‘ Test Angels Day Germany, 19 July, Konstanz

REGISTRATION URL

URL 2. Tick the box “Event has ended”

| https://www.angels—initiative.com/ ;'.':|

Start typing the title of a piece of content to select it. You can also enter an internal path
Enter <front> to link to the front page. Enter <nofink> to display link text only. Enter <{

Link text

‘ Register Here ‘

Close registration
This will only disable the registration link on the angels site. To close registrations on the

Event has ended

angelz
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Angels Team

End the event and publish post-event resources

5. Publish post-event resources (optional)

Case 1: You have already added the post-event resources during the design phase and
are still happy with it: no further to do. By marking the “event has ended and
saving it ( ), the post-event resources will appear on the landing page.

Case 2: You have not yet added the post-event resources:
Follow steps 27-32 in the Design the landing page section (click )

6. Save as “Published” and end the event

P . Current state: Published
Scroll down and save status as “Published”

Change to: | Published

. Preview .\_ZI Delete

AN v

angelz
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Angels Team Agency

End the event and publish post-event resources

7. The event will be marked as ended on the landing page and the post event resources appear (if applicable)

TEST ANGELS
DAY GERMANY

ot s S s e esicon Al | The event is marked as ended on the
landing page

Please confirm your attendance and enter your
details by clicking on the registration button below.

This event is upon invitation only, therefore kindly
make sure that you have received an official email

invite from the Angels Team

EVENT ENDED SHARE EVENT

o (Nutricia

YOUR Kesources The post event resources appear right

—
TYPE DESCRIPTION LINK
" Watch here (again) the Angels Initiative Forum at Global Alliance Stroke alliance and get all  ANGELS INITIATIVE FORUM AT
Video
insights GLOBAL ALLIANCE STROKE I
- g

LEAVE YOUR LEGACY
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Angels Team

FAQ

1. What to do when event got published accidently and how to “unpublish” it?

If you have accidently published an event, it is possible to put it back in Draft mode. Therefore,
just go to “Manage events”, click on the event and open it in “Edit” mode. Scroll down to the
bottom and change status to “Archived”. Repeat and change status to “Draft” in the next step.

Step 1: Change status to “Archived” Current state: Published

Step 2: Change status to “Draft”

Current state: Archived

angelz
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FAQ Angels Team

2. How to delete an event?

If you have created a draft that you won’t need anymore because the plans for the event have
changed, you can delete it. Therefore, just go to “Manage events”, click on the event and open it
in “Edit” mode. Scroll down to the bottom and click on “delete”.

Current state: Draft

Change to: | Draft d |

T rrien ) (o)

angelz
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FAQ

3. How to duplicate an event?

Angels Team

If you are organizing a recurring event and you would like to reuse the design of an event you

have done in the past, you have the option to duplicate an event.

1. Goto Admin > Manage events

2. Find the event in the event you would like to duplicate and click on “Clone”

( Add a new event |

TITLE AGENCY GROUP START DATE

Test Angels Day Germany, 19 July, Konstanz 2023-02-01 09:20

3. You will find the the duplicate event in the event list as a Copy.

Copy - Test Angels Day Germany, 19 July, Konstanz

4. You will find the duplicate event in the event list as a Copy. Change all
details necessary in the event (use previous chapters as a guide).

2023-02-01 08:20

END DATE

2023-02-0411:00

2023-02-04 11:00

EDIT CLONE PUBLISE

edit No

edit clone No

angelz
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Q&A
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