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LEGAL NOTICE

The information in this document is provided as is and no guarantee or warranty is given
that the information is fit for any particular purpose. The user thereof uses the information
at its sole risk and liability. Neither the European Commission nor any person acting on
behalf of the Commission is responsible for the use that might be made of the following
information.

© ENERGISE 2017. Reproduction is authorised provided the source is acknowledged.

DISCLAIMER

ENERGISE is a Horizon 2020 project funded by the European Commission. The views
and opinions expressed in this publication are the sole responsibility of the author(s) and
do not necessarily reflect the views of the European Commission.
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ENERGISE PROJECT

ENERGISE is an innovative pan-European research initiative to achieve a greater
scientific understanding of the social and cultural influences on energy consumption.
Funded under the EU Horizon 2020 programme for three years (2016-2019), ENERGISE
develops, tests and assesses options for a bottom-up transformation of energy use in
households and communities across Europe. ENERGISE’s primary objectives are to:

o Develop an innovative framework to evaluate energy initiatives, taking into account
existing social practices and cultures that affect energy consumption.

o Assess and compare the impact of European energy consumption reduction
initiatives.

o Advance the use of Living Lab approaches for researching and transforming
energy cultures.

o Produce new research-led insights into the role of household routines and
changes to those routines towards more sustainable energy.

o Encourage positive interaction between actors from society, the policy arena and
industry.

o Effectively transfer project outputs towards the implementation of the European
Energy Union.
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EXECUTIVE SUMMARY

This deliverable includes the guidelines for using the main online tools of the ENERGISE
project.

The ENERGISE consortium uses three main online tools in the course of the project, all
with a different purpose and function. These are the following:

o ENERGISE project website — www.energise-project.eu

o ENERGISE Online Database (developed in WP2 and hosted within the project
website) - http://energise-project.eu/projects
o ENERGISE Sustainability Assessment Tool (SAT — developed in WP4 in 2018)

For the project website Work Package 7 leader GDI created a ‘User Manual for the
Energise Websites’ for the project partners and held an online training event on 27 July
2017. Both of these are included in this deliverable, with the consortium members as the
primary target group.

The ENERGISE Online Database guidelines and manual was finalised in January 2018,
followed by an online training session for some of the project partners (WP2 and WP7
leaders, Coordinator, etc.).

The Sustainability Assessment Tool is still being developed and implemented in WP4, it
will be ready by August 2018 with the active help and contribution from WP7.

Note on the dissemination level of the deliverable:

As the target groups of the three components of this deliverable are not the same, the
ENERGISE consortium will publish a slightly different version of the deliverable on its
website. The published version of the deliverable will include all the information and
guidelines that are needed for the successful use of the ENERGISE Online Database and
ENERGISE SAT. At the same time, it will not include information only intended for
partners, such as the process of translating and updating the website, etc.

[EUROPEAN NETWORK FOR RESEARCH, GOOD PRACTICE
OR SUSTAINABLE ENERGY
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USER MANUAL FOR THE ENERGISE WEBSITES
PROJECT WEBSITES

Two types of websites have been created in the ENERGISE project, as described in detail
in Deliverable 7.4. There is a central website with news and information about the entire
project and its international implications in English, and there are eight national websites
for national and local news and information. The latter are managed by the ENERGISE
partners.

The list of the national websites is presented below:

e Bulgaria - http://bulgaria.energise-project.eu

e Denmark - http://denmark.energise-project.eu
e Finland - http://finland.energise-project.eu

e Germany - http://germany.energise-project.eu
e Hungary - http://energise.hu

e Ireland - http://ireland.energise-project.eu

e Slovenia - http://slovenia.energise-project.eu

e Switzerland - http://switzerland.energise-project.eu
e The Netherlands - http://energise-lab.nl

e United Kingdom - http://uk.energise-project.eu

MANUAL FOR THE USE OF THE NATIONAL PROJECT WEBSITES

An easy-to-use manual has been created for the ENERGISE project partners by
GreenDependent (WP7 leader) on how to manage the national websites, how to inform
the local stakeholders of the relevant information they need in the local languages. The
national websites will become active when the implementation phase of the project starts,
especially during the recruitment and the roll-out of the ENERGISE Living Labs in 2018.
The full text of the guide is presented in Annex 1.

An online training session was also held to assist the project partners on the management
of the national websites. The presentation slides can be seen in Annex 2.

EUROPEAN NETWORK FOR RESEARCH, GOOD PRACTICE
AND INN OR SUSTAINABLE ENERGY
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GUIDELINES FOR THE ONLINE DATABASE

The ENERGISE Online Database guideline and manual was finalised in January 2018. An
online training session was also organized for some of the project partners (WP2 and WP7
leaders, Coordinator, etc.) in the same month and a separate user manual was written by
the subcontractor for the Online Database users. The manual can be read on the
ENERGISE central project website: http://enerqise-project.eu/node/1216.

The manual describes in detail the use of the different functions of the database tool.

GUIDELINES FOR THE  SUSTAINABILITY
ASSESSMENT TOOL (SAT)

Although the Sustainability Assessment Tool is still under development at the time of the
submission of the present updated deliverable (implemented in WP4) and it will be
functional by August 2018, the subcontractor have already prepared a draft user manual —
which after finalization will be submitted as a separate deliverable of the ENERGISE
project, as D4.2. The draft manual can be read in Annex 3.

ANNEX
1. USER MANUAL FOR THE ENERGISE WEBSITES

2. PPT SLIDES OF THE WEBSITE TRAINING SESSION

3. DRAFT ENERGISE ONLINE MONITORING TOOL
INSTRUCTIONS

[EUROPEAN NETWORK FOR RESEARCH, GOOD PRACTICE
AND INNOVATION FOR SUSTAINABLE ENERGY
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ENERGISE is a Horizon 2020 project funded by the European Commission. The views and
opinions expressed in this publication are the sole responsibility of the author(s) and do not
necessarily reflect the views of the European Commission.
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1. CENTRAL WEBSITE

The central website of the ENERGISE project is http://energise-project.eu, where all the
information about the project is available in English. The website can be edited only by GDI
(creating/deleting/editing menu items, news items, publishing events, etc). If you have any
information or suggestion to share relating to any menus/pages or wish to add/change
information, please contact GDI (kristof@greendependent.org).

2. NATIONAL WEBSITES

Each partner organisation (i.e. each country) has a sub-website that is accessible in two
ways. Either, through the map on the homepage of the central website (http://www.energise-
project.eu) where you can get to each national website by clicking on the relevant country. Or,
you can enter the domain address® of the relevant national website as below:

Ireland (NUIG) - http://ireland.energise-project.eu

Denmark (AAU) - http://denmark.energise-project.eu

United Kingdom (KINGSTON) - http://uk.energise-project.eu

The Netherlands (MU-ICIS) - http://netherlands.energise-project.eu
Switzerland (UNIL) - http://switzerland.energise-project.eu
Hungary (GDI) - http://hungary.enerqise-project.eu

Germany (LMU) - http://germany.energise-project.eu
Slovenia (FOCUS) - http://slovenia.energise-project.eu

Bulgaria (ARC Fund) - http://bulgaria.enerqgise-project.eu
Finland (UH) - http://finland.enerqgise-project.eu

! Separate national domains can be created any time during the lifespan of the project, please contact GDI with
your request and indicate your wish here:

https://docs.gooagle.com/spreadsheets/d/1eCNnk3j6E39ya8gHxpJ2h-mzFvwhzDeDKBbsnSUiN24/edit#qgid=0
ENERGISE
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2.1. LOGGING INTO THE ADMIN PART OF YOUR NATIONAL
WEBSITES

o Go to your relevant national link above

o Add to the link: /user/login (e.g. http://hungary.energise-project.eu ->
http://hungary.energise-project.eu/user/login)

o Enter your Username or email address and your Password?

o Welcome to editing your national website ©

Once logged in, you can

o translate the existing description of the project to your language,
o add information or create new menu(s) and/or page(s),

o create new admin users for your national site.

2.2. ADDING NEW USERS

If you want to give someone (e.g. another researcher/project assistant) admin/editorial rights
to your national website, please follow the instructions below:

Choose ‘People / Add a new user’ at the top of the page:

€ ) O hungary.energise-project.eu & |[Q Keresés %o’

% 6D Nyito @ GD - Admin ' Kislab & K. kalkuls “ Klimaklub (% GDI (S5 GDI- Admin _ ENERGISEadmin , ENERGISE M EnKoz 14 S@W Féoldal 1% S@W - Admin /% Home

E Manage 1 Kiraly Andrea ﬁ- Devel

(.‘, B content ‘-h Structure 'I\ Appearance ﬁ- Extend ‘\ Configuration dp people .ll Reports
2 r
Add a new user

ENERGISE

EUROPEAN NETWORK FOR RESEARCH, GOOD PRACTICE Roles >
AND INNOVATION FOR SUSTAINABLE ENERGY
Home Contact us

View Edit Delete Devel

ENERGISE is an innovative pan-European research initiative to

o i CIPR ) 4 P P 1 a2

% Your user name and password has been sent to you individually by GDI.

ENERGISE

EUROPEAN NETWORK FOR RESEARCH, GOOD PRACTICE
AND INNOVATION FOR SUSTAINABLE ENERGY
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Fill in the required information (Email address, Username, Password, Confirm password)

0 Bock 1o shte E Manage 1 Wir Aty Andevea L Davel

Paryword stremgth Yeeek

Pasywords manch yes

Pay attention to the following settings at this page:

o Status: Active; Roles: Administrator

Q Ke

€& ) O #& hungary.energise-project.eu/admin/people/create c
E GD Nyito GD - Admin Kislabnyom &% Karbonkalkuldtor " Klimaklub E.;f GDI E'.' GDI- Admin , ENERGISEadmin . ENERGISE M EnKéz 14 S@W Féold
O Backto site E Manage 1 Kiraly Andrea {} Devel

(." B content | ¢h structure | 4X Appearance  Pe Extend = A Configuration J‘l people gl Reports

® Add punctuation

Provide a password for the new account in both fields.

Status
© Blocked

Roles
Aldls ated user

[¥] Administrator
[7] Notify user of new account
CONTACT SETTINGS

[[ personal contact form
Allow other users to contact you via a personal contact form which keeps your email address hidden. Note that some privileged users such as site
choose to disable this feature.

URL alias

Spe = Bely Which this data can be accessed. For example, type "/about” when writing an about page.
' Create new account .

": [ ] B képek az utmutatoh... i Tippek Manual for ENERGL.. ™ page2 - Windows F... ' [ page5_C

At the end, save the changes by clicking on 'Create new account’ at the bottom of the page.

ENERGISE

EUROPEAN NETWORK FOR RESEARCH, GOOD PRACTICE
AND INNOVATION FOR SUSTAINABLE ENERGY
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If you entered all the data properly, you'll see the following message about successful
creation of a new user account: ‘Created a new uses account for ..... No email has been sent.’

€ ) O & hungary.energise-project.eu/admin/people/create G || Q Keresés w8 9 3 A
% 6D Nyits € GD - Admin ' Kislibnyom & Karbonkalkulstor " Klimaklub (S5 GDI % GDI- Admin , ENERGISEadmin  ENERGISE M EnKoz £3 S@W Féoldal J& S@W - Admin £& Home

0 Back to site E Manage 1 Kiraly Andrea ﬁ Devel

(" “ Content rh Structure ’/\ Appearance ﬁ- Extend ‘\ Configuration :‘l People .Il Reports

(]
I +/ Created a new user account for edina. No email has been sent. @

Add user

Email address

A valid email address. All emails from the system will be sent to this address. The email address is not made public and will only be used if you wish to receive a new password or wish to receive certain news or

notifications by email

Username *

Several special characters are allowed, including space, period (), hyphen (-), apostrophe (), underscore (), and the @ sign

Password *

2.3. EDITING YOUR OWN ACCOUNT

Once logged in, your name (in the example: Kiraly Andrea) will be shown at the top of the
screen (with black background). By clicking on your name you have a chance to View profile
[ Edit profile / Log out.

€ G ngary energise-project.eu

=Y GDNyit6 BB GD - Admin 7 Kistsbnyom 9 Karbonkalkulétor * Klimaklub 55 GOI 5% GDI- Admin , ENERGISE admin

— Manage  { Kirsly Andrea L} Devel

View profile Edit profile Log out

ENFRG:iSF

Under ’Edit profile’ you can change your password, email address or username.

If you want to cancel your account, click on ’Cancel account’ at the bottom of the page.

ENERGISE

EUROPEAN NETWORK FOR RESEARCH, GOOD PRACTICE
AND INNOVATION FOR SUSTAINABLE ENERGY
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€ | (O & hungary.energise-project.eu/user/3/edit

=% GD Nyito 8 GD - Admin ' Kisldbnyom €9 Karbonkalkuldtor " Klimaklub S5 GDI 5% GDI- Admin  ENERGISE admin

0 Back to site E Manage 1 Kiraly Andrea {'} Devel

View profile Edit profile Log out
e —

Kiraly Andrea

View Edit Devel

< Current password ,

Required if you want to change the Email address or Password below. Reset your password.

Email address *

andrea@greendependent.org

A valid email address. All emails from the system will be sent to this address. The email address is not made public ¢

email.

Several special characters are allowed, including space, period (.), hyphen (-), apostrophe ('), underscore (_), and the

Password

Password strength:

Roles
Authenticated user

Administrator

CONTACT SETTINGS

[C] Personal contact form
Allow other users to contact you via a personal contact form which keeps your email address hi
choose to disable this feature.

URL alias

Specify an agternative pg which this data can be accessed. For example, type "/about” when writin

Cancel account

ENERGISE

EUROPEAN NETWORK FOR RESEARCH, GOOD PRACTICE
AND INNOVATION FOR SUSTAINABLE ENERGY
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2.4. EDITING OTHER USERS’ ACCOUNT:

If you want to edit another user’s account, click on ‘People’:

1 Kiraly Andrea -n- Devel

A B content gh Structure ’« Appearance P Extend * Configuration J‘l People I Reports

Add a new user

ENERGISE

EUROPEAN NETWORK FOR RESEARCH, GOOD PRACTICE

Roles >
AND INNOVATION FOR SUSTAINABLE ENERGY

Home Example menu

Here you can choose the user’'s name that you want to edit; tick the name of the user and edit

his/her data (where the red arrow shows below). Pay attention to proper settings at ‘Status’
(Active) and ‘Roles’ (Administrator).

People
List Permissions Roles
+ Add user
Name or email contains Role Permission Status
- Any - v -Any- v -Any- v
Filter
Action
Update URL alias v
Apply to selected items .
] USERNAME STATUS ROLES MEMBER FOR v LAST ACCESS OPERATIONS
Active ® Administrator 2 days 19 hours never ® Edit -
El  szandrag3 Active 1 week 5 days ago Edit -

Please be careful with deleting users. Important Note: Please DO NOT delete user
‘Vadovics Kristof’!

ENERGISE

EUROPEAN NETWORK FOR RESEARCH, GOOD PRACTICE
AND INNOVATION FOR SUSTAINABLE ENERGY
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2.5. CREATING NEW PAGES:

If you want to create a new menu item (similar to Home/Contact us) and add page(s) to the
new menu item, first you need to create a new page.

Go to the menu ‘Content / Add content’. Choose and click on the menu ‘Page’.

€ O hungary.energise-project.eu/user/3 c Q Keresés
a GD Nyité GD - Admin Kislabnyom 69 Karbonkalkuldtor " Klimaklub .T;? GDI 'ﬁ‘; GDI- Admin _ ENERGISE admin  ENERGISE u EnKéz [3 S@W Féoldal 13 S@W - Al
E Manage 1 Kiraly Andrea {} Devel

(.’ B content ‘-h Structure '« Appearance ﬁt Extend ‘\ Configuration 11 People .Il Reports
Add content > Article
]
ENE - |
"
EUROPEAN NETWOR £
AND INNOVATION FOR p

Researcher

Home Contact us

Here you can add a 'Title’ to the page (here: Example page), and add description in the box
‘Body’ (here: This is an example of creating a new page).

0 Back to site E Manage 1 Kiraly Andrea -ﬁ- Devel

(;’ H Content ‘-h Structure '/\ Appearance 60 Extend \ Configuration I‘l People .l| Reports
Create Page
Title *
Example page
Body*
B I US x* x,9 I | Norma ~| Stles | EE|E = =E|e &
@ Q M @Souce @ &
This is an example of creating a new page
body p
Text format Editor v About text formats

ENERGISE

EUROPEAN NETWORK FOR RESEARCH, GOOD PRACTICE
AND INNOVATION FOR SUSTAINABLE ENERGY
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Make sure 'Text format’ under the box is set to ’Editor’ (otherwise you won’t be able to edit
the text)

0 Back to site E Manage ‘l Kiraly Andrea ﬁ- Devel
(." B content rh Structure '4\ Appearance ﬁn Extend ‘\ Configuration :‘l People .II Reports

Create Page

*

Tute Last saved: M|
Example page Author: Kiraly
Body * Revision log 1

B I U S x* %X, 99 T, | Nommal ~ | Styles wilEsSi | & [E=s = = = Ea

@ Q M [@Source | e

This is an example of creating a new page

Briefly describ

URL PATH SET|
AUTHORING Iy

PROMOTION ¢

body p

Text format Editor ~ About text formats

Save and publish - Preview

You can format your text by using font types (bold, initial, underlined, etc).

0 Back to site E Manage ‘l Kiraly Andrea ﬁ Devel
(." “ Content ‘-h Structure '« Appearance ﬁ- Extend ‘\ Configuration J_l People .Il Reports
Create Page

Title *

Example page

Body *
B I US x* x, 9 T, YNormal -~ | Styles -l =g = == [l
® Q e =

This is an example of creating a new page

body p

Text format Editor ~ About text formats

Save and publish - Preview

ENERGISE

EUROPEAN NETWORK FOR RESEARCH, GOOD PRACTICE
AND INNOVATION FOR SUSTAINABLE ENERGY
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2.5.1. ADDING LINKS

You can add links to the text with the icon ’link’/ unlink’ (as shown by the red arrow below).

First click on the icon ‘link’, then mark the desired text part in the ‘Body’ (here: new page) to
which you want to link a page.

O Back to site E Manage 1 Kiraly Andrea ﬁf Devel
(.” “ Content f‘h Structure ')\ Appearance ﬁn Extend ‘\ Configuration }1 People .II Reports
Create Page

Title *

Example page
Body *
B I US x* x, 9 TI,| Nomal ~ | Styles -

@ Q M @ Source [& &

This is an example of

body p

Copy and paste the desired link into the first line (URL).

URL
Q Open File Browser

http:/ /www.energise-project.eu/node/76

Title

Populates the title attribute of the link, usually shown as a small tooltip on

hover.

ADVANCED

ENERGISE

EUROPEAN NETWORK FOR RESEARCH, GOOD PRACTICE
AND INNOVATION FOR SUSTAINABLE ENERGY
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It is recommended to set the link to open it in a new window. For this, click on the menu
‘Advanced’:

Add Link

URL
Q Open File Browser

http://www.energise-project.eu/node/76

Title

Populates the title attribute of the link, usually shown as a small tooltip on

hover.

ADVANCED

Tick the menu ‘Open in new window’, then save the changes at the bottom of the page:

Populates the title artribute of thz Iink, usually shown as a small tcoltip on

hover.

ADVANCED

CSS classes

List of CSS classes to add to the link, separated by spaces

D

Allows linking ta this contznt using a URL fragment). Mus: be
Lnique.

{#t0pznin new window @

Relation (rel)

Often uszc by JS galleries.

ENERGISE

EUROPEAN NETWORK FOR RESEARCH, GOOD PRACTICE
AND INNOVATION FOR SUSTAINABLE ENERGY
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2.5.2. ADDING IMAGES TO THE TEXT:

By the aid of the icon 'image’ you can add images/photos/logos etc. to your text. Click on the
icon in red circle as below:

@ Back to site E Manage 1_ Kirdaly Andrea -l} Devel

(;', B content rh Structure (2\ Appearance ﬁ- Extend ‘R Configuration Jj_ People .II Reports

Create Page

*
Title Last saved: Not saved yet

Author: Kirdly Andrea

Revision log message

Example

Body *
B I U S x* x % I | Normal - | Stles -|E EIEIE E @

B O B [@Souce [d =

This is an example of creating a new page
Briefly describe the changes you have made_
URL PATH SETTINGS

AUTHORING INFORMATION

PROMOTION OPTIONS

body p

Text format Editor ~ About text formats

Save and publish - Preview

You will see the window below popping up. Here you can either upload a picture already
stored in the database of the website, or you can upload a new picture from your computer.

€ || Q Keresés w A ¥+

2 | @ hungary.energise-project.eu/node/add/page

“ Klimaklub 55 GDI 5% GDI- Admin |, ENERGISEadmin |, ENERGISE M Enkez J& S@W Féoldal £5 SBW - Admin £4 Home

[ GD Myits @ GD- Admin 7 Kislibnyom &% Karbonkalkulitor

Insert Image

URL*
Q. Open File Browser

Alternative text *

Align
® None: © Left: © Center: © Right:

ENERGISE

EUROPEAN NETWORK FOR RESEARCH, GOOD PRACTICE
AND INNOVATION FOR SUSTAINABLE ENERGY
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Either way, first open the link ’Open File Browser’:

LI

hungary energise-project.eu/ node/add/page

€ || QX Keresés

w B +
GD Nyits @ GD- Admin 7' Kislsbnyom &0 Karbonkalkulitor " Klimaklub (5 GDI 5 GDI- Admin

« ENERGISE admin

. ENERGISE M EnKsz 5 S®W Fsoldal [4 S@W - Admin £% Home

Insert Image

]

Q. Open File Browser

Alternative text *

Align

® None: © Left: © Center: © Right:

Here you can select ’Upload/add file’ (to upload a new photo®), or *Select’ a photo among
the existing ones.

) hungary.energise-project.eu/imce?sendto=imcelnput.urlSendto&inputid=edit-attributes-src--bhFzINlasD8 &type=image
3 Refresh New folder X Upload [adResize « Select
= Il public:/

Size Width Height Date
[& content © Add file

® Before uploading new pictures make sure you have shrunk the picture’s size to fit websites (max. 100-200
kByte). Do not use larger pictures as they may slow down your website and also load in very slowly.

ENERGISE

EUROPEAN NETWORK FOR RESEARCH, GOOD PRACTICE
AND INNOVATION FOR SUSTAINABLE ENERGY
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Once uploaded the file chosen, you will see its link.

@ || Q Keresés wi a8 L 4

€ | 9 | (D hungary.energise-project.eu/node/add/page
“ Klimaklub (% GDI % GDI- Admin . ENERGISEazdmin |, EMERGISE @ Enkoz [ S@W Fooldal [ SBW - Admin £ Home

3 GD Myits @ GD- Admin " Kislabnyom %9 Karbonkalkulator

Insert Image

URL *
Q. Open File Browser

/sites fhungary/files/content/P1020466.JPG

Alternative text *

P1020466.JPG

Align
® None: © Left: © Center: © Right:

C || Q Keresés wB @ &+ A&

hungary energise-project.eu/node/add/page

GD-Admin ' Kisldbnyom & Karbonkalkulster " Klimaklub [55 GDI (S5 GDI- Admin |, ENERGISEadmin | ENERGISE M Enkez [& S@W Féoldal £5 SBW - Admin E4 Home

Insert Image

URL*
Q Open File Browser

Alternative text *

ENERGISE

EUROPEAN NETWORK FOR RESEARCH, GOOD PRACTICE
AND INNOVATION FOR SUSTAINABLE ENERGY
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When finished editing, do not forget to click on ’Save and publish’ at the bottom.

(& Q, Keresés

€ )9 © hungary.energise-project.eu/node/add/page

5 GD Nyita GD - Admin Kisldbnyomn &9 Karbonkalkuldtor " Klimaklub a GDI a GDI- Admin ' EMERGISE admin ', EMERGISE B EnKéz 14 S@W Féol

0 Back to site E Manage ‘!_ Kiraly Andrea -ﬁ- Devel

(.', H Content ‘-I-‘ Structure 0\ Appearance ﬁn Extend ‘\ Configuration Jj_ People .Il Reports

reRarpTe Authior- K|
" Revision
B I UGS x x, 9 T,| Normal - | Stles B EES = = = Eal
@ O M [& Source | (d e
This is an example of creating a new page
Eriefly deg|
URL PATH|
AUTHORIN
PROMOTHY

body p

About text formats

Text format Editor ~

Save and publish Preview

ENERGISE

EUROPEAN NETWORK FOR RESEARCH, GOOD PRACTICE
AND INNOVATION FOR SUSTAINABLE ENERGY
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2.6. EDITING AN EXISTING PAGE

You can reach a page (here: the page called Example page) by clicking on ‘Content’ (in red

circle)
€ O hungary.energise-project.eu
E GD Nyité GD - Admin Kislabnyom &% Karbonkalkulator " Klimaklub ET GDI ;‘"T GDI- Admin ', ENERGISE admin _ ENERGISE &%

E Manage 1 Kiraly Andrea ﬁ Devel

o) @ Structure ’/\ Appearance ﬁn Extend ‘\ Configuration 1]_ People .Il Repo
- 4

Add content

ENERGSSE

EUROPEAN NETWORK FOR RESEARCH, GOOD PRACTICE
AND INNOVATION FOR SUSTAINABLE ENERGY

Home News and Events

Hungary

Here you can edit/delete page(s) created formerly (for these steps see 2.5. Creating new
pages’)

€ ) ) hungary.energise-project.eu/admin/content ¢ || Q Keresés <l =} + @

% GD Myite @@ GD - Admin 7 Kislabnyom €9 Karbonkalkuldtor " Klimaklub (S5 GDI 55 GDI- Admin ' ENERGISEadmin ' ENERGISE M) Enkez [a S@W Féeldal [3 S@W - Admin 3 Home

@ Back to site E Manage % Kirdly Andrea ¥ Devel GDL- Admin
http://intezet.greendependent.org/hu/user

';', H Content rh Structure ()\ Appearance ﬁ- Extend ‘R Cenfiguration J‘l People .Il Reports

Content

Content Files

+ Add content

Published status Content type Title Language
- Any - v —Any- - - Any - -
Filter
Action
Delete content -

Apply 10 selected items

] TITLE CONTENT TYPE AUTHOR STATUS UPDATED v OPERATIONS

O  Example Page Kiraly Andrea Published 05/24/2017 - 11:44 Edit |~

ENERGISE

EUROPEAN NETWORK FOR RESEARCH, GOOD PRACTICE
AND INNOVATION FOR SUSTAINABLE ENERGY
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2.7. ADDING A NEW MENU ITEM

To add a new menu item choose Structure/Menus/Main navigation/Add link:

€ (O hungary.energise-project.eu/user/3 C || Q Keresés

% 6D Nyito @B GD - Admin 7 Kislabnyom €3 Karbonkalkula “ Klimaklub S5 GDI S5 GDI- Admin , ENERGISEadmin , ENERGISE M EnKoz [4 S@W Féoldal 3 S@W - Ad

E Manage 1 Kiraly Andrea £+ pevel

(.'; “ Content ‘-*1 Structure (1\ Appearance ﬁn Extend ‘\ Configuration 4'1 People .II Reports
Block layout > '
\
E I Contact forms >! S E
EUROPEA Content types 2 DOD PRACTICE
AND INN¢ iRGY
Display modes >
Views >  Administration >
. Development >
Kiraly Andrea ... :
Main navigation
View Edit Devel Publications > Delete
2 months 3 weeks  Tools > Devel

By clicking on ’Add link’ you can give a ‘Menu link title’ (here: Example menu; this will be
presented on the menu bar such as Home/Contact us), and you can add a ’Link’ (which is
basically the page you want to attach to the menu item). If you start typing the page’s name in
the text box of ’Link’, it will automatically find it.

(' ® hungary.energise-project.eu/admin/structure/menu/manage/main/add & Q Ke

ENERGISE admin , ENERGISE M) Enkoz 13 S@WH

% 6D Nyits @B GD - Admin 7' Kislabi & Karbonkalkula “ Klimaklub S5 GDI 55 GDI- Admin

Y

o Back to site E Manage 1 Kiraly Andrea Q Devel

(.‘, B content h structure '4\ Appearance ﬁ- Extend ‘\ Configuration :1 People d Reports

Add menu link

Example menu

The text to be used for this link in the menu.

Link *

‘ Example page (72)

Start typing the title of a piece of content to select it. You can also enter an internal path such as /node/add or an external URL such as http://exam,

[¥] Enabled

A flag for whether the link should be enabled in menus or hidden.

Description

Shown when hovering over the menu link.

[1show as expanded

If selected and this menu link has children, the menu will always appear expanded.

ENERGISE

EUROPEAN NETWORK FOR RESEARCH, GOOD PRACTICE
AND INNOVATION FOR SUSTAINABLE ENERGY

e e



User Manual for the ENERGISE websites 19

After saving your changes you will get the following message: ‘The menu link has been
saved.’

0 Back to site E Manage 1 Kiraly Andrea -ﬁ» Devel

(." B content ‘-h Structure ’)\ Appearance ﬁo Extend ‘\ Configuration 1‘

@e menu link has been SD

Edit menu link

Edit Devel

Menu link title *

News and Events

s . 1 c

By going back to the site you can check whether the new menu has been added:

E Manage 1 Kirdly Andrea ﬁ' Devel

(.'; “ Content rb Structure ’« Appearance ﬁo Extend ‘\ Configuration 11 People .I| Reports

ENERGISE

EUROPEAN NETWORK FOR RESEARCH, GOOD PRACTICE
AND INNOVATION FOR SUSTAINABLE ENERGY

Example menu Contact us

i T
Hungary

ENERGISE

EUROPEAN NETWORK FOR RESEARCH, GOOD PRACTICE
AND INNOVATION FOR SUSTAINABLE ENERGY
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2.8. CHANGING THE CONTACT FORM:

Choose Structure / Contact forms / General contact form

Manage 1 Kiraly Andrea -ﬁ- Devel

B content ‘-I-; Structure ’ég Appearance ﬁo Extend \ C

r

e
<

Block layout >

E ' Contact forms > Add contact form

EUROPE2 Content types Ganeral contact foD)

AND INNC¢

Display modes > Personal contact form >

_ e

Views

Click on General contact form where you can edit the email address under ‘Recipients’
(leave the Label — general contact form — untouched) and save your changes:

G Back to site E Manage 1 Kiraly Andrea Q Devel

(.‘, “ Content ‘-h Structure 'J\ Appearance ﬁo Extend \ Configuration J‘l People .|| Reports

Edit contact form

Edit Manage fields Manage form display Manage display Devel
Label *
General contact form Machine name: general_contact_form

website feedback’ or 'product information’.

Recipients *

edina@greendependent.org

Example: 'webmaster@example.com' or 'sales@example.com,support@example.com’' . To specify multiple recipients, separate each email a

Message

ENERGISE

EUROPEAN NETWORK FOR RESEARCH, GOOD PRACTICE
AND INNOVATION FOR SUSTAINABLE ENERGY
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TRAINING ON NATIONAL

WEBSITE MANAGEMENT
WP/

Presentation by Kristof Vadovics (GDI)
27T JULY 2017
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CONTENT

° Introduction to the central website
° Introduction to the national websites
° Logging into the admin part of your national websites
> Adding new users
° Editing your own account
° Editing other users’ account
° Creating new pages
° Editing an existing page
> Adding a new menu item
° Changing the contact form
° Q&A

rant Agreement Mo 727642,

#2

This project has received funding from the European
Unien's Herizon 2020 Research and Innov ation I
programme under
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CENTRAL WEBSITE
° WWW.energise-project.eu
° Managed by GDiI

LN

0 |® energise-projact.eu Q -

€ cD-Adm 5 GDI EY GDI-Adm % Kisldb &3 Karbonkalk 7 Klimaklub [9 Beallit F§ S@W-hu & Basecamp @ EN2-HU Energise "§ EMDESK .. CIMU [ H2020 [ PADOR

ENERGISE

EURCPEAN NETWORK FOR RESEARCH, GOOD PRACTICE
AND INNOVATION FOR SUSTAINABLE EMERGY

Home About the Project Partners News and Events Tender calls Resources Contact us

What is ENERGISE?

ENERGISE is an innovative pan-European research initiative
to achieve a greater scientific understanding of the social
and cultural influences on energy consumption. Funded
under the EU Horizon 2020 programme for three years =
(2016-2019), ENERGISE develops, tests and assesses options ¥
for a bottom-up transformation of energy use in households
and communities across Europe.

By scrolling over the map and clicking on a highlighted
country the ENERGISE activites can be followed in the
specific partner country.

Read more about ENERGISE here

‘teufnews and events/nroiect new:

#3


http://www.energise-project.eu/
http://www.energise-project.eu/
http://www.energise-project.eu/
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NATIONAL WEBSITES

° E.g. www.hungary.energise-project.eu
° Managed by partners

° See list in manual for each country
° Ireland (NUIG) - http://ireland.energise-project.eu
> Denmark (AAU) - http://denmark.energise-project.eu
° United Kingdom (KINGSTON) - http://uk.energise-project.eu
> The Netherlands (MU-ICIS) - http://netherlands.energise-project.eu
> Switzerland (UNIL) - http://switzerland.energise-project.eu
° Hungary (GDI) - http://hungary.energise-project.eu
° Germany (LMU) - http://germany.energise-project.eu
° Slovenia (FOCUS) - http://slovenia.energise-project.eu
° Bulgaria (ARC Fund) - http://bulgaria.energise-project.eu
° Finland (UH) - http://finland.energise-project.eu

This project has received funding from the European
Unien's Herizon 2020 Research and Innov ation I
programme under Grant Ag nt M .
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NATIONAL WEBSITES - LOGGING INTO THE NATIONAL SITE
> Go to your relevant national link — either

° Type in the domain

° Click onto your country map in the central site

> Add to the link: /user/login
(http://hungary.energise-project.eu/user/login)

° Enter your Username or email address and your Password
— sent to you by GDI earlier

> LOGIN

ant Agreement Mo 727642,

#5

This project has received funding from the European
Unien's Herizon 2020 Research and Innov ation I
programme under




NATIONAL WEBSITES - EDIT MODE

# & & & B B & & 8 8 B & &5 8 8B B & 5 8 B B B 8 F B B & B B B B 8 B B B B & B B B B 8 @& B B S & & B BB F B B B B F B BB B & BB 8 S 88 B R R

> Welcome to editing your national website ©

& C Y | ® hungary.energise-project.eu/user/2 aQ 9 %
G 0 -Adm €5 GDI EJ GOI-Adm % Kislib €0 Karbonkalk  Kiimakiub [ Beallit o Soe apzszcamp @) EN2-HU O Energise P EMDESK . CIMU [ H2020 [ PADOR

1 vadovics Kristéf  £F Devel

(<) I Content h Structure | €4 Appearance | Pgs Extend 9 Configuration = Jg People ]I Reports

ENERGISE

EUROPEAN NETWORK FOR RESEARCH, GOOD PRACTICE
AMD INNOVATION FOR SUSTAINABLE ENERGY

Home Example menu Contackt us

Vadovics KristoF

View Edit Devel

5 months

This project has received funding from the European Union's
Horizon 2020 Research and Innovation programme under
Grant Agreement No. 727642.




NATIONAL WEBSITES - LOGGING OUT HI

# & & & B B & & 8 8 B & &5 8 8B B & 5 8 B B B 8 F B B & B B B B 8 B B B B & B B B B 8 @& B B S & & B BB F B B B B F B BB B & BB 8 S 88 B R R

° There are two options

C 1Y | ® hungary.energise-project.eufuser/2

6
EY GD Nyits GD-Adm £} GDI EF GDI-Adm % Kislib % Karbonkalk 7 Klimakiub [4 Beall

C ) | ® hungary.energise-project.eu/user/2
% Kisldb €9 Karbonkalk 7 Klimakiub [ Beallit Ez; S@W-hu

6

Y GD Nyits GD-Adm &) GDI EF GDI-Adm %

= Manage _} vadovics Krist6f £} Devel Manage % Vadovics Kristéf £} Devel
dp people i Rep View profile Edit prff

) I content gk Structure 44 Appearance | o Extend A\, Configuration

wsee INERGSSE ENERGISE

Flush all caches

w

DeVEIopment i JOPEAN NETWORK FOR RESEARCH, GOOD PRACTICE EUROPEAN NETWORK FOR RESEARCH, GOOD PRACTICE
Run cron P INNOVATIGN FOR SUSTAINABLE ENERGY AND INNOVATION FOR SUSTAINABLE ENERGY

Run updates H Ex l
ome ample menu
- Home Exa

-

Vadovics Kristof Vadovics Kristéf

View = Edit  Devel
View | Edit Devel

5 months
5 months

Unien's Herizon 2020 Research and Innov ation
programme under Grant Agreement Mo 727642,

- This project has received funding from the European E N E R G I S E




NATIONAL WEBSITES — ADDING NEW USERS e

--------------------------------------------------------------------------------

€ | () hungary.energise-project.eu C || Q Keresés Ex il :=|
G
[~

» GD Nyité @@ GD - Admin ' Kislabnyom % Karbonkalkulstor " Klimaklub S5 GDI S5 GDI- Admin _ ENERGISE admin , ENERGISE @ EnKoz [4 S@W Féoldal [ S@W - Admin £ Home

1 Kiraly Andrea -ﬁ- Devel

(.’, H Content d—; Structure ’« Appearance ﬁn Extend ‘\ Configuration J People .|| Reports
ENERGISE

EUROPEAN NETWORK FOR RESEARCH, GOOD PRACTICE Roles >
AND INNOVATION FOR SUSTAINABLE ENERGY

Home Contact us

Hungary

View Edit Delete Devel

ENERGISE is an innovative pan-European research initiative to

=2 A -~ AL -l ' s L ol ) i |




NATIONAL WEBSITES - EDITING OWN ACCOUNT #9

--------------------------------------------------------------------------------

> Under ’Edit profile’ you can change your password, email address
or username

€ () hungaryenergise-project.eu

£ GDNyité BB GD - Admin " Kislébnyom % Karbonkalkulstor * Klimaklub S5 GDI 55 GDI- Admin . ENERGISE admin

Y xirdly Andrea £} pevel

View profhle Edit profile Log out

FNFRG:iSF

This project has received funding from the European
Unien's Herizon 2020 Research and Innov ation l
programme under Grant Ag Mo TIT7642.




NATIONAL WEBSITES — EDITING OTHER USERS’ ACCOUNT 1 #10

--------------------------------------------------------------------------------

° If you want to edit another user’s account, click on ‘People’

=== Manage 1 Kiraly Andrea -Q- Devel

(,‘ H Content d—; Structure ’/\ Appearance ﬁo Extend ‘\ Configuration 11 People Il Reports

Add a new user

ENERGISE

EUROPEAN NETWORK FOR RESEARCH, GOOD PRACTICE Roles >
AND INNOVATION FOR SUSTAINABLE ENERGY

Home Example menu

This project has received funding from the European
Unien's Herizon 2020 Research and Innov ation I
programme under Grant Ag Mo TIT7642.
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NATIONAL WEBSITES — EDITING OTHER USERS’ ACCOUNT 2 L

° Pay attention to proper settings at ‘Status’ (Active) and ‘Roles’
(Administrator). EDIT ACCOUNT

People
List A Permissions Roles
+ Add user
Name or email contains Role Permission Status
- Any - v -Any- v -Any- v
. Filter
Action
Update URL alias v
. Apply to selected items |
[ USERNAME STATUS ROLES MEMBER FOR v LAST ACCESS OPERATIONS
edina Active ® Administrator 2 days 19 hours never @ ‘ ;dT-iv N
[l  szandra83 Active 1 week 5 days ago [ Edit ‘ v




NATIONAL WEBSITES — EDITING OTHER USERS’ ACCOUNT 3 e

°Please DO NOT delete user ‘Vadovics Kristof’!

This project has received funding from the European
Unien's Herizon 2020 Research and Innov ation I
programme under Grant Agreement Mo 727642,




NATIONAL WEBSITES - CREATING NEW PAGES #13

--------------------------------------------------------------------------------

> Go to the menu ‘Content / Add content’. Choose and click on the
menu ‘Page’

CREATE PAGE

€ | (0 hungary.energise-project.eu/user/3 C || QA Keresés

o

£ GD Nyits €8 GD - Admin ' Kislabnyom & Karbonkalkulstor " Klimaklub &5 GDI £ GDI- Admin , ENERGISEadmin , ENERGISE & EnKéz S S@W Féoldal /4 S@W - 2

E Manage 1 Kiraly Andrea -ﬁ Devel

(." B content ‘-h Structure 'J\ Appearance ﬁc Extend \ Configuration J‘l People .Il Reports
Add content > Article

v
ENE - '

3
EUROPEAN NETWOR Page E
AND INNOVATION FOR I

Researcher

Contact us




NATIONAL WEBSITES — EDITING AN EXISTING PAGE

------------------------------------------------------------------------------

° click on ‘Content’ EDIT HOME PAGE (subcribe link)

& (0 hungary.energise-project.eu

3 GD Nyito GD - Admin Kislabnyom &% Karbonkalkuldtor " Klimaklub ;‘1 GDI E} GDI - Admin ', ENERGISE admin ENERGISE &%

E Manage 1 Kiraly Andrea {!- Devel

(o.' @ Structure '«g Appearance ﬁo Extend * Configuration JJ_ People .|| Repo
. F

Add content

ENERGISE

EUROPEAN NETWORK FOR RESEARCH, GOOD PRACTICE
AND INNOVATION FOR SUSTAINABLE ENERGY

Home News and Events

Hungary

#14



NATIONAL WEBSITES - ADDING A NEW MENU ITEM #15

--------------------------------------------------------------------------------

° To add a new menu item choose Structure/Menus/Main
navigation/Add link ADD NEW MENU

f' (i) hungary.energise-project.eu/user/3 c Q Keresés
Golc)s! Nyité GD - Admin ' Kislabnyom &% Karbonkalkuldtor " Klimaklub 5 GDI S5 GDI- Admin _ ENERGISE admin , ENERGISE @) Enkoz £3 S@W Féoldal 14 S@W - Adi
E Manage 1 Kiraly Andrea -ﬁ- Devel
(.‘, B content ‘-h Structure (1\ Appearance ﬁo Extend \ Configuration 11 People .ll Reports
r
Block layout >
| |
E I Contact forms > S E
EUROPEZ2 Content types 2 DOD PRACTICE
AND INNt¢ iIRGY
Display modes >
Menus > Add menu

Views 2 Administration
Development
Footer

Kiraly Andrea

Main navigation

.%v | |

View Edit Devel Publications > Delete

2 months 3 weeks Tools > Devel




NATIONAL WEBSITES — CHANGING THE CONTACT FORM

--------------------------------------------------------------------------------

> Choose Structure / Contact forms / General contact form

Manage l Kiraly Andrea
(.’y E Content ‘-h Structure

Block layout

E ' Contact forms

EUROPE2 Content types

AND INN(
Display modes
Views

'J\ Appearance

ﬁ- Devel

ﬁ- Extend 'K C

r

>

Add contact form

General contact form

Personal contact form

I R ———————————s

#16
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° Questions?

This project has received funding from the European
Unien's Herizon 2020 Research and Innov ation I

programme under Grant Agreement Mo 727642,
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Manual for Energise online
monitoring tool

Manual to instruct project partners in the usage of the online
monitoring tool. Please follow the guidelines below when using
the tool.

Login

Create participant group

Choose Questionnaire template
Translate and edit questionnaire
Schedule delivery

Reminders

NowuseWDNERE

Export data



Login

You will receive an email invitation to create a username and password. If you have not received an email
please contact your local team lead. Follow the instructions in the email.

e To login visit http://energise.staging.betawerk.eu/user.
(the URL will change. Always add /user behind the domain)
e Enter your username and password.

Login

Reset your password

Username

Enter your Energise Online Monitoring username.

Password

Enter the password that accompanies your username.

ENERGISE


http://energise.staging.betawerk.eu/user

Create participant group

In order to start distributing a survey you must first define the participants. You can have multiple
participant groups.

e Go to 'Participants' in the left side menu.
® You can see an overview of your participant groups. Only groups from your own country are visible.
e Click 'Create participant group' to add a new group

Home » Participants

ENERGISE

Participants

Participants .
Create participants group

Questionnaires

Name Country language Participants Actions

SUD/eys Name of group Netherlands Dutch 1 edit/view

e Enter the 'Name' of the participant group.
e Select the 'Language' for this group and save.

Home a€° Create Participants group

Create Participants group

Participants
Name

Questionnaires
Surveys
Language

- Not specified - ~

You can import new participants after saving the Group




e The group is created as displayed in the green message at the top of the page.
® You can add individual participants or upload the participants in bulk by using an Excel document.
o Individual:
m Click 'Add new participant'.
m  Add 'Name', 'Email Address' and 'phone number'.
o Bulk
m  Download the 'Participant Excel template' from the page.
m  Upload the filled-in template in the file upload field and save.
e Participants can be modified until the first survey has been sent. After this the participants are
locked. However, they have the option to unsubscribe. You also have the option to manually cancel
a participant subscription to the survey.

Home » Testgroup

" Created the Testgroup Monitoring.

Questionnaires TESth'OUp

Surveys Delete

Name

ENERGISE

Participants

Testgroup

Country
Netherlands

Language
Dutch

Add new participant
Import participants

Bestand kiezen Geen bestand gekozen

Download participant excel template.

BT BT




Choose Questionnaire template

English templates of each survey tool will be available in the 'Questionnaire' section. All text elements
(questions, answers, explanatory text fields, etc.) can be translated. Every template will only need to be
translated once and can then we duplicated for repeated use (e.g. in case of the weekly survey.)

o choose 'Select' to use a template as a base for your survey. A duplicate will be created which you
can translate and use.

Home » Questionnaires

Questionnaires

Participants § R .
w Filter questionnaires

Questionnaires

Filter by title, description, or elements

2 questionnaires

Surveys

Title Description Operations
Questionnaire 1 questionaine description m m m
Testmartijn Dit is mijn questionnaire test m m @

e All settings and text are moved to your duplicate version of the questionnaire. You can now
translate the text to your own language.
Edit the 'Title' of the questionnaire.

e Edit the 'Description' of the questionnaire. This description will be displayed for participants at the
top of the questionnaire.

e To ensure that the correct privacy statement and EU disclaimer is displayed in your translated
version, please select 'Language' and 'Group'.. You can only select groups from your own country.
The language has to match the group language selected in the first step.

Home » Questionnaires

Duplicate 'Testmartijn" form x

ENERGISE

Title
A This is the titel
Participants f
Questionnaires Administrative description
Opmazk - | B I % x*[Q = = = 93 | [ Broncode | 2§

Surveys

Lorem ipsum dolor sit amet, consetetur sadipscing elitr, sed diam nonumy eirmod tempor invidunt
ut labore et dolore magna aliquyam erat, sed diam voluptua. At vero eos et accusam et justo duo
«doleres et ea rebum. Stet clita kasd gubergren, no sea takimata sanctus est Lorem ipsum dolor sit
amet. Lorem ipsum dolor sit amet, consetetur sadipscing elitr, sed diam nonumy eirmod tempor
invidunt ut labore et dolore magna aliquyam erat, sed diam voluptua. At vero ¢os et accusam et
justo duo dolores et ea rebum. §

English v

Group

- Select - v

Save




Choose Questionnaire template

All elements of the questionnaire are listed and can be edited. When a template for the first time take care
to translate all text.. The options for the questionnaire are split up in four tabs.

e 'View': preview the questionnaire.

e 'Build": edit and translate all form elements.

e 'survey': prepare the survey for launch once all text has been translated.

e 'Settings': Adjust name, description, language, group selection and email and reminder text (see

step 'Reminders').. More details about settings later in this document.

(New elements and pages can also be created. Please follow consortium agreements for using these
features)

e Click "Edit' next to the element you wish to change or translate.

Home » Test questionnaire

ENERGISE

«# Webform Test questionnaire created.

Participants

Questionnaires TeSt queStlonnalre
Surveys View m Campaign Settings

Title Key Type Required Operations
« Stap 1 stap_1 Wizard page
+« Ditisvraag 1 dit_is_vraag_1 Textarea m
+« Ditisvraag2 dit_is_vraag_2 E::::(boxes m

Submit button(s) actions Submit button(s)

S e— m

® A panel opens allowing you to edit all text and values. Please translate all the text fields and save.
e The following types of questions can be found there:
o text area (long text answer)
text field (short text answer)
Number (report numerical answers)
Checkboxes (allowing selection of several answer options)
Radio buttons (allowing selection of one answering option)
basic html markup (explanatory text included in the survey)
e Text area, Text field, Number, checkboxes, radio buttons and basic text markup

o O O O O

e Important: To allow for easy cross-country comparison, please do not change the value of
answering options of multiple choice questions. Only change the text!



Home » Test questionnaire Edit Dit is vraag 1 element x

Element settings

ENERGISE

Test questionnaire Type Toxtarea
Title

View m Campaign Settings
Q ion1

Key: dit_is_vraag_1

Participants

Questionnaires

Surveys

Title Key
« Stap1 stap_1 ~ Element description/help
«b Ditisvraag1 dit_is_vraad Help text

Opmaazk - | B I % x*|Q == = = ”
« Ditisvraag 2 dit_is_vraad B Broncode | 52
Submit button(s) actions

Description
Opmaak - | B I % x*|Q = B E ”

[ Broncade | 53

~ Form validation

Required

Required message

Required?

® Once all form elements are translated and checked using the 'View' mode to preview the survey, go
to the tab 'Settings'.go to the tab 'Settings'.
® On the settings tab you have the following sub-tabs available:
o 'General": Adjust name, description, language, group selection.
o 'Form': You can close the form here after it has been launched. Also the option to add a
custom message. Please translate if needed.
o 'Confirmation': Translate the confirmation message participants get to see after the
guestionnaire is submitted.
e 'Save' the questionnaire



Home » Test questionnaire » Settings » Confirmation

ENERGISE
Confirmation
Participants
View Build Campaign Settings
Questionnaires.
Surveys General Form Confirmation Email/SMS

~ Confirmation settings

Confirmation title

Confirmation

Confirmation message

Opmaak ~ | B I X, »*

Q =

(confirmation message)

Schedule survey delivery

29 | [ Broncode | 3§

Once you have added a participant group and used/translated a questionnaire you are ready to
send out the survey. Save the questionnaire and go to surveys.

® Go to 'Surveys' in the left side menu.
e Click the survey you wish to send out.
[ J

If you would like to send out again a survey that was already sent out before, you can also select

'‘Duplicate’ instead of 'view'. All settings from that survey are copied into a new survey.

Surveys

Surveys

Participants .
~ Filter surveys

Questionnaires

= Filter by title, description, elements, user name, or role

All

2018)

Add survey

Total
Status Author Country Group o Operations
Results
Test
Dit is mijn Closed coordinator Finland MarFljrn
survey finland participant
group
My Martijn Martijn
questionnaire 0s€ Senden etherlands Senden Brepareicompaian
Launched
Questionnaire  (June Martijn Martijn "
2 19th Senden CENEraNTs  genden UMW



e C(Click the 'Prepare survey' button.
e Optional set a 'Schedule survey' date and time and save.

| Spreaasneets |

Home » Test questionnaire » Campaign

ENERGISE

Prepare campaign

Your are currently preparing a campaign for the survey Test questionnaire . This survey
uses group Martijn Senden with an amount of 1 active participants (the group has a total of 1
Participants participants with 0 not-active participants).

Schedule campaign
Questionnaires

Surveys

dd-mm-jjjj

juage Qperations
C ign will be I hed when using h

e The survey has not been sent yet. Click 'Launch survey' button.
e The final step is to click 'Launch now!'
e Congratulations, the survey has successfully been sent.

Home » Testquestionnaire » Campaign

ENERGISE

Launch campaign

Your are currently launching the survey Test questionnaire . An email will be send to 1
participants with a unigue url to the survey.
Participants

Questionnaires

Surveys

Launch now!

Edit Campaign Launch Campaign Undo Campaign

name email Phone number Language Operations

participant martijn martijn.senden@betawerk.nl +31630713316 Dutch Delete




Reminders

Once a survey is sent, you have the option to send out an e-mail or SMS reminder. Please follow
consortium agreements regarding the handling of reminders. (note: there are costs involved in sending

out SMS reminders).
e Go to 'Surveys' in the left side menu.
® Click the survey for which you would like to send an reminder.
e Click the 'Survey reminder' button.

Home » Test guestionnaire » Campaign

& Webform Test questionnaire launched.

Campaign

Surveys View Results Build Settings
Survey Reminder

ENERGISE

Participants

Questionnaires

name email Phone number Language Emailssent SMSsent Operations
participant martijn  martijn.senden@betawerk.nl  +31630713316 Dutch 1
SIE

ENERG

® Choose the reminder type you wish to send out and click 'Resend survey now!' (in the settings tab

the text for the reminders can be modified).

Home » Test questionnaire » Campaign

ENERGISE

Survey reminder

You are going to send reminders from the survey Test questionnaire to 1 participants.

Participants Send email
Questionnaires
Send sms
Surveys
t SMSsent Operations
participant martijn  martijn.senden@betawerk.nl +31630713316 Dutch 2 Delete

ENERG:S
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Download data

To download the data visit the survey page. The data of all sent-out surveys can be downloaded.
This includes the surveys from other countries. However, the participant data will be anonymized.
® Go to 'Surveys' in the left side menu.

o Click 'Submissions' to view the results or click 'Download' to download the data.

Surveys

ENERGISE

Surveys

v Filter surveys

Participants

Questionnaires

Filter by title, description, elements, user name, or role

All v
Total
Status Author Country Group Results Operations
Test
Dit is mijn coordinator _. Martijn
Closed Finland L 0 -
survey ose finland inan participant
group
My Martijn Martijn
questionnaire Closed Senden Netherlands Senden 0 m
Launched
Questionnaire (June Martijn Martijn m
Netherland 1 -
M 15th Senden etherlands Submissions
2018)

e When downloading check the option 'Generate Excel compatible file'
e The other settings don't need changing. Click 'Download'.

Home 3€° Questionnaire 2 3€° Questionnaire 2

ENERGISE

Questionnaire 2
Participants

View m Build Campaign Settings
Questionnaires
Surveys Submissions Download

LO\J)FO rmat options

Delimiter text Format

Comma () v

Generate Excel compatible file

L“\”Element options

Element multiple values delimiter

Semicolon (3

L“\”Head er options

o Element titles (label)

Element keys (key)

Include an element's title with all sub elements and values in each column header
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