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G[*) To access the Event Manager

o

Go to the event calendar you want
to post an event on. Then click on
the “Publish your event” button, In
the upper right corner.

Concerts

< Ravi || Hulen || 12.05.23 " 3
&r

Sign in to Event Manager Create Account

Email
Click on “Create Account” if it’s the first
Password ; time you’re entering the Event Manager.

credentials and skip the next page.

Forgot your password?
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G[*) Create an account

Sign in to Event Manager Create Account

We Emailed You

Your code is on the way. To log in, enter the code we
emailed to t**@g***. It may take a minute to arrive.

Password

Enter your code

Confirm Password

Confirm

Create Account Resend Code
e —

Enter the gmall address you will always use Enter the confirmation code in the “Confirmation
when handling events and choose a password. Code” field, click on the “Confirm” button and
Click on “Create account” and a confirmation follow the next steps to create your profile (only
code will be sent to your email address. needed once).

PS: Please check your spam folder in case you
can’t find the email in your regular inbox.
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@ Overview of things you can do via the Event Manager

1. Sign in and create new events

2. View, edit or remove the events you created
3. Browse your organizer groups

4. Add labels for your events

5. Add pictures to your local library

6. Browse the organizers’ list

/. Add, edit or remove an event template

8. Print the list of all your events
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G[*) Homepage

Evenemang i Lund Events Users Organizer groups Printable Event List Event templates s v Hi Stefano (Admin - Quiz Moderator)

This is the homepage you will see once

Events you log in to the Event Manager. It is
divided in three main sections:

» Filter
Filter: The filter button is a handy tool
v Current and upcoming events 4 Happening Now - 0 Draft - 0 Pending approval - 201 Approved - 0 Rejected - 201 Total for faC| I Ita_tl ng the SearCh Of an event
Name Date Place Created by Status Decision Actions you are |OOki ng fo r. YOu get the
Livets museum | "Det ar langsamt att vara har - om Vipeholms sjukhus" Happening Now  +9 Livets museum Mattias Nordahn Larsson Approved i pOSSI bl I Ity 'tO fl Iter you r events by
Sven Fristedt — Mastare i ménster Happening Now 49 Kulturen i Lund Facebook Approved v X [] keyWO rd’ date’ Status’ Category and
venue.
Mastarprovet — En rustning blir till Happening Now  +9 Kulturen i Lund Carina Rundberg Approved i
Scandinavian Design of Everyday Life Happening Now  +9 Kulturen i Lund Carina Rundberg Approved [] Current and upcoming events: Th IS IS
Lunchkonserter 26/04/2023, 12:15 5 Lunds Allhelgonakyrka Madeleine Andersson Approved [] the Central part Of the homepage!
containing the list of all the current and
Lunchmusik 26/04/2023, 12:15 7 Lunds Allhelgonakyrka Madeleine Andersson Approved [] u pcom | ng eventS
Sven Fristedt — Mastare i monster 26/04/2023, 14:00 Kulturen i Lund Carina Rundberg Approved i
Spraklek och pyssel 26/04/2023, 15:00 5 Klostergardens bibliotek Lina Grahn Approved [] PaSt events: Th IS IS the SeCtIOn Where
N you can browse all the past events.
Veberdds bibliotek visar kvalitetsfilm 26/04/2023, 15:00 2 Veberdds bibliotek Veberdds bibliotek Approved O
Sagoonsdag 26/04/2023, 16:00 5 Stangby bibliotek Stangby Bibliotek Approved [] By CI |Ck| ng on the bl ue bUtton on the
QO::: 5 . 2 > L top-right, you can create a new event.

» Past events

¢» CRUNCHO



@ Create event - basic information

Basic information

_— Fill in the name of the event, choose a label
Christmas Market (optional), type in a description text, add one
or multiple categories.

Label

@® Christmas v X
Create or edit labels
Category * Tips:
Shopping Events Food & Drink ’ * You can only choose one label per event.

Choose the one that fits your event best at
that time, otherwise leave the label section
empty. Labels can be created or edited by
administrators.

Description *

B I U § = = & &
* Add one or multiple categories. Deselect by

Shopping Events A o | CIiCking the ‘X,.

Welcome to the 2023 Christmas Market!

Christmas Market

‘.lIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII.'

Nuuk Center
Wednesday, 13 December, 15:00 - 21:00

Welcome to the 2023 Christmas Market!
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G[*) Create event - photos

PHOTOS *

For the best results, consider using horizontal photos and pictures.

| confirm the ownership and/or copyrights of the images being uploaded.

Add from Picture Library

Stans Vinkaillare Péen 24 ...
tors 24 juni, 19:00 ¢

FOlj med och py#

zkholm | Gamla

va en stor bred utav spannande nawyrviner. Du

kommer fa pgbva rott, orange och vitt naturvin. Naturvilzytskiljer sig

genom atl

diinerna ar ekologiskt eller biodynamiskt och héex,..

Add photos to your event. You can choose to
add your own photos, or choose from a local
or online library.

Tips:

 To add your own picture(s) to the event,
please click or drag them into the blue box.

* Otherwise, choose picture(s) from the
Picture Library by clicking on “Add from
Picture Library.” Utilize the Search function
in the Online Library for specific results.

* Feel free to give credit to the photographer
in the “Picture Credit” box, as well as adding
an Alt Text.

e For best results, consider using horizontal
photos and pictures, as horizontal photos
work best with our format.
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G[*) Create event - video

Videos
Youtube URL
https://www.youtube.com/watch?v=cas9tUzon_E X
Videos
Youtube URL
ADD A YOUTUBE VIDEO https://www.youtube.com/watch?v=uCHuTxV Ytsk X
e —
Youtube URL X

ADD A YOUTUBE VIDEO

* Add one or multiple Youtube videos to the event listing

 To add a Youtube video, click on “Add a YouTube video” and paste the copied YouTube URL of the video in
the empty field

* The video(s) will be shown in the detail page of an event, in the 2nd place after the main picture
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G[*) Create event - date

e dates for your event @ X

Choose a date for your event, either ‘Single Time’ or ‘Daily or -
Weekly.’ Thu 4 May 2023 =) Thu 15 4 2023

o

Tips for Single Events: o o N
» If your event occurs only once, choose ‘Single Time’, and fillin =~ ™" © s ®
the beginning and end times in the “From” and “To” sections. - e © 1740 ©

» Click ‘Add Date’ and ‘Close’ when done, or ‘Clear’ to start O oo ©
over. L Friday 16:00 © 17:00 o
Saturday 13:00 © 19:00 ©

[J sunday 16:00 © 17:00 ®©

Tips for Recurring Events:

* If your event is recurring, choose ‘Daily or Weekly.’

[] Hide ending dates

[ ] C h t t d d d t Check this box if you prefer to hide the end dates of the event on the listing. Even if you select a date, it will
Oose S ar an en a eS not be shIan )i(nl t::ouov;nt ;otailg when tlrnis box ibs chockoc\;.r r S o
. (11 : b} 19 added dates
I n th e ReC u rren Ce beg I n S Thu 4 May 2023, 16:00 - 18:05 Sat 6 May 2023, 13:00 - 19:00 Tue 9 May 2023, 16:00 - 18:05 Thu 11 May 2023, 16:00 - 18:05 Sat 13 May 2023, 13:00 - 19:00 Tue 16 May 2023, 16:00 - 18:05
and the " Recu rrence endS” 1 3:00 - 19:00 Tue 23 May 2023, 16:00 - 18:05 Thu 25 May 2023, 16:00 - 18:05 Sat 27 May 2023, 13:00 - 19:00 Tue 30 May 2023, 16:00 - 18:05
Pick dates for your event X

CLEAR ((J<EeEy

sections.

« Select each day and time of {Sg,m A
the recurrence, then click o
‘Add Date.’ Hit “Close” ZTJT:W

when done, or “Clear” to )
Start oVvey. Tue 26 Jul 2022, 10:00 -

ADD DATE

Hide ending dates

o ¢ CRUNCHO



G[*) Create event - address & venue

Venue

[[] This event has no physical location

Find a location

Add an address and venue for your

[ \ . N event, or mark it as online/virtual.
Stockholm olympic stadium| - + '1':51 b e
N \ 159 . )
9 Stockholm Olympic Stadium 5 _N\“-\\ ol \ 1‘98._ ; Lidingo TipS:
Lidingdvagen, Stockholm, Sweden " \'-\__‘0 s Th’jw ) B G ] ] ] ]
Ve socknoim\ X, ﬂ’ s | « Start typing in the “find a location”
S i ] — search bar and validate when the
Y&/ __St;\q!(ﬁ@n T venue you were searching for appears.
s only updates the address text, not the map location N D= J A blue pin will appear on the map and
57 o4 =L the “Venue" and “Address" details will
noom/stage 154 Mlei.2. == Leaflet | © OSM con ' . .
-- | -- » o | Stockholm Marathon appear in the respective fields.
R O R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R RRRRRRRRERERRRRERRRE=I====—=—=~~—.,,
1 . . . Y 79
Stockholm Olympic Stadium » If needed, type in the “Room/Stage
Wednesday, 29 iNovember, 14:00 - 19:00 . . .
. On the 29th of April, you are welcome to join the fleld the detalls Where the event WI” be
Venue o5th edition of the Stockholm Marathon! held

[[] This event has no physical location _ ° If needed, edlt the addreSS In the
1 Y, L “Address” field

Find a location v : Kungliga L T 3
+ Tekniska ; : _ . "
| hhg<olon  The name of the venue will appear in
Search by city, neighborhood or place name ' . .
| - I the event listing. See the example for
Venue iy : = _ ».'-gﬁcﬁe . 11 ' 1 ”
.y | R * W A Stockholm Olympic Stadium.
Stockholm Olympic Stadium Stockholms 3 : _
ostra ., 2. o R s
Address ! e, Ladugardsgardet
Lidingévagen, 114 33 Stockholm, Sweden ,
This only updates the address text, not the map location ‘6‘,’? n
\_U Vaips ..
\ s “rc?rj~ya G hd/fdl’&g .
(Q;"\a‘ g' e Pt
Room/Stage 5 = . = |_eaflet | © OSM contributors
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@ Create event - event booking

In this section, you have the possibility to add

1 Enabie RSVP price information pricing information, a booking link (a book-button
O This event s free of charge will automatically be shown on the event listing)
e e e et s g e event i sppesrnen v or an RSVP form. To turn it on, just tick the

O Price from | 0 s related box.

The price you indicate here will be shown on the eyg |

This feature allows you to manage your event's guest list. Creating an RSVP form
automatically adds a Book button to the event's detail page. Guests receive a

confirmation email with a possibility to cancel their attendance.

OR

Booking Link (® No price information

Tips:

Adding a Booking link automatically adds a Book button in the event's detail page.

e Click on “RSVP OPTIONS” for further

\ L TSl personalizing this feature.
Create your RSVP Shopping Events

Preview  Christmas Market  As you enable certain settings, you can check
Allow users to register several people at once Full name | StOCkhOIm Clty Ha” On the right_Side, in real time, the preVieW Of
@ Ask users to provide their phone number . Wednesday, 13 December, 15:00 - 21:00 what the users will see.

Age group v .
Ask users for their company's name Welcome to the 2023 Christmas Market!

| * On the text-box on the bottom-left, you can

also create a customized text for proving more
information, informing about your GDPR policy,
or for adding a personalized text when users fill

= in the RSVP form with their email addresses.

‘ Let users specify if they have a preferred diet
Registration open until E-mail

Wed 03 May 2023, 15:32 o

B / U § 3= = & ©®

Select date -
Enter here some information about the event
| give my consent for the data provided above to be
[] passed on to the provider of this platform and to the
event organizer

SAVE

¢» CRUNCHO



G[*) Create event - contact

Event contact information

E-mail Phone
stefano.vertua@cruncho.com| EE v +1 (111) 111-111
Website Organizer name
https://cruncho.com Cruncho

Add the appropriate contact information for the event.

Contact tips:
 Add your contact information such as your telephone number and email

 Add a website link if you want to direct users to the official event website

¢» CRUNCHO



@ Create event - publishing event

Choose to highlight the event, share with groups, and choose publishing date

Tips:
* Choosing “Stick to top” or “Sponsor" will highlight the events in the calendar

 |f the event is part of an organizer group, select the group from the dropdown, so that each member of the group can view and edit
the event once submitted.

 Choose the preferred publishing date. If no date is chosen, this will default to today’s date and time.

* Click ‘Preview’ to see how your event will look when published, or ‘Save Draft’ if you would like to save your event to return to at a
later time.

* Click ‘Submit Event’ to have the event submitted to the Event Manager.

Highlight event in calendar

I Stick to top

Sticking an event to the top will make it appear always on top of your first page so anyone that enters will automatically see it

I Sponsor

Sponsoring a recommendation will add a background colour and a "Sponsored” mention to the recommendation.

Share with Organizer groups

Preferred Publishing Date
Mon 25 Jul 2022, 10:04

Required field

PREVIEW [F] SAVE DRAFT B SUBMIT EVENT

¢Y CRUNCHO



G[*) View created events

View events that you created.

P, Events Quiz Users Organizer groups Event templates B - Hi Stefano (Admin - Quiz Moderator) ~ * Once the event is created, you’ll find it in the
———— “Events” tab, along with all the other events.
Events
e * For every event, you have the possibility to click
- Gument and tncoming svents on the trash icon to delete the event. If the event
has been fetched directly from Facebook, or if
Easter market 08/05/2023, 16:00 49 Ekbacksvagen 22 Jenny Nguyen Pending approval v X ] It’s been created by an Organizer, you have the
 Design ek o023, 1600 4 - additional possibility to approve or reject that
. very same event, by clicking on either v or X.
@

* Only Admins and Moderators are authorised to
post or reject events. Events rejected are sent

v Past events

Cruncho Test 3 18/10/2022, 16:00  +9 Tele2 Arena Jenny Nguyen Approved [} baC k to t h e eVe nt O rg a n ize r W it h a reaSO n/
Cruncho Test 2 18/10/2022, 16:00 +9 Avicii Arena Jenny Nguyen Approved ] CO m m e nt fo r rej eCt i O n =

* Please note that it’s possible to edit already
posted/published events. You just need to click
again on the event. Make your changes and click

on the “Save & Close” button.

¢» CRUNCHO



@ Create event - Prefill with Facebook

Publish your event

Basic information

Name*

_> < PREFILL WITH FACEBOOK (BETA) ‘—*H, FEMPLATE

Would you like to add a Facebook event directly

Label - X

to your Event Manager?
Category * v
oeseRten” 9 | We have implemented a brand new feature, in
B 1 UL v which you just need to copy the link or the
" Facebook event ID from the URL of the event and
Write a short desg N . . .
— Please provide the ID of the Facebook event to import. It can be found in VO”a, the ma”.] information .(name_ of Fhe event,
the URL of the event and is composed of about fifteen digits: description, pictures etc..) is copied in your Event
https://www.facebook.com/events/ID}. Manager in a breeze.

Facebook event |ID

Prefilling with a Facebook event will overwrite your unsaved changes on this

CANCEL PREFILL

event.
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G[*) Printable Event List

Evenemang i Lund Events Users Organizer groupg Printable Event List )Event templates s v Hi Stefano (Admin - Quiz Moderator)

Scandinavian Design of Everyday Life
2022-10-06 12:00

Arts & Exhibition Would you like to print the list with all
Rutturent Lund the events? Look no further!

Centrala staden,Lund

Tegnérsplatsen 6, 223 50 Lund, Sweden

| utstéliningen Scandinavian Design of Everyday Life visas delar ur samlaren och forfattaren Thomas Lindblads unika samling av skandinaviska vardagsforemal.

Fran 1930-talet och fram till 1970-talet skapade nagra av Skandinaviens basta formgivare bruksféremal for hemmet, som nu blivit eftertraktade klassiker. Nya idéer och nya material
drev fram utvecklingen, och under efterkrigstiden borjade foretag tévla om att forse konsumenterna med de basta produkterna - bruksféremal med lang livslangd, dar funktion, form och
ekonomi samspelade.

| Sverige férde Svenska SIdjdféreningen fran 1910-talet en framgangsrik kampanj med malet att engagera konstnarer som formgivare i industrin. ldéerna formulerades bland annat av ® By Cl |Ck| ng on ¢ Pr| ntable Event LiSt”,

Gregor Paulsson i boken Vackrare Vardagsvara (1919). Nya material som aluminium, plast och rostfritt stal mojliggjorde masstillverkning till Iaga priser. Pressglaset genomgick en teknisk . .
utveckling, som gjorde det bade hallbart och billigt. the WhOIe IlSt Of a.” yOUF eventS 1N

Danska, finska, norska och svenska designers fick efter andra varldskriget stort utrymme att skapa vardagsféremal, och gick in for uppgiften med stort allvar. Produktionen kulminerade | . bl
1960 till 1970. easlly accessible
Konsumentorganisationerna var padrivande nar det géllde att utveckla funktionella bruksféremal och tillverkningen granskades bland annat av husmorsorganisationer. Det &r ingen

overdrift att sdga att aldrig har s manga valgjorda kastruller och andra ting sett dagens ljus, som i sextiotalets Skandinavien. Dessa framsteg vackte uppmarksamhet och fick priser pa

internationella utstallningar och massor.

, n
Thomas Lindblads samling har byggts upp under 25 ar och &r den stérsta och enda samlingen i sitt slag. Till utstaliningen har han valt ut saval klassiker tillverkade i miljoner exemplar, ¢ It S pOSS| ble 'tO See a” the relevant

som mer okanda ting, som anda var vagrojare for modernt tadnkande. Upptack, eller aterupptéack, besticket Thebe, kastrullen Party, vickningsgaffeln Piruett, konservoppnaren Réda

Clara, termosen Kaffemoster, Bernadottepannan och plastservisen Zoom. Manga av tingen lever vidare i daglig tjanst — det ar hallbar design. |nf0 rm atlon: name, date, Category,

Utstallningen kompletteras av Thomas Lindblads bok Design till vardags (2021) som kommer att finnas som lasexemplar i utstallningen och till forsaljning i museibutiken. )
Scandinavian Design of Everyday Life ar en vandringsutstallning skapad av Thomas Lindblad och Tove Alderin Studio. Kulturen i Lund ar forst ut med att visa den. Ve n u e ) ad d reSS an d th e eve nt S
description

Scandinavian Design of Everyday Life
2022-10-07 12:00

Arts & Extibition |t is a handy tool if you'd list to print

Kultureni Lund

Centrala staden Lund the whole list of all your events
Tegnérsplatsen 6, 223 50 Lund, Sweden

| utstéliningen Scandinavian Design of Everyday Life visas delar ur samlaren och forfattaren Thomas Lindblads unika samling av skandinaviska vardagsforemal.

Fran 1930-talet och fram till 1970-talet skapade nagra av Skandinaviens basta formgivare bruksféremal for hemmet, som nu blivit eftertraktade klassiker. Nya idéer och nya material

drev fram utvecklingen, och under efterkrigstiden borjade féretag tavla om att forse konsumenterna med de basta produkterna - bruksféremal med lang livslangd, dar funktion, form och

ekonomi samspelade.

| Sverige forde Svenska Slojdféreningen fran 1910-talet en framgangsrik kampanj med malet att engagera konstnarer som formgivare i industrin. Idéerna formulerades bland annat av
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G[*) Event Templates

Q{D Events Quiz Users Organizer groups ( Templates B= ~  Hi Stefano (Admin - Quiz Moderator) ~

Create template

By Clicking on “Event templates”, you
get the possibility to create a template,
e so that you can streamline even more
the event creation process.

Template basic information

Fill in any of the remaining fields as if it were a real event.

Basic information

 @Give a name to your template, so that

Event name Label v X
you can retrieve it when you need it
Category -
 |f you wish, you can share this
Description template with some of your organizer
B / U & Normal v 3= i= & ® groups

Write a short descriptive text about your event. What might be interesting for your visitor to know about your event?

» Create your template as if you were
creating an event - the interface is the

same!

Pictures G Videos
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If you have any questions, don’t hesitate to contact us at

hello@cruncho.com or call
+46 73 530 3372

@
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