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1. Tool PPE AAT

The “Planet Positive Event Automated Assessment Tool” (hereinafter referred

to as “PPE AAT") is an online app for evaluating the “Planet Positive Event”
standards. Below, you will find instructions, including images, explaining how the

tool works.

You can use PPE AAT on your desktop computer, laptop or mobile device(s).

2. User registration

You will need to register into the PPE AAT online tool when you first enter the
system:

1.) Go to the website: https://ppe.aatd.eu.

2.) Click “Register”.

3.) Enter personal data and then press “Submit”.
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Enter your password twice, then click “Submit” to confirm.
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PPE APT will send you a confirmation e-mail to the email address you registered
with.
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An email with instructions to verify your email address has bean sent
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Haven't received a verification code in your email? Click hers to re-

sond the omail.
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Find the mail in your e-mail inbox (also check your “spam” folder) and activate
your account by clicking the confirmation link.

Important: You cannot use PPE APT without completing this step.
Mind the expiration time of the link. You will have to repeat the registration
process if the link has expired.

Someone has created a PPE AAT account with this email address. If this was you, click the link below to verify your email address
ink to e-mail ress verification
This link will expire within 15 minutes

If you didn’t create this account, just ignore this message
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3. PPE APT Login
You can now log in and continue your work.
Steps to sign in:

1.) Visit the website: https://ppe.aat4.eu.

2.) Enter your e-mail or username and password into the login form.
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4. Using the app: setting up the questionnaire in the matrix

1.) First, enter elementary data about your event into the app. Follow the
instructions in the app and answer all questions.

Your basic data

Please enter your basic dota.
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2.) Your questionnaire will be prepared automatically once you have answered all
questions. By clicking “Submit”, your questionnaire will be complete.

Setting up questlonnaire

Review of questions and answers

jendees anive at the event in line with the crganiser’s recommendations?
/ Did you appeint a project leader who spent at loast two menths on the cvont crganisation?

snvmunication f Did you use at least fiowr communication tools for commumicating with attendees (website, e-newsketters, advertisemants, social media platforms, intemal comenurication etc?

Vaonus / Wae the ewont venue sot in a purposaful area for ovent ceganising (conforence contre, congrass hall, special verus, comparny promisos ote 7%

3.) You will then be asked to answer basic questions about your organisation and
event. When you answer all of them, click “End of questionnaire” and then click
“Submit” to confirm it.

Before you can begin completing the questionnaire, one of our tech support
members will need to review and confirm your questionnaire.

4.) Inform us at support@planet-positive-event.eu to ensure you gain access to
your questionnaire as soon as possible.

We will notify you once you are granted access.

5. Completing the evaluation: answering questions, entering
comments and checking answers

This chapter explains how to use the PPE AAT tool. You can only access the
content of your questionnaire once it has been reviewed and confirmed.

1.) You must answer all questions in the questionnaire. We advise that you add
comments whenever possible.

2.) The questionnaire will open once you click PREVIEW.

a. The PREVIEW of your questionnaire is available by clicking the “Find” button in
the top right corner.
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b. The Preview will show select criteria (segments).

c. Here, you can see your progress for each segment and the entire questionnaire
- the percentage of answered questions.

d. You will find all unanswered questions by clicking the “unanswered” button.

e. All questions with your comments or comments by an external assessor will be
shown if you click the “commented” button.

f. You will open a detailed overview of the content, including obligatory and
recommendable criteria, by clicking on a specific segment. You must answer
all questions in the tool, both obligatory (questions) and recommendable
(questions).

3.) You can access the content of the questionnaire (i.e. questions) by clicking the
“go to the questionnaire” button at the bottom of the page.

4.) You can find a desired question by clicking the “search” button and typing a
keyword.

EVENT DETAILS
B MOBILITY
C PROJECT MANAGEMENT
[ COMMUNICATION
F MARKETING
F VENUE
H PURCHASING PRODUCTS AND ORDERING SERVICES
2 SDG REGENCRATIVE CFFECTS

R REDUCTION TARGET

GO TO QUESTIONKAIRE
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5.) You can move back and forth between questions using the “BACK" and
“CONTINUE" buttons.

Al Obligatory1/6 =  Planot Posithe Event AAT

Did you prepare a mobility plan with the set of goals and measures to reduce the
harmful effects of mobility?

[comwme ]

No plan

Plars progarnd, e gosh
Plan propared, goals st

Plan vith goals 3 PansLeS was 501

6.) Comments
You can add a comment next to every question by clicking the “Comment”
button. The comment helps explain your answer and will help external
assessors better understand your choice.

E1Cbligatory 1/6  »  Planet Pasitive Evert AAT m Ptk Pozitirit =

Did you set the purpose of the event, one deriving from and being strongly Add comment
connected to the purpose of the company/organiser? Did you accordingly set the
sustainable commitments and sustainable agenda of your marketing activities?

[ comma ] =

Comment

Do you wish 10 add a comment for this answer?

Event puspase s not set

Eventt purpass was st

Everst purpase ond sustninable commitsents wern sat

Evert purpose, sustanable commitment snd sustanable sgeads wene set

7.) Completing the questionnaire
Upon completing the last question, the system will offer you the possibility to
finish the questionnaire and send it to an external assessor for evaluation.
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The “Finish” button is available once you have answered all questions.

B1 Reduction target 1 /1 =

Event CO2 reduction target sz

00 of previous event (il available)

Redhaction target

BAT by Aot

You can complete the evaluation or preview it again. Once you have completed
all questions, you will receive a notification in the questions section informing you
that you can finish the evaluation.

Upon finishing the evaluation, please notify us at support@planet-positive-event.
eu, and an external assessor will review your evaluation.

Q4.1 SDG18 - Event legacy & kmpact 6 /B ®  Flanat Positive Evant AAT

Following the event, did you prepare a list of sustainable suppliers who can
significantly contribute to reducing the event's carbon footprint?

o e arwwered a8 The CEStIoNS. ou Cam o chase the questionnaire. Do th qUESTIMENe s cosd, you Cal 10 kg Change your amwsrs.

At m
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6. Settings

1.) You can open the settings by clicking the “burger menu” in the top corner or
clicking your name. In the settings, you will find:

- Assessments: a list of all questionnaires and evaluations of your event(s)
« User profile: your user account

- Reports: all available event reports
« About: more information about the Planet Positive Event tool

Assessments
User Profile
Reports

About

Q SR AROTUR

2.) Adding a new evaluation

You can add a questionnaire to start a new assessment in the Settings /
Assessments page by clicking “add assessment”. To set up the questionnaire,

follow the instructions explained in Chapter 4: Using the app: setting up the
questionnaire in the matrix.

3.) Selecting the questionnaire / assessments of your events in Settings /
Assessments

If you have multiple questionnaires / assessments, you can choose a specific
event by clicking the three dots under “Actions” and clicking “Select as active”.
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By clicking the “x” button in the top right corner, you will close the settings and
return to the questionnaire.

Assessments

[T CRLATLD Y STATUS EXALRT

Positive confanence Planetko Pozitimik in progress Pazitivies Eventho



www.planet-positive-event.eu

