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n VOLLEYBALL EVENT SUSTAINABILITY TOOL

The “Volleyball AST (Volleyball Event Sustainability Tool)” (hereinafter referred to as “Volleyball AST”) 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 Volleyball AST on your desktop computer, laptop or mobile device(s).

H USER REGISTRATION

You will need to register into the Volleyball AST online tool when you first enter the system:

1.) Go to the website: https://fivb.aat4.eu/.

2.) Click “Register”.

3.) Enter personal data and then press “Submit”.

Terms and conditions

WEECOMEN®
FIVB AAT

Usermname or email Password

[*] Remember me
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Enter your password twice, then click “Submit” to confirm.
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Volleyball AST will send you a confirmation e-mail to the email address you registered with.

Terme and conditions

WYIEEG @M ERl®)
FIVB AAT

An email with instructions to verify your email address has been sent
to you.
Haven't received a verification code in your email? to re-

send the email.
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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 Volleyball AST without completing this step.
Mind the expiration time of the link. You will have to repeat the registration process if the link has
expired.
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H VOLLEYBALL AST LOGIN

You can now log in and continue your work.
Steps to sign in:
1.) Visit the website: https://fivb.aat4.eu/.

2.) Enter your e-mail or username and password into the login form.

WELCOME TO
FIVB AAT

Username or email

Forgot Password

/A8l 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 data.

Assessment name
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2.) Select the correct package
Here add the mockup in attachments called Package selection.

Choose your plan

t plans

M

FIVE Internal Event

had in mind?

3.) Your questionnaire will be prepared automatically once you have answered all questions. By clicking
“Submit”, your questionnaire will be complete.

Satting up questionnaire

Review of questions and answers

/ Do you expect participants to travel to the event venue by different means of transport (flight, bus, train, bicycle, on foot, ete)?*
/ Will you appoint a project leader who will manage the project for at least one woek?*
/ Did you use at least four communication tools for communicating with attendees (website, e-newsletters, advertisements, social media platforms, internal communication etc.)?

/ Do you plan to advertise your event in various media channels (printed press, TV, radie, online advertising, cutdoor advertising, ete.)?

£ 'Will the event take place in a conference centre, hotel, unique venue, company premises, etc. 7

/ Will your event include an accompanying exhibition that will include at least five exhibitors?

/ Do you expect to order new products for your event that will exceed the value of 500 EUR (gadgets, gifts for participants, office equipment, etc.)?

 'Will you order catering services for participants (coffee breaks, lunch, reception, dinner)?

4.) 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.

We will notify you within 24 hours once access has been granted.



avs Y,

b=t World™

COMPLETING THE EVALUATION: ANSWERING QUESTIONS,
ENTERING COMMENTS AND CHECKING ANSWERS

This chapter explains how to use the Volleyball AST 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 OVERVIEW.
a. The OVERVIEW of your questionnaire is available by clicking the “Find” button in the top right corner.
b. The OVERVIEW 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.

HOBILITY
PROJECT MANAGEMENT

COMMUNICATION

PURCHASING PRODUCTS AND ORDERING SERVICES.

CATERING

MULTIMEDLA EQUIPMENT AND PRODUCTION

HOTEL ACCOMMODATION

SOCIAL RESPONSIBILITY
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5.) You can move back and forth between questions using the “BACK” and “CONTINUE” buttons.

Obligatory 1/ 5

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

N plan

Plan prepared, no goals

Plan propared, goals sat

Plan with goals and measures was sat

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.

Obligatory 1/ 5 Mloksandra Petrovska  —

Did you prepare a mobility plan with the set of goals and measures to reduce the Add comment
harmful effects of mobility?
Do you wish to add a comment for this answer?

Comment

No plan

Plan prepared, no goals

Plan prepared, goals sat

Plan with goals and measures was st

The “Finish” button is available once you have answered all questions.

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.


support@planet-positive-event.eu
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Impact Materiality (the event’s impact on people, the environment, and society) ¥ / 10

Does the event promote fair trade, local sourcing, and the use of sustainable
products wherever possible?

You Frrvs anwrered all the questions, You can naw clese the questionnairs. Gnce the questionnairs s closed, you can e longsr changs your answers.

€ Back

n 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:

o 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 Volleyball AST tool

Assessments
User Profile

Reports

About

rivV ¥
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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.

8
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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”.

By clicking the “x” button in the top right corner, you will close the settings and return to the
questionnaire.

< Back

Assessments

FAQS AND CUSTOMER SUPPORT

General FAQs: https://planet-positive-event.eu/fag-page/#general

Mobility: https://planet-positive-event.eu/fag-page/#mobility

Project management: https://planet-positive-event.eu/fag-page/#projectmanagement

Venue: https://planet-positive-event.eu/fag-page/#venue

Sustainable procurement of products and services: https://planet-positive-event.eu/fag-
page/#sustainability

Catering: https://planet-positive-event.eu/fag-page/#catering

Water: https://planet-positive-event.eu/fag-page/#water

Regenerative effects: https://planet-positive-event.eu/fag-page/#regenerativeeffects

Productions: hitps://planet-positive-event.eu/fag-page/#productions

Waste: https://planet-positive-event.eu/fag-page/#waste

Using the app: https://planet-positive-event.eu/fag-page/#usingapp
9
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Calculating the carbon footprint: https://planet-positive-event.eu/fag-page/#carboncalculator

Sustainability rating: https://planet-positive-event.eu/fag-page/#rafing

Commonly used abbreviations and terms: https://planet-positive-event.eu/fag-page/#terms

If you have any questions or need assistance, please contact us at
support@planet-positive-event.eu.
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