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“This project has received funding from the European Union’s Horizon 2020, research and innovation
programme, under Grant Agreement No 847038”

This document has been prepared by E2DRIVER project partners as an account of work carried out
within the framework of the EC-GA contract no 847038.

Neither Project Coordinator, nor any signatory party of E2DRIVER Project Consortium Agreement, nor
any person acting on behalf of any of them:

(a) makes any warranty or representation whatsoever, express or implied,

(i).  with respect to the use of any information, apparatus, method, process, or similar item
disclosed in this document, including merchantability and fitness for a particular pur-
pose, or

(ii).  that such use does not infringe on or interfere with privately owned rights, including any
party's intellectual property, or

(iii).  that this document is suitable to any particular user's circumstance; or

(b) assumes responsibility for any damages or other liability whatsoever (including any conse-
quential damages, even if Project Coordinator or any representative of a signatory party of the
E2DRIVER Project Consortium Agreement, has been advised of the possibility of such damages)
resulting from your selection or use of this document or any information, apparatus, method,
process, or similar item disclosed in this document.
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The second Communication and Dissemination Plan is designed to effectively reach the project’s main
target groups. The goal of the plan is not only to inform about E2DRIVER, but to pave the way for the
engagement of stakeholders and pilot/replication companies in the training and networking process
of E2DRIVER. The strategy and measures described in this document are the basis for the communica-
tion and dissemination campaign of all E2DRIVER partners at the international and national level. The
Communication and Dissemination Plan defines the overall framework for all related actions and thus
ensures smooth, comparable and coordinated activities in all countries. The basis for coordinated ac-
tivity among partners is a survey that aimed at pinpointing specific motivations and capabilities of
partners to contribute to the communication and dissemination of the project’s information and re-
sults. The plan furthermore aims at approaching associated umbrella organisations in the field of en-
ergy efficiency, energy training and relevant policy makers to effectively widen the reach of the dis-
semination work.
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The E2DRIVER project aims at training small and medium-sized automotive supplier enterprises on
energy efficiency and energy auditing in order to curb wasteful energy expenditure, reduce carbon
emissions and save companies’ costs. To achieve this, the E2DRIVER approach focusses on an innova-
tive learning platform that serves a dual role: as a depository for training material adapted to compa-
nies’ needs and as a networking hub for all things related to energy efficiency and energy training. To
reach out to the various stakeholders involved in the project, a versatile Communication and Dissemi-
nation (C&D) plan has been developed as part of the third deliverable (D6.3) of the WP6 dealing with
communication, dissemination and networking activities of the project. The updated C&D plan, D6.4,
will continue with the communication activities established in the prior Plan. Due to the Covid-19 pan-
demic, adjustments were made to the Plan, which will rely on a stronger online presence. The distinct
characteristics of stakeholders require the activities established in this plan to take a diverse approach
in engaging individual target groups in an effective and meaningful way. The different roles and capa-
bilities of E2DRIVER partners will help engage specific stakeholders. A survey that was previously con-
ducted among the partners to determine the most sensible application of their capabilities in reaching
out to important stakeholders will still serve as a foundation to spread news about the project.

The C&D plan identifies diverse groups that play key roles in the successful progression of E2DRIVER,
and determines a variety of activities, materials and channels used in the engagement process. To
begin with, central to the formation of the learning process and the training platform are 12 pilot and
28 replication companies that are involved in the design of training materials. They are the first primary
audience that is reached out to and involved through this C&D plan. A second target audience are end
users involved in E2DRIVER as well as the general public. Disseminating key messages of the benefits
of E2DRIVER among the general public plays a crucial role for generating widespread societal interest
in energy efficiency. In addition, displaying the benefits of E2DRIVER publicly fosters among company
employees an increased awareness and broad acceptance of the necessity of reducing energy con-
sumption, pushing them to improve their behaviour towards energy efficiency.

Moreover, E2DRIVER will rely on the training platform’s networking features to foster mutual learning
and collaboration among energy experts, the scientific community and companies to ensure
knowledge exchange across sectors and countries. Messages and activities tailored to these groups
are hence set forth in the C&D plan. The role of communication and dissemination of results ultimately
plays a crucial role in helping decisionmakers create informed policy. Relaying the results and key de-
velopments, lessons learned, and socioeconomic analyses to the EC, energy authorities, and local and
national governments provides them with important takeaways regarding the conditions and factors
that foster or hinder effective implementation of energy efficiency measures.

This deliverable integrates D6.5 — Mid-term Project Dissemination and Communication material —into
its characterisation of main activities, although D6.5 will be produced as a separate deliverable as well.
Furthermore, the engagement of replication companies is based on the strategy set forth in this deliv-
erable, which is indirectly related to all other deliverables where replication companies are indispen-

sable.
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The E2DRIVER Communication and Dissemination strategy addresses:

(i) Communication to disseminate activities within the partner’s countries;
(ii) Europe-wide communication where dissemination and communication activities are exe-
cuted from a global perspective, considering the project’s networking capacities.

The plan will undergo continuous updates (in months 18, 24 and 36) during the project lifetime to
ensure effective resource management and high-quality standards. The document will define pro-
cesses for the elaboration of key messages and checks on both levels (regional and European) to guar-
antee they are in-line with the overall communication and dissemination strategy.

E2DRIVER needs to strongly engage its target groups, to enable their active contribution during the
project as well as the further replication and exploitation of the project’s results. The dissemination
activities will primarily target the following stakeholder groups:

Management bodies from companies: EU companies who will be made aware of the benefits
they can achieve by implementing the E2DRIVER methodology as well as documents and tools
available for their use in the E2DRIVER platform. This group includes pilot and replication com-
panies, members of the advisory board, companies part of the E2DRIVER community and com-
panies involved as audience for E2DRIVER results.

End users: End users of the E2DRIVER process are another primary target group of the project.
Tailormade messages about energy efficiency will educate them on the advantages of
E2DRIVER they can obtain from improved behaviour towards energy efficiency and energy au-
dit uptake. The knowledge and skills obtained from training courses made based on the em-
ployees needs will gear them towards an incisive implementation of energy efficiency and au-
diting measures. End users include employees of E2DRIVER pilot and replication companies.

General public: The general public is a key part of the project. Public announcements and mes-
sages will inform them about the steps E2DRIVER will take in the final reduction of energy
consumption in companies, and how the project’s measures lead to benefits, such as better
climate, for the public at large. The general public includes citizen and consumer organisations
in partner countries.

Technical experts and scientific community: E2DRIVER related audience are trainers, consult-
ants, technology providers and installers as well as associations and platforms of importance
from these sectors, environmental organizations, finance and insurers and scientific commu-
nity. These groups include EERA, IET, EUA, EUREC, EARTO, IEA. Technical publishable results
reporting the methodology performance and energy efficiency improvements will help share
experience among these stakeholders and enhance project impact and exploitation potential.

Public authorities: EC, National Energy Agencies, regional local authorities, permitting bodies
and municipalities with competences in the field of audits, energy efficiency and other topics
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related to E2DRIVER are the objective of these dissemination activities. This group specifically
includes city and regional authorities at the pilot countries, DG-ENER, EEIP, KIC InnoEnergy
and EU-ASE. Local economy fostering as well as energy dependency reduction are key. Feasi-
ble energy efficiency measures will raise awareness and accelerate regulatory processes.

2.3 Visual Identity

To provide an easily identifiable and memorable identity of E2DRIVER, EPC has developed a clear
project branding with a unified vision in compliance with EU guidelines. A project internal style guide-
line has been created to ensure the identity is cohesive and consistent for all E2DRIVER communica-
tion and dissemination activities. It contains design rules regarding the use of the logo, the E2DRIVER
colour scheme, fonts and other conventions and is shared in the EMDESK intranet with all partners.

DRIVER

Figure 1: E2DRIVER logo.

The E2DRIVER logo consists the word “E2DRIVER” spelled out across a white background. The bottom
part of the number 2 is stretched out underneath the word DRIVER. It contains various points repre-
senting “nodes” that reflect the progression of E2DRIVER. After each node, the colour changes along
the path of the number 2: the nodes symbolise moments where E2DRIVER companies and its com-
munity share and update acquired skills and experiences on energy efficiency and pass it on to other
members of the community to further improve upon the knowledge, creating a continuous cycle of
peer-to-peer skill sharing. The colour green was chosen as the main colour in the E2DRIVER visual
identity, while orange and aqua were chosen as a complementing tone.

Main colours

Figure 2: E2DRIVER green (#adc33d), E2DRIVER orange (#dc931a), and aqua (#6fb6c4).

Accent colours

Figure 3: E2DRIVER dark green (#5b9e43), E2DRIVER brown (#967c2f), and violet (#32357e).
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The E2DRIVER logo, the EU emblem, the photo containing the main theme of E2DRIVER as well as a
collection of photos that are also displayed at the E2DRIVER website were also made available for all
partners in the intranet.

Unless the Agency requests or agrees otherwise or unless it is impossible, any dissemination of results
(in any form, including electronic) must:

display the EU emblem and
include the following text:

This project has received funding from the European Union’s Horizon
* % 2020 research and innovation programme under grant agreement No
T 847038

For infrastructure, equipment and major results: “This [infrastructure][equipment][insert type of re-
sult] is part of a project that has received funding from the European Union’s Horizon 2020 research
and innovation programme under grant agreement No 847038".

When displayed together with another logo, the EU emblem must have appropriate prominence.

Any dissemination of results must indicate that it reflects only the author’s view and that the Agency
is not responsible for any use that may be made of the information it contains, as follows:

“Responsibility for the information and views set out in this document lies entirely with the authors”

If a beneficiary breaches any of its obligations under this Article, the grant may be reduced.

Templates for deliverables, slides, agendas and minutes that are all in line with the overall E2DRIVER
visual identity were produced and made available to all partners.
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Figure 5: Templates for slides.
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The language of the communication campaign is clear and factual. The specific wording, however, is
to be tailored to the respective communication material, the media-related characteristics and the
relevant target groups. Aiming at a more specialised audience, the text of the several dissemination
materials may show a higher level of complexity and usage of more specific terminology than the web-
site and the social media channels, which are customised for the general public.

To reach an international audience, the main E2DRIVER website, social media channels, the newsletter
and several dissemination materials are provided in English. However, since the project’s conception
does entail numerous actions of the local popularities in the partner countries, translation of dissemi-
nation materials to the respective national languages will be required in many cases. While some dis-
semination materials will be translated within the E2DRIVER project by the participating partners, the
integration of the translation will in some cases be done EPC.

The key messages were developed according to the basic features of E2DRIVER and are designed to
characterise the project:

E2DRIVER aims at training automotive companies from four European countries on energy ef-
ficiency by means of an innovative learning platform in order to reduce energy consumption
E2DRIVER will support policy makers, national and regional stakeholders to foster the imple-
mentation of energy efficiency measures

The E2DRIVER training methodology puts people at the centre by adapting it to the needs of
automotive companies and encouraging knowledge exchange among peers

E2DRIVER will involve actors from industry, science, business and civil society to create a net-
work of engaged stakeholders promoting the knowledge and experience on energy efficiency
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The E2DRIVER website is a fundamental tool for the project’s interaction with the public and so a de-
termined effort will be made to present information in a manner that can be understood by members
of the public. The project’s website, www.e2driver.eu, was launched in August 2019 and is hosted by
EPC, partner of the E2DRIVER consortium. The website includes key information on E2DRIVER, such as
the project’s objectives, participating partners, general information about the E2DRIVER methodology
and network, news and events. The website is also linked to the E2DRIVER social media channels, to
all partners’ websites, its sister projects, and hosts the embedded registration form for the E2DRIVER
newsletter. EPC is regularly collecting information about upcoming and attended events and news
from all partners to publish this information on the website and also on the E2DRIVER social media
channels.

About v Training Platform Network Project Material News and Events Contact
€. DRIVER - . v > Pl v v

Project E2DRIVER

“Training on energy audits as an Energy
Efficiency DRIVER for the automotive

sector*

Social media channels play a major role in interacting with the E2DRIVER target groups and the general
public throughout the project lifecycle. They can engage users to participate in E2DRIVER events and
activities and constantly direct traffic to the E2DRIVER website. To maximise the dissemination of re-
sults and the coverage of the project, E2DRIVER social media channels were launched in September
2019. Posts have included new results published on the website, workshops, conferences, events and
news regarding energy efficiency, the automotive industry and energy training. The existing social net-
work channels of the consortium partners, projects, networks and other multipliers in the field of en-
ergy efficiency will be widely exploited to maximise the impact of E2DRIVER towards multiple and
broad audiences.

While all social media channels are hosted by EPC, entries are also generated with the input of all
partners. Partners are encouraged to share photos and information of events visited with EPC to be
uploaded in the news section of the website and in social media. EPC regularly asks the partners for
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updates. If partners use their own channels to spread information about E2DRIVER, they are encour-
aged to use #e2driver or to link to the website of E2DRIVER. Within the lifetime of E2DRIVER, all social
media channels will be regularly administered, and the network of followers and relevant stakeholders
will constantly be expanded to ensure an appealing and up-to-date online presence of E2DRIVER.

Twitter is one of the most effective channels in the journalistic community. A high percentage of jour-
nalists, publishers and developers use Twitter, also numerous EU-funded projects, representatives
from the automotive industry as well as science and energy experts. Twitter accounts of these relevant
stakeholders are followed and relevant news from the network will be supported by likes or retweet-
ing. The E2DRIVER Twitter account is accessible at https://twitter.com/e2driverproject.

E2DRIVER

80 Tweets

4

E2DRIVER
@E2DRIVERproject

Enhancing energy efficiency: @EU_H2020 project fostering capacity building on
energy audits in the automotive industry

© Europe (& e2driver.eu Seit September 2019 bei Twitter

136 Folge ich 63 Follower

LinkedIn is a business network. Especially stakeholders who might not use Twitter often have a
LinkedIn account. Relevant stakeholders from the E2DRIVER target groups will be added to the
LinkedIn network. Partners will reach out to relevant partners from their networks plus any contacts
from other energy efficiency-related projects and events. The E2DRIVER LinkedIn account is accessible
at https://www.linkedin.com/company/e2driver
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A registration form for the E2DRIVER newsletter has integrated into the website. The newsletter is
administrated with the application MailChimp and uses the double opt-in procedure according to data
protection issues of GDPR. The list of subscribers is hosted by EPC. The E2DRIVER newsletter is availa-
ble online via the website and online mailing lists to communities of stakeholders. The newsletter in-
cludes information on project activities, announcements of calls, conferences and events, and news
updates on relevant events and developments. Whenever possible, the project will use external re-
sources, such as news servers, scientific portals, etc. to enlarge its dissemination radius and audience.
Along with the project reports, newsletters will be used to synthesise the results and redirect the read-
ers to the specific E2DRIVER web links. Furthermore, a series of 4 newsletters is being published intro-
ducing the 12 pilot companies per each of the four E2DRIVER countries. The frequency of the E2DRIVER
newsletter will be quarterly to every six months. So far, two E2DRIVER newsletters have been pub-
lished, which can be found here (#1) and here (#2).

All newsletter subscribers receive a short paragraph in each section showing information on the new-
est developments in E2DRIVER. The rest of the news will be linked to the news section on the E2DRIVER
webpage, where the entire article is published.

Press releases are issued to national and international media all throughout the project to inform the
public and improve public perception. Partners will actively follow up the releases to assure maximum
coverage. Most of the press releases will be targeted at the audience of public oriented media includ-
ing newspapers and internet platforms/ online news channels, particularly those targeting the set tar-
get groups. Entries on topic-relevant platforms are planned as well. These comprise printed and online
media in the field of energy efficiency, automotive industry and energy training.
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In June 2019, the first official E2DRIVER news entry was issued by the partner MESAP in English and
released on the webpage of the European Cluster Collaboration Platform. All press releases are be
announced via the E2DRIVER social media channels where the news is shared by partners and other
contacts.

In October 2020, a press release was issued in English and disseminated to relevant international stake-
holders. This press release was created in concert with three other E2DRIVER ‘sister’ projects — inno-
veas, SPEEDIER and SMEmPower. The English version of the press release is available for download on
the E2DRIVER website. It was also announced via the E2DRIVER social media channels where the news
was shared by the partners and other contacts.

3.5 Communication tools and outreach of partners

In order to spread news and results of E2DRIVER more effectively, all partners will participate to vary-
ing degrees in the dissemination of project results and communication of news and activities. In an
online survey that was conducted in November 2019 all consortium partners were asked about their
strategies to communicate and disseminate project results. The survey also helped identify their inter-
ests and capabilities in this process.

The first part of the survey pinpointed the target audiences that consortium partners can reach via
their communication channels. Figure 9 shows stakeholders that are most likely to be informed
through independent C&D activities by E2DRIVER partners. Technical experts, the automotive industry
and policymakers constitute the bulk of groups that will receive information about key results and
developments in E2DRIVER. The development of C&D materials and channels can be thus be tailored
accordingly to address these target audiences.

Please give an overview of your network of relevant
stakeholders that E2DRIVER can reach

m Automotive industry

m Citizen organisations

m Consumer organisations
m Technical experts

m Scientists

m Policymakers and public
institutions

Figure 9. Target groups most likely to be reached by E2DRIVER partners
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While having access to specific stakeholders is important, it is the size of the network that truly realises
the communication potential in terms of results published and information spread via social media,
newsletters and other means. As is evident from Figure 10, two thirds of the consortium have networks
larger than 50 contacts. It is a good indicator of the outreach E2DRIVER can achieve because a large
network of contacts can further multiply information to other, indirect target groups that might be of
interest to E2DRIVER and that, in turn, can also profit from the project.

What is the size of your network?

® > 50 contacts
m 30-50 contacts
m 20-30 contacts
m 10 contacts

m <10 contacts

Figure 10. Size of E2DRIVER partners' outreach networks

The effectiveness of C&D activities can be improved if an organisation has its own public relations or
communication manager. As Table 3 indicates, most partners (70%) have such a person in their com-
pany or institute, making it easier to distribute project results and spread news about E2DRIVER.

Do you have a public relations manager/communication manager in your institute
or company?

Yes 70%
No 30%

Table 3. Communication managers in partners' organisations

Partners’ internal communication channels

While E2DRIVER uses channels such as Twitter and LinkedIn, as well as newsletters, press releases and
the website, partners’ use of their own standard communication channels can multiply the rate at
which E2DRIVER-related information is spread. As Figure 11 indicates, all partners have a website, so
they will be able to reach their target audiences most easily via news updates or press releases on their
homepages. Two thirds of the partners also have social media such as Twitter or LinkedIn that they will
use to inform their followers about the newest developments in E2DRIVER. As indicated in section 3.2,
all partners are encouraged to use #e2driver in their posts to refer to the project. Consortium partners
have a relatively large network of followers on social media (anywhere between 100 and 70,000). Press
releases and newsletter are less frequent means of communication —22% and 44%, respectively. While
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newsletters are published two to four times per year (Table 4), they have great outreach, since cluster
partners in particular report up to 6000 newsletter subscriptions. Press releases are published at most
once a year only. This being the case, partners who use press releases will employ their own commu-
nication guidelines to publish E2DRIVER news and results.

What internal communication channels will you use to spread
E2DRIVER news, project activities, and related events and
conferences to target groups?

100%
22.2%
Website Social media Newsletter Press releases
Figure 11. Communication channels employed by partners

How often will you be able to publish newslet- How often will you be able to publish press
ters? releases?

Every three months 50% Two to three times a year 0%
Twice a year 50% Once ayear 75%
Once a year 0% Less than once a year 25%

Table 4. Frequency of newsletter and press release publications

Compared to press releases, newsletters and social media might seem to be a more productive use of
partners’ resources. This is so not only because of their more frequent use, but also because their
greater numbers of subscribers and followers. Nonetheless, individual press releases by partners are
still encouraged. Any information that is spread about E2DRIVER increases the project’s visibility and
helps promote its presence and thus important results and developments in energy efficiency.

4 DISSEMINATION MATERIAL

4.1 Project Presentations

The general project presentation was designed to give a general overview of E2DRIVER at fairs, meet-
ing, conferences, workshops and related events. In addition, another presentation targeting automo-
tive SMEs was created that highlights the specific engagement of and benefits for these stakeholders
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in the project. The two presentation are available to all partners in the E2DRIVER intranet EMDESK in
pptx format and can be adapted to the specific needs of the partner presenting. These presentations
will be updated as the project progresses in order to communicate specific intermediate results. This
will be done by EPC based on the results from deliverables and the summaries of the Periodic Reports.

ENERGY CONSUMPTION IN THE ©_2DRIVER SAVING MONEY AND ENERGY:
AUTOMOTIVE INDUSTRY
A CASE FOR E2DRIVER
ENERGY CONSUMPTION IN AUTO « The European automotive industry is
MAMUFACTURING INDUSTRIES (PI) growing at 4,3% a year (Vosta and

n n W%

m Kocourek, 2017)
* In general, the automotive sector
uses substantial amounts of energy
——
i

[ | | - in the manufacture and design of its
MGl WGchsl Mo Chbl products
i (i iy ma
o G+ SMEs consume about 90% of the
Searee; O anel Hidnath, 2614; Gormus n Gics for statiaties, 2017; total energy in the auto industry’s
Furesrat, 2017 production process (Azevedo et al.,

2013)

THE E2DRIVER
METHODOLOGY

EEZDR\\/ER website and social mediaf €-:PRIVER

. www.e2driver.eu

@E2DRIVERProject E2DRIVER Project

Figure 12 — Power Point presentations

How likely are you to use the E2DRIVER project
presentation at events and conferences?

= At every event
m Every other event
m Fewer than half events

visited

m Not at all

Figure 13. Partners' use of PPT presentations at events

Figure 13 shows the likelihood of using the project presentation at every event. As is evident, only
about a third of partners will use the presentation at every event or conference, while almost half will
use it at fewer than half of events they visit. This can be explained by the fact that some partners will
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attend workshops or conferences where they are not always able to directly present E2DRIVER to the
audience but are able to engage target groups through direct conversation.

At least two brochures and at least two factsheets will be published throughout the duration of the
project. EPC will design and produce a comprehensible project brochure. The brochure will be pro-
duced in English; copies in national languages will be useful for national dissemination. EPC will develop
the content of the brochure in English, supported by the input of all partners. Translations into national
languages will be provided by partners, while a printable high-quality version of the brochure will be
made available in every language present in E2DRIVER to be printed locally according to partners’
budget.

A first project factsheet has been produced to communicate main project information such as the rai-
son d’étre of E2DRIVER, its methodology and benefits. This two-page factsheet laid out the project’s
principle process in a simple and understandable way, addressing both technical and non-technical
audiences. The design followed E2DRIVER guidelines. Throughout the course of the project, the fact-
sheet will be updated to reflect current developments and newest results. As a document that falls
between a lengthy brochure and a short card, the abbreviated nature of the factsheet allows partners
to disseminate key points and results of E2DRIVER more effectively without leaving out more detailed
information for the interested audience. The factsheet can be found on the E2DRIVER website. As the
project produces more results, the relevant information will be used to produce an updated factsheet.

@ 2DRIVER

Training on energy audits as an Energy Efficiency DRIVER
for the automotive sector

AIM

To crente on innavative leaming plotform that  As o rapidly growing industry, the automotive sactor uses subston-
fosters capacity building in energy effidency  tiol omounts of energy in the manufacturing of its products, moking
and energy oudiing in SMEs of the automo- it essential o the globol effort o use energy more efficiently. Given

tive industry the sector’s complex production process, energy consumption must
be assessed ocross the enfire supply chain to opfimise energy use.

DURATION: Small- and medium-scale {SME) automotive suppliers consume ab-

June 2019 - May 2022 (36 Manths) out 90% of the totol energy in the production processes, yet energy
use receives little ottention there. Creating owareness and buikding

FUNDING AND BUDGET: copocity on cost-effective energy efficiency improvements in the

= Horizon2020 (EU Framework Programme  outomative industry s therefore paramount to reducing energy can-

for Research and Innovation) sumption and assodioted cimote change fisks.
- 1000007%
COUNTRIES OF IMPLEMENTATION:  OBJECTIVES
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@ co-operative netwark ond an innovative learning platform.
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E2DRIVER project will develop o trairing methodology that specifi-
cally addresses companies’ and employses' nzeds. Another comers-
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The implementation of WP6 will produce a large amount of dissemination material. With templates
and guidance for individual outputs, EPC will ensure a high-quality standard and thus maximise the
dissemination potential, i.e. the successful uptake of the material by the target audience.

The brochure, factsheet and other dissemination material will be available as print and as e-brochure
on the E2DRIVER website. The E2DRIVER consortium will make use of the practical form of both the
brochure and the factsheet to give away the documents at various events. The majority of the partners
plan to use these materials at every event, as has been established in the partner survey (Figure 14).

How likely are you to use the E2DRIVER project
brochure/factsheet at events and conferences?

= At every event

m Fewer than half events
visited

66.67%

Figure 15. Partners' use of brochures/factsheets at events

4.3 Project banners

An E2DRIVER roll-up banner has been developed early in the project and has been used at fairs, con-
ferences and all other events where the project is presented. For these purposes, the project partners
will print out their own banner on demand. EPC has designed the banners according to the E2DRIVER
style principles in English. The main information provided by the banners will contain a brief project
overview including project messages and main product features. Where needed, banners will be pro-
duced in the national languages unless a partner requires the banner mainly for international events.
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How likely are you to use the E2DRIVER roll up banner at
events and conferences?

= At every event

44.44%

= Not at all

Figure 16. Partners' use of rollup banners at events

Similar to project presentations, partners are split with regard to the use of roll-up banners (Figure 15).
This, too, can be explained by the fact that partners will not always have the opportunity to take the
stage to address wide audiences, so an E2DRIVER banner will not be of practical use under such cir-
cumstances. The banner will, however, naturally be used at events organised by E2DRIVER itself.
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TRAINING ON
ENERGY AUDITS

AS AN ENERGY EFFICIENCY DRIVER
FOR THE AUTOMOTIVE SECTOR

E2DRIVER increases energy efficiency
in the automotive supply industry
20% of energy savings

£2.5 million/year of potential savings

35 ktCO,lyear emissions avoided

Innovative learning platform
raining on energy audits adapted to companies’
and employees’ individual needs

Cooperative network
Conriection to energy and financial
experts for cost-effective reduction

in energy consumption

www.e2driver.eu

Ginee Grrmmbuiy @ o200 Swenol® SGie

famate BN S mere EPCm

This project hos received funding from the Eurspean Urians Hosizon 2020 -
rehand i jon uncler

Figure 17. E2DRIVER project banner

4.4 Project Card

In order to stir interest in E2DRIVER among potential pilot and replication companies, a project card
has been conceived early in the project. Designed in the format of an elongated postcard card, it can
easily be handed out to interested companies at conferences, fairs and related events. The project
card contains information on the benefits of participating in E2DRIVER, its engagement process as well
as basic background facts about the project. The cards have been translated in all four languages of
the participating company countries, additionally including contact information of all local partners as
well as EU funding information. The project card has been designed according to the E2DRIVER style
principles which is easily identifiable and memorable. Further promotional materials will be developed
in dialogue with all partners.
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E2DRIVER optimiert die Energieeffizienz und reduziert Kosten in der Automobilindustrie

E2DRIVER, ein Horizon 2020 Projekt mit 12 Partnern aus funf EU-Landern,
bietet fur Betriebe innovative Trainings zu Energieauditierung und Energieeinsparung an.

« Verringern Sie lhre Energieko:

s Lemen Sie selbststandigEnel  pAS VORHABEN e ZDRIVER
O g S (eEdint| ic technische, ZIELGRUPPENORIENTIERUNG

.
verhaltensbezogene und Oniine und
organisatorische Energie-
effizienzmaBnahmen in lhrem
Unternehmen um

Ihre organisa- Thre
torischen finanziellen

Merkmale Méglichkeiten

opk PSS . Nutzen Sie die E2DRIVER-
ep.f”...i_...n % Frau nhOfeI; Fol:cm::sg!:— wal Trainingsplattform mit Ses- Die Trainings werden zielgruppenspezifisch angepasst —

sions, die an Ihre persénlichen Workshops vom Techniker bis zum Geschdftsfuhrer
Bedirfnisse angepasst sind. PROJEKTANFORDERUNGEN

s Seien Sie Teil eines Netz-
werks von Unternehmen aus = Sie sind in der Automobilbranche tdtig

Spanien, Italien, Frankreich Planungstaols _ d ) d Mittel: di h d
e DEr e el far e o « Sie sind ein KMU (Klein- und Mittelstandiges Unternehmen) oder

Finanzen 2Zweigbetrieb eines groBeren Unternehmens

Werden Sie Teil der Losung  Sie mochten Ihren Energieverbrauch senken, Energiekosten sparen

Tragen Sie zur Bildung und [—) und die Umwelt entlasten
Etablierung einer Community

bei. die eine intelligente Energie- Virtual Reality = Sie sind aufgeschlossen gegentiber innovativen
einsparung fordert! Module Forthildungsformaten

Figure 18. German version of the E2DRIVER project card

4.5 Posters

As a common communication medium, posters can supplement other project materials by displaying
basic project information all across chosen spaces. Posters will be designed during later stages of the
project and will follow the standard E2DRIVER design guidelines. They will entail basic information such
as the background of the project, stakeholders and its general aims. Since posters are materials that
fulfil roles similar to other established mediums, partners will be presenting them much less frequently
at national and international events (Figure 18). However, they will still be useful for specific settings
that do not include conferences but rather public spaces. Posters will be also designed for the purpose
of spreading information about workshops and conferences organised by E2DRIVER itself.

How likely are you to use the E2DRIVER project posters at
events and conferences?

= At every event
® Every other event
= Fewer than half events

visited

= Not at all

Figure 19. Partners' use of posters at events
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4.6 Publications

Scientific articles in international journals as well as scientific articles in open-access journals will be
published to enable the highest availability of selected results to the scientific community (according
to the IPR protection strategy and to the GA and the CA). By the end of E2DRIVER, at least three pub-
lications are planned as open access where possible.

Partners indicated that scientific publications will be both open access and based on subscriptions.
Based on results shown in Figure 19, most partners will report project results relatively frequently in
different scientific publications. In total, at least six papers (both open access and subscription-based)
will be submitted to journals and magazines relevant to energy-related research.

In addition, submitting technically-oriented results to industry associations, cross-industry networks,
public authorities and other non-scientific magazines will be considered. So far, partners have indi-
cated that they would publicise the results in scientific journals as well as among industrial associations
(Figure 20).

How frequently do you plan to publish project results in
journals?

® Twice per year
m Once per year
m Once every 18 months

m Once every two years

m Not at all
Figure 20. Frequency of the publication of results by partners
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Which journals/magazines will you publish your results in?

60,00% 57,14%

42,86%
40,00%
20,00% 14,29% 14,29%

0,00%
Scientific Industry Cross-industry Public Others
association network authorities or
agencies

Videos introducing the E2DRIVER project activities are planned for a later stage of the project. Two
animated videos will be developed and produced by EPC during the project’s lifetime and be a part of
the long-term dissemination and communication strategy of the project. In June 2020, EPC has created
an E2DRIVER YouTube channel: https://www.youtube.com/chan-
nel/UCpe omgltin7kZ50m8oDOWw. On the one hand, the channel will serve as a hosting service for

the E2DRIVER training videos. On the other, it will be used to further spread information about the
project to relevant stakeholders. A short intro-video from October 2020 about E2DRIVER was recorded
by CIRCE and presented by Erudino Llano Gliemes, the project’s coordinator.

= @3 VouTube™ Suchen

: gz
Pusl) 0:00/1:37

Presenting E2DRIVER Project

22 Aufrufe « 08.10.2020 1 &0 A TELEN =i SPEICHERN
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Within the project lifetime, a number of events will be organised on behalf of E2DRIVER. Additionally,
all partners are expected to attend to relevant events that are of relevance for the project.

Within E2DRIVER, several events will be organised. They will be announced via the E2DRIVER website,
newsletter and social media channels.

Workshops and cross-visits will be held by the partners during the project’s lifetime to transfer
knowledge, receive external inputs and ascertain needs to spread project results. The aim is to create
a communication platform and to ensure the continuous interaction between and beyond participat-
ing companies and stakeholders. By reaching different stakeholder groups, further cooperation oppor-
tunities for the development of cross-border value chains emerge. The following meetings and work-
shops are planned:

Seminars with policy makers: The goal is to allow for the sharing of results and conclusions
from E2DRIVER and assessing how E2DRIVER findings and results could improve current na-
tional energy audit and energy efficiency schemes (WP5).

4 workshops: The objective is to organise one workshop per demo country (with about 25-
50 participants each) to deliver and discuss project results and to receive inputs from outside.
Final conference: The aim is to explain the results to a wider audience, elaborate on the rep-
lication strategy beyond E2DRIVER and voice real expectations about the new methodology.

From September to November 2020, the 3 national workshops were organised by partners from three
demo countries. Although the workshops were supposed to take place as physical events, the outbreak
of Covid-19 has forced the partners to organise these workshops online. It has been decided that the
fourth workshop, meant to be organised by the German partners, will not take place given the contin-
ued presence of AEN at various national events, where they presented the project to a great extent to
a broad variety of stakeholders. AEN has participated in some of the following events:

1. Cluster-Regio-Point (cluster-dialog Baden-Wiirttemberg) — attendance

SMART City (Baden-Baden) — delivery of factsheets

Energyforum Rhein Neckar — attendance

Tag der Offenen Tir (FUX) (Mobilitdtsquiz) — oral presentation

Energy4u 2019 — oral presentation

E-Mobilitat 2020 — oral presentation (E-Mobilitat fir Autohduser — Automotive engineering network

(ae-network.de)

Der Energiekongress 2020 — delivery of factsheets (Der Energiekongress 2020 — Automotive enginee-

ring network (ae-network.de)
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The following national events were held in Spain, Italy and France:

Spain (Sep 29) - https://www.sernauto.es/sala-de-prensa/noticias/el-proyecto-europeo-e2driver-te-
esta-buscando

@ DRIVER

LA EFICIENCIA ENERGETICA EN EL SECTOR
DE LA AUTOMOCION COMO CLAVE PARA
LA COMPETITIVIDAD DE LAS PYMES.

PROYECTO E2DRIVER q
W circe P
mmmmeeme | ez gl (Bciree )

Italy (Oct 28) - https://docs.google.com/forms/d/e/1FAlpQLSejs3jU79ywgC6d7YizkZdHRUg-
LhJczGLkB514grSVg4qlz9w/viewform

SAVE THE DATE

e 2D RIVER 28/10/2020 | 16:00-17:30

Evento online
L'efficienza energetica nei processi produttivi come

leva competitiva per le PMI nel settore automotive.
1l progetto europeo E2ZDRIVER

e L
"@Q 5 T #SINERGIE

France (Nov 20) - https://pole-moveo.org/evenements/webinar-pme-beneficiez-de-formations-gra-
tuites-pour-ameliorer-votre-efficacite-energetique/

©_'DRIVER ('\\;m

PME, bénéficiez de formations gratuites
pour amellorer votre efficacité energétique

\%\'

= @ = Webinar
= ; = 20 NOV 2020 eN i

When and if appropriate, further potential workshops can be organized alongside major national or
international events so as to achieve the double objective of:

~—— T

1) adding a benefit to the E2DRIVER project participants, who, with a single trip, can both join a
meeting and visit an additional event of interest;
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2) reach a larger audience, already gathered in a place by a larger and known/expected event.

5.2 Participation in Conferences and Fairs

Visiting and actively participating in events is crucial to identifying and directly addressing important
stakeholders for E2DRIVER that might become part of the E2DRIVER community. Each partner is re-
sponsible for identifying relevant events, which are in line with the theme of the project. EPC provided
a template to collect this information from the partners regularly. These events are integrated into the
event calendar of the E2DRIVER website and posted on social media. Regular updates will make the
calendar an attractive source of information for all E2DRIVER partners and stakeholders from the field
of energy efficiency and automotive.

All partners are encouraged to present E2DRIVER at conferences, meetings and workshops where sec-
toral target groups participate. To support the dissemination activities of the partners at events, EPC
created a general project presentation and produced printed dissemination material such brochures,
project cards, rollup banners and factsheets to be distributed at events. The dissemination plan will
ensure that participation in these events is coordinated and cost efficient for the project. All partners
are expected to attend at least two relevant events in the lifetime of E2DRIVER where they will pre-
sent project’s progress and results. As indicated in the survey, all partners will regularly attend events
throughout the duration of E2DRIVER (Figure 21).

Attended events and the respective contribution of E2DRIVER partners will be regularly collected by
EPC for the reports on dissemination and communication activities in month 18 (D6.6 - Midterm re-
port on C&D activities) and month 36 (D6.13 - Final Report on C&D activities). A selection of attended
events will be displayed in the news section of the E2DRIVER website.

How many events on capacity building in industry, energy
efficiency, energy audits or developments in the
automotive industry do you estimate to visit?

= More than two per year

= One to two per year

= Two to three throughout
the duration of E2DRIVER

Figure 23. Frequency of attendance of events related to E2DRIVER
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Sustainable Places 2020

In October 2020, a joint online event was organised together with three other E2DRIVER ‘sister’ pro-
jects — innoveas, SPEEDIER and SMEmPower. As part of the event Sustainable Places 2020, the four
projects held a workshop titled “Energy Efficiency Solutions for SMEs” where they presented their ca-
pacity building programmes. The diversity of the projects highlighted the different approaches to train-
1|ng staff members of SMEs to develop technical knowledge and skills and instil behavioural changes to
improve energy efficiency in their organisations. The agenda of the workshop included the following
points:

Workshop presentation

SMEs and energy efficiency. Needs &background discoveries to date

Training proposals based on discoveries

Policies to date for SMEs. Possibilities in this regard for SMEs. Needs of development.
Conclusions

Due to the Covid-19 pandemic, the implementation of physical face-to-face events will not be possible
in the near future. This extraordinary set of events will make it highly difficult to reach a previously
agreed upon number of participants (no fixed number due to changing national and regional regula-
tions on a weekly basis). While meetings in small groups are to a degree allowed, as of October 2020,
international travelling is still very restricted, if not prohibited. In response to the development of the
r-rates within the countries the planning of physical events will stay uncertain to some extent in the
near future.

Soon after travel restrictions applied, all upcoming events were either cancelled, postponed or turned
into an online version. For this reason, EPC is continuously updating the E2DRIVER event calendar and
has broadened the events listed to a wide range of online events, like webinars, online workshops or
online conferences.

Physical participation at events is not possible at the time. However, the digitalisation of events offers
a great chance to participate in events worldwide from the office or even from home. This saves a lot
of resources in terms of time and money. E2DRIVER partners are encouraged to actively participate in
relevant events and to note down the name and type of the event, and number and type of stakehold-
ers reached, just as for physical events. Online events will be reported in the final dissemination report.
If partners have been involved in an online webinar, where they presented the work of E2DRIVER, they
are encouraged to provide information and photos/screenshots from the event to EPC who will pre-
pare a news entry in the news section of the E2DRIVER website.

As the E2DRIVER consortium consists of many international partners, a routine of online conference
calls was already established from the very beginning of E2DRIVER. Partners communicate via email,
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Skype (for business), Microsoft Teams, bilateral phone calls or other conferencing tools available at
the partners’ organisations. While some Steering committees were already held online before, those
taking places physically (such as the one in December 2020) will be held online. The same procedure
applied to the General Assembly meeting in June 2020, which was supposed to be held in Torino, Italy,
but was successfully organised via Microsoft Teams.

The organisation of online events requires some adaptions when compared to a physical event. Sitting
alone in front of a computer screen is not a very stimulating experience, for this reason, online events
should be shorter than a physical event, at most half a day. It is better to split up one longer event into
several shorter events to keep the attention of the participants at a high level. Just as for physical
events, presentations should be pleasant and entertaining with a lot of explanatory photos or graphs
and less text. It is desirable to involve the participants, for example by using online polling tools (e.g.
Mentimeter), online whiteboard tools (e.g. Mural) or other online tools. It is highly recommended to
do a test run of the events in advance with all persons involved, especially the presenters. Having a
plan B (or C or D) in case of technical problems of one presenter can also be very helpful. Test runs can
help avoid lengthy delays due to technical problems. We recommend sending meeting instructions to
all participants before the event (example instructions see Annex C), especially if participants are ex-
pected that are not very experienced in online conferencing. If any questions remain regarding the
organisation of online events, please feel free to contact Vlatko Vilovi¢ from EPC (vilovic@e-p-c.de).
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A dissemination questionnaire has been developed that will be circulated among the partners in order
to report their dissemination activities. It consists of two sections: Events visited and Dissemination
Activities (scientific publications, newsletters, press releases). EPC will use this questionnaire to track
progress and prepare the respective deliverables as well as the reports on C&D activities. The ques-
tionnaire will be circulated among the partners every three months and in every SC meeting will be
presented a brief overview. To harmonise the collected information, selected answers are given in
drop down menus. The template to collect information about events attended contains the following
entries:

Date

Type of event

Name of event

Event host

City, country

Topic covered

Partner attended

Contribution of E2DRIVER to the event
Further information (Link)

The template to collect information about dissemination activities of the partners contains the follow-
ing entries:

Publications:
Number of scientific publications submitted
Number of technical publications submitted
Topic of the publication
Target journal/magazine

Newsletters:
Partner who issued the newsletter
Number of published newsletters
Content of the newsletter
Recipients of the newsletter
Number of subscribers who saw the publication

Press releases:
Partner who issued the press release
Number of published press releases
Content of the press release
Site where the press releases was issued
Main target audience
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Regarding Scientific Publications, each partner must report its scientific publications in the Funding
and Tenders Portal at the time of the publication. In addition, they should send them to EPC in order
to make verification and also to be able to measure the corresponding indicators.

6.2 Performance indicators

The dissemination activities are reviewed according to a set of quantitative and qualitative perfor-
mance indicators. The evaluation of the dissemination activities pictures the extent to which the dis-
semination objectives have been progressed. To track the success and coverage of E2DRIVER commu-
nication and dissemination, several performance indicators will be measured and reported in the up-
coming dissemination reports. Communication channels from all partners will generally count towards
reaching targets throughout the duration of the project. The scope of the dissemination plan is defined
with the following Key Performance Indicators (KPls):

Website statistics (by using Google Analytics)

Poor impact Good impact Excellent impact
Webpage visits per year <30.000 30.000 —100.000 >100.000
Material downloads <1.000 1.000 - 2.000 >2.000

Social and Networking

Key indicator Poor impact Good impact Excellent impact
Collaboration agreements with relevant <3 3-6 >6
networks

Newsletters and press releases

Poor impact Good impact Excellent impact
Number of press releases <10 10-25 >25
Mailouts and downloads of newsletters <200 200 -500 >500

(per release)

Best practice books and videos

Key indicator Poor impact Good impact Excellent impact
Best practice book downloads <400 400 - 1.500 >1.500
Project’s video visualisation <800 1.000 - 2.500 >2.500
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Project events

Key indicator Poor impact Good impact Excellent impact

Number of conference presentations <6 6-8 >8

Scientific and technical papers

Key indicator Poor impact Good impact Excellent impact

Number of papers submitted <3 3-6 >5

Technical project publication <15 15-50 >50

downloads
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7 CONCLUSIONS

The Second E2DRIVER Dissemination and Communication Plan is not only intended to report the
E2DRIVER Dissemination and Communication strategy to the European Commission, but also as a
guideline for E2DRIVER partners to tailor their dissemination actions. This plan also is a living document
that will be updated three times within the project lifetime. The experiences made and lessons learned
will be integrated into the updates to ensure an efficient and clear communication and dissemination
of results in a form and language tailored to the specific needs of the envisaged target groups.
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Hereafter some obligations from the Grant Agreement (GA) and Consortium Agreement (CA) to bear
in mind with regard to communication and dissemination.

Dissemination of own results

During the Project and for a period of 1 year after the end of the Project, the dissemination of own
Results by one or several Parties including but not restricted to publications and presentations, shall
be governed by the procedure of Article 29.1 of the Grant Agreement subject to the following provi-
sions.

Prior notice of any planned publication shall be given to the other Parties at least 45 calendar days
before the publication. Any objection to the planned publication shall be made in accordance with the
Grant Agreement in writing to the Coordinator and to the Party or Parties proposing the dissemination
within 30 calendar days after receipt of the notice. If no objection is made within the time limit stated
above, the publication is permitted.

An objection is justified if
(a) the protection of the objecting Party's Results or Background would be adversely affected

(b) the objecting Party's legitimate interests in relation to the Results or Background would be signifi-
cantly harmed.

(c) the proposed publication includes Confidential Information of the objecting Party
The objection has to include a precise request for necessary modifications.

If an objection has been raised the involved Parties shall discuss how to overcome the justified grounds
for the objection on a timely basis (for example by amendment to the planned publication and/or by
protecting information before publication) and the objecting Party shall not unreasonably continue
the opposition if appropriate measures are taken following the discussion.

The objecting Party can request a publication delay of not more than 90 calendar days from the time
it raises such an objection. After 90 calendar days the publication is permitted.

Dissemination of another party’s unpublished results or background

A Party shall not include in any dissemination activity another Party's Results or Background without
obtaining the owning Party's prior written approval, unless they are already published.

Obligation to disseminate results

Unless it goes against their legitimate interests, each beneficiary must — as soon as possible — ‘dis-
seminate’ its results by disclosing them to the public by appropriate means (other than those resulting
from protecting or exploiting the results), including in scientific publications (in any medium).

Open Access to scientific publications

Each beneficiary must ensure open access (free of charge online access for any user) to all peer-re-
viewed scientific publications relating to its results.
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In particular it must:

(a) as soon as possible and at the latest on publication, deposit a machine-readable electronic
copy of the published version or final peer-reviewed manuscript accepted for publication
in a repository for scientific publications;

Moreover, the beneficiary must aim to deposit at the same time the research data needed
to validate the results presented in the deposited scientific publications.

(b) Ensure open access to the deposited publication — via the repository — at the latest:

i) On publication, if an electronic version is available for free via the publisher, or
i) Within six months of publication (twelve months for publications in the social sciences
and humanities) in any other case.

(c) Ensure open access — via the repository — to the bibliographic metadata that identify the
deposited publication.

The bibliographic metadata must be in a standard format and must include all the follow-
ing:

— the terms “European Union (EU)” and “Horizon 2020”;

— the name of the action, acronym and grant number;

— the publication date, and length of embargo period if applicable, and
— a persistent identifier

In addition, the beneficiaries can choose between two (2) routes towards open access, namely:

a) Self-archiving / 'green' open access — the author, or a representative, archives (deposits) the
published article or the final peer-reviewed manuscript in an online repository before, at the
same time as, or after publication. Some publishers request that open access be granted only
after an embargo period has elapsed.

b) Open access publishing / 'gold' open access - an article is immediately published in open ac-
cess mode. In this model, the payment of publication costs is shifted away from subscribing
readers.

The most common business model is based on one-off payments by authors. These costs, of-
ten referred to as Article Processing Charges (APCs) are usually borne by the researcher's uni-
versity or research institute or the agency funding the research.

In other cases, the costs of open access publishing are covered by subsidies or other funding
models.

For more information, please visit:

http://ec.europa.eu/research/participants/docs/h2020-funding-guide/cross-cutting-is-
sues/open-access-data-management/open-access en.htm
http://ec.europa.eu/research/participants/data/ref/h2020/other/hi/oa-pilot/h2020-hi-
erc-oa-guide en.pdf
http://ec.europa.eu/research/participants/data/ref/h2020/other/hi/oa-pilot/h2020-info-
graph-oa-sci-publ en.pdf
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Annex B: Survey questions for partners

Survey on dissemination activities

Purpose of the survey: In order to spread news and results of E2DRIVER more effectively, all partners
will participate to varying degrees in the dissemination of project results and communication of news
and activities. This survey will help identify your interests and capabilities in this process. The infor-
mation will flow into the general communication and dissemination plan.

Status: Internal

1. Please give an overview on your network of relevant stakeholders that E2DRIVER can reach:

Target groups: automotive industry, citizen organisations, consumer organisations, technical ex-
perts, scientists, policymakers, public institutions

Network size: > 50 contacts, 30-50 contacts, 20-30 contacts, 10-20 contacts, <10 contacts

2. Are the results you are responsible for delivering in E2DRIVER primarily public in nature, or
confidential?

Public / confidential

3. Do you have a public relations manager/communication manager in your institute or com-
pany?

Yes / no

4. What internal communication channels will you use to spread E2DRIVER news, project activi-
ties, and related events and conferences to target groups?

Website, newsletter, social media, press releases

a. How often will you be able to employ the following means of communication?

Newsletter: every three months, twice a year, once a year
Press releases: two to three times a year, once a year, less than once a year

b. What is the impact (number of subscribers) of the aforementioned communication chan-
nels?

Newsletter: XXX
Social Media: XXX
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5. How many events on capacity building in industry, energy efficiency, energy audits or develop-
ments in the automotive industry do you estimate to visit?

More than two per year, one to two per year,
two to three throughout the duration of E2DRIVER

6. How likely are you to use the E2DRIVER project materials at events and conferences?

Roll-up banner: At every event, every other event, fewer than half events visited, not at all
Project poster: At every event, every other event, fewer than half events visited, not at all
Project presentation: At every event, every other event, fewer than half events visited, not at all
Brochure/factsheet: At every event, every other event, fewer than half events visited, not at all

7. How frequently do you plan to publish project results in journals?
Twice per year, once per year, once every 18 months, once every two years, not at all

a. Which journals? [scientific/ industry association/ cross-industry network/ public authori-
ties or agencies]

Type of access? [open / subscribers only]
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Please note: the manual is optimised for GoTo Meeting. You may adapt it to any other platform you
use if necessary.

Please read the manual carefully or if you lack time, at least the bold sentences. Thank you!

One day prior to the event (at the latest):

1.

Please ensure that your workplace is suited for your participation in the event. The minimum
requirements are a workplace with internet access, a screen, and a telephone. In the best-
case scenario, your PC or laptop has an integrated microphone. You can also use a headset.
Should you want to use a telephone, on the day of the event, please log into the event us-
ing the access link first.

Are you a speaker at the event? If so, please send us (EMAIL ADDRESS OF ORGANISER) your
finalized presentation in time. At best 2-3 days before the event, so that the presentation
can be checked, and any required changes can be made in time.

Approximately 10 minutes prior to the event:

1.

E2DRIVER project (847038)
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For the time of the event, sit down in a space with little distraction. Bring everything you
may need for the time of the event — notepad, pencil, notes, something to drink, ...

For the time of the event, close all applications and programs unnecessary for the event
which are running in the background.

Switch off your VPN. A Virtual Private Network (VPN) can limit the available internet band-
width. You do not need the VPN to participate in the event.

Open the e-mail with the invitation to the event. It contains the link to the virtual room. Click
on the link or copy it into your web browser.

A page with the title of the event, the name of the moderator and a button with the inscrip-
tion "Join my meeting" will open. Click the button "Join my meeting".

In the next step you choose your audio-setting. Should you use the integrated microphone
of your laptop you have to grant the program access to it. If you have a web cam that you
wish to use, you also have to grant the program access to the camera. If you want to use your
telephone, call the provided number, and follow the instructions.

Ozs

ntegrated Camera <
COMPUTER PHONE
()
J
Mic av (Realtek(®) Au. 2
Microphone Array (Realtek(R) Au. & )
Speakers (Realtek(R) Audio) 2 @

Turn Off Computer Audio
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You can always change your audio-settings using the settings button (gearwheel in the top
right-hand corner).

7. After you have given the program all required approvals, a waiting window will appear until
the event starts.

8. When the organizer starts the event, you will be forwarded into the virtual room. There you
may see the other participants or, if they are not using their cameras, their initials.

9. At the bottom of the window you can see various symbols: Microphone, Camera, Screen and

leave. The microphone symbol is the most important one. Please disable your microphone
at the beginning of the event and only activate it when you are speaking. This helps prevent-
ing acoustic feedbacks and echoes.

Camera Screen

10. In the middle of the top bar of your screen, you may choose the screen layout. You may
choose to see an overview of all participants or the speaking person in full screen.

11. On the same bar, but on the right next to the settings, you may find the chat (chat bubble).
Please use the chat when asked by the moderator or according to the chat-rules.

12. The event will be recorded to facilitate its documentation. After completion of the documen-
tation, the recording is irrevocably deleted. With your participation in the event, you auto-
matically agree to the recording. If you do not want any of your statements to be quoted in
an anonymous form in the documentation or a later part of the project, please inform the
moderator at the beginning of the event. Alternatively, you may also contact us in a timely
manner after the event to inform us about your decision regarding potential quotes. (EMAIL
ADDRESS OF ORGANISER).

Behavior during the event:

1. The moderator will ask participants to speak after they virtually raised their hand by typ-
ing a,,!“ into the chat. The moderator will be informed about this signal by a team member
in charge of the chat. By keeping an eye on the time stamp it will be ensured that input is
given in the correct order.

2. When you are asked to speak, please remember to enable your microphone. Afterwards,
please switch it off again.
3. Please refrain from doing something distracting while your microphone is turned on. Rus-

tling with paper, typing on your keyboard, or setting down a cup next to the microphone cre-
ates interfering noises which may even result in other participants not understanding you
correctly.

4. Should the event include an interactive session in small groups where all participants are
asked to turn their microphones on, please let everyone finish their sentences. Depending
on the quality of the internet connection, differences in audio quality and even delays of the
audio transmission are possible. Only if everyone hears each other out, all participants get
the chance to properly understand all inputs.
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5. Use the chat* to ask questions and when requested for participation in work- and Q&A-ses-
sions. Please take additional notes on your ideas or questions, so you can contribute these

when you are asked to speak.

6. Please respect and follow the instructions of the moderators, especially when changing to
small group work and back to plenary. A digital event is a new experience for most partici-
pants. The moderators will try to guide you through the event as smoothly as possible.

*Example Chat rules: Overview of the chat rules:
To relieve the moderator during the event, a sec- Content Signal Example
ond person is assigned to supervise the chat. If
participants want to draw attention to them- Signal  to | | !
selves, they should type "!" into the chat. The chat speak
representative immediately informs the modera- Input/ Text L know a simi-
tor that there is a request to speak. General ques- Feedback lar  example
tions such as clarifying questions, should be asked to shown or from XX ..“
with a "*" in front of the text. These questions are discussed
answered immediately by the chat representa- content
tive. Participants can enter specific questions or

, , General * + Text How do | turn
feedback on content shown or discussed without . )
using special characters. At regular intervals, the questions on my micro-
moderator asks the chat representative for news phone?
from the chat.
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