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Introduction

Seminars represent a comprehensive part of the work of NJF. Seminars are
not only a form of advanced educational activity, but also valuable forums to
strengthen the bonds and form networks between scientists, advisors,
students and other participants, including farmers and representatives of
industry and trade. Contacts between people representing different kinds of
expertise and countries are important.

The NJF Sections are responsible for seminar activities within their area.
Seminars are often organized in co-operation with two or more sections or
other bodies, and a number of people from different countries contribute to
the preparations. To ensure smooth and successful progress for the work, all
the persons involved need to know how the process is carried out in detail.

This publication summarizes the basic guidelines for NJF seminar
preparation - the recommended steps to be taken when preparing and
carrying out a seminar. This framework will help to execute the work in an
effective manner and avoid unnecessary work. It is also a tool for an
efficient seminar administration.

Comments and proposals for improving the guidelines are most welcome!
Stockholm, October 2006

Tord Eriksson
Secretary General



1. Principal procedures

Seminars are the most important form of NJF activities. It is essential
to ensure that the seminars are prepared and carried out in a way,
which produces good results and satisfied customers.

For successful seminars with increasing number of participants we need to assure:
Topics of current interest

Internationally prominent lecturers

Appropriate timing

Accurate definition of the objectives and the target group

Properly managed arrangements

Justified pricing

Stimulating social programme and/or excursions which enhances co-operation and
networking

e Joint activities with other European or international associations.

Getting organized

e NJF Section Boards define - in co-operation with Sections’ permanent
working groups — titles, budget frames and places of the seminars. The
members of the sections are most welcome to present their ideas and
justifications to the Board members. The seminar plans are continuously published
on the NJF web site.

e An organizing committee is nominated for each seminar by the Section
Board or permanent working group. There should preferably be a
representative from each Nordic country and one Baltic representative. One
member of the Board and two representatives from the hosting country are
usually included in the committee.

¢ The organizing committee nominates the Seminar Secretary. He/she is the
contact person, who keeps the Section Board aware of the progress of seminar
preparations, its economy and the seminar administration on the NJF web
including the communication with participants and the General Secretariat.

2. Proper planning is half of the work

The organizing committee is in charge of handling the actual seminar
preparations from A to Z. The work must be started minimum 7-8 months
prior to the event. See NJF seminar planning help page 2_for a memo list and
the schedule of the steps to be taken.

e Defining the objective and the target group of the seminar is the first and a
very important step. The potential participants need to know what they can
expect to gain from the event: knowledge, new contacts, understanding, ability to
modify or ability to create something new. A clearly expressed objective forms the
basis for successful presentations and discussions as well as other seminar
activities.

e Ensure appropriate expertise when selecting lecturers. Invite speakers from
outside the Nordic and Baltic area when appropriate and possible. Book keynote
speakers well in time!

e Make a detailed programme. Duration of the event, lecturing, group work and
discussions, poster presentations, preparation of pre-prints etc. should all support
reaching the seminar objective. Leave enough time for discussions, meals and
coffee breaks to make people participate and interact.
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e Book the seminar locations well in time. Ensure that the proposed
hotel/location can offer the needed facilities and space for all seminar activities as
well as accommodation for an adequate number of participants.

Structure the information

The template in NJF seminar planning help page 4-10 is a useful tool for
preparation of the seminar details. It helps in structuring the information needed.
The seminar secretary fills in the details and when he/she is “ready” just paste it
into the seminar administration system (see section 4 below).

3. Seminar economy
The seminars must be self-financing and yield a profit to facilitate
continuation of NJF activities. The Seminar Secretary is in charge of
monitoring the balance and taking appropriate actions when needed.

e Use NJF seminar planning help page 3 or the Excel spreadsheet available
on NJF web site for budget preparation. Check the budget frame (expected
surplus) from the Section Board. Try to attract sponsors to cover the costs and/or
get a wider audience to the event.

e Submit the budget plan to the chair of the Section and agree with him/her
upon the continuation of the preparations before starting the marketing. He/she
will also decide how much the organizing committee may spend on meetings for
planning etc.

Payments to lecturers - recommendations

o Keynote speakers will usually get all their expenses (except salary)covered.

e Other invited speakers may pay a reduced seminar fee after negotiation with
the seminar organizer, but must cover their travel, accommodation and meal
expenses themselves.

Registration and participation fees

¢ Recommended minimum seminar fees for:

NJF members Non members
1 day 1 500 SEK or 180 EUR 2 000 SEK or 230 EUR
2 days 2 000 SEK or 230 EUR 3 000 SEK or 340 EUR
3 days 2 500 SEK or 280 EUR 3 750 SEK or 420 EUR

Only SEK or EUR is possible

The registration fees are paid by invoice or credit card
(All payment information is included in the invoice)

Credit cards: VISA, Eurocard, Master Card

. NJF is not VAT-registered. Thus, no VAT has to be added, but VAT has to be paid.
e The payments are due 20 days after invoice date.
The payment is increased by approx. 40 % after a certain deadline
(“fee will increase”). See section 4 below.
Cancelling the registration earlier than 7 days prior to the seminar:
25 9% of the fee will be charged
e Cancelling the participation 7 days before the event or later, or when no
cancelling is done: 50 % of the fee will be charged

The Seminar Secretary submits the invoices to the participants.

See the Seminar Administration. If the participant does not have an e-mail address,
the seminar secretary has to print an invoice and send it to the participant and a copy
to NJF. (Click “print” and “sent” will show up).

The participants normally pay the costs for accommodation and meals
directly to the hotel. Only SEK or EUR is possible to use in the information.




The organizing section/sections will get the profit and cover the possible losses.
In case the economy of the seminar is threatened due to a low number of participants,
the Section Board decides upon whether the event shall be organized or cancelled.

Payment
¢ When an invoice is paid and the money has reached the General Secretariat,
the box for “paid” is ticked in the “Registration” in Seminar administration.

e The Seminar Secretary is in charge of reminding the participants of delayed
not paid seminar fees and if necessary to check for membership
in NJF for those paying “NJF-price”. The General Secretariat may assist in
this case.

e The General Secretariat pays the bills approved by the Seminar Secretary
e All NJF accounts are examined by an authorized public accountant.

It often happens that people from third world countries

(particularly Africa South of Sahara) register to seminars, seemingly to have

a possibility to go to a Western country with other ambitions than to take

part in a scientific seminar. In order to clarify the situation in a particular

case a “letter” has been drawn up (NJF seminar planning help page 11) that can
be used when

necessary.

4. NJF Seminar administration

The information about a seminar will be found on the separate website that will be
created on www.njf.nu - Upcoming seminars. Your website will be structured as
described below.

In order to make it as easy as possible to organize a seminar, an administration system
has been built. It covers all information that the visitors might need. Some information is
published on the seminar website. Other information is crucial for the registration, e.g.
accommodation and excursions.

The NJF seminar administration is a database driven system for creating and maintaining
the seminar website. The system includes “everything” and NJF will get a homogeneous
and attractive presentation of the seminars on the web. This is a tool also for the
administration of registrations and invoicing as well as for production of a NJF Report,
nametags or programme.

The seminar website automatically renders a couple of public links which, if they are
used, results in e-mails to the seminar secretary:

e Join mailing list (found in the right menu at the seminar web page) is an
opportunity for potential customers to inform about their interest for the seminar.
When the e-mail address is submitted in the box, the seminar secretary will get
an e-mail telling that the person is interested in the seminar and wants to be
informed whenever the webpage is updated. The seminar secretary makes a list
of the addresses and saves it for later use.

e Tell a colleague about NJF seminar (in the right menu of the seminar web page)
makes it easy for a customer to inform a colleague about the seminar.

The organizer of a seminar — here called the seminar secretary — has the responsibility
for making additions or changes whenever needed.

In order to make it as easy as possible to work with the administration a Word-template
(NJF seminar planning help page 4-10) is produced. It is a tool both for planning and
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structuring the seminar. Preferably, the working group goes through it when planning the
seminar. The template is structured exactly as the administration pages in the system.
When the planning is finished, one has only to fill in the information in the seminar
administration website.

For full functionality the seminar administration system requires Windows Internet
Explorer 5.5

or newer. Most of the system is also accessible by Mac Internet Explorer 5.2 although
system development will not consider this browser. The seminar administration system
allows the seminar secretary to create, maintain and modify information on the seminar
for which she/he is responsible. The information will automatically be made available on
the NJF web site under http://www.njf.nu/seminars/xxx.

First, the seminar secretary asks the NJF general secretariat for a seminar number. The
new seminar is registered and the seminar secretary is created as a new user. The
administrator sends an e-mail to the seminar secretary including information about how
to log in to the seminar administration etc.

The seminar secretary logs in by copying username (anvandarnamn) and password
(I6senord) and then clicks “logga in”. The system is now available. To reach the seminar
administration, click the tab “Plug ins” in the menu on the left and then “Seminars” and
finally the seminar in question.

J File Edit WView Favorites Tools Help
| & - |Links >
A (€ Administration “CDmstit...l H &y - B - = - :-page - 3

y Composit 3.0 | Logga in

Anvandarnamn |Username
Lésenord |
Doman | Kund - I

Logga in I Rensa |

[t % -



http://www.njf.nu/seminar/xxx

A click on the seminar will open the seminar administration.
There are nine navigation tabs in the top menu, which are described in detail below:

* Main

= Accommodation (Accomod.)
e Programme (Progr.)

- Parallel sessions (Sessions)
e Excursions

« Registrations (Reg.)

e Links

* Templates (Templ.)

* FAQ

= User Info

Beneath the tabs, there are a number of symbols, which differ, depending on which tab is
active.

The symbols are as follows: Back to list (first page), Save, Reload, New and Sort.

Ed oL |

Due to security reasons, you will automatically be logged out of the system after 20
minutes of inactivity. After 15 minutes of inactivity, you will get a warning. So remember
to save your work continuously, and especially if you leave your computer for any period
of time.

MAIN

Here the general information about the seminar is submitted. The information submitted
in some fields controls when and what is going to be visible on the web-site and for how
long time it will be published. Other fields contain information that is shown only on the
seminar home page. The fields that have an equivalence in the public version - e.g.
"Target group”, "Travel info” - will not appear in public unless something is entered in
them.

All changes are saved by clicking the Save-button and will instantly be published. Press
“preview seminar” to view the information you submitted in the actual web layout. To be
able to preview a seminar, information in two fields must be filled in: start date and end
date, otherwise the button “preview seminar” will not be visible.

You have to choose Swedish Crowns (SEK) or Euro (EUR) for the costs mentioned. The
choice is valid for every fee in the particular seminar.
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Seminar no:
Seminar title:

Seminar subtitie:
Start date: (yyyy-mm-dd)

Ending date: {yyyy-mm-dd)

Flace:
City:
Country:

Publish: (yyyy-mm-dd)

Org. group:
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Additional info:

Keynote speakers:
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|sweden |
[2005-09-22 |

Jannie Hagman (chairman) |
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English. All abstracts and
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Date for registration: 2005-10-05
{yyyy-mm-dd) | a
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Papers deadline: 2005-12-01
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Posters deadline:
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Motification (Papers):
(yyyy-mm-dd) | e
Papers and posters Proposals for oral =

infa:

Preview seminar

presentations and posters
relevant to the seminar are
welcome. The Organizing
Committee reserves the
right to select among the
submitted titles for oral or
poster presentations, if
necessary. Submission of
title and abstract for oral

-

By car:
From Stockholm approx. 45
minutes or 40 km.

e E4 north to Arlanda,
follow signs Marsta/
Sigtuna. In Sigtuna at the
roundabout follow the signs
Sjudargirden turn right
after (2,5 km) IFL-
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IJannie Hagman

-
Prof, Dr Paul Struik - Send to secretary
CWE, Wageningen
University
Dr Stuart Carnegie
Scottish Agricultural Science
Agency
-

||Done
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Fields and explanations

Because this system is database driven the information given will directly be visible at
different places when it is needed. Please follow your Word Template (NJF seminar planning
help page 4-11) and paste the information. There are quite a few date fields to be entered.
They control publishing, registration etc. A date field is always entered in the form YYYY-MM-
DD. Use the calendar button (to the right of every date-field) to automatically get the right
date format.

Comments for some of the fields:
- Keynote speakers — name (and e-mail) will be published underneath the headline
“Keynote speakers”.

= Topics - gives a description of the subjects covered by the seminar.

« Date for registration — indicates the date from when it will be possible to register for a
seminar.

- Date, fee will increase — indicates the date when the registration fee will increase (2-3
months before the seminar starts).

- Late application fee (%) — indicates how many percent the registration fee will
increase from the “Date, fee will increase”. Recommendation 40%. The sum is
automatically adjusted in even hundreds (SEK) or even tens (EUR).

- Deadline registration — indicates last date for registration. A suitable time would be
two weeks before the seminar starts. Remember: when this date has passed it is no
longer possible to register.

 Fee member — indicates the seminar fee for NJF members (in SEK or EUR, depending
on the currency chosen).

e Fee hon-member — indicates the seminar fee for non-members.

= Papers and posters info — here you give information on submitting papers and posters.
The information will be published under the headline “Call for papers and posters”.

A detailed guide on preparing abstracts and short papers are prepared as PDF-files
and downloadable documents on www.njf.nu - Seminars - Organizing seminars.

e Travel info — this information is published under the headline "Travel information”. Be
sure to make a seminar site map accessible.

ACCOMMODATION

As the seminar secretary you have to choose how you will involve yourself in
accommodation. There are three options:

— Accommodation is booked upon registration. The seminar secretary has pre-
booked accommodation and handles the participants’ different bookings with the
hotels. Hotel and room information is given under “Accommodation”. The
participants pay directly to the hotels.

— Accommodation is organized at the same place as the seminar. The cost will
be included in the invoice and room information is given under “Accommodation”.

— The participants themselves arrange accommodation. Information about
hotels should not be given under “Accommodation” since this will trigger the
registration form. Instead information is given under e.g. “Travel information” or
“Additional information”.


http://www.njf.nu/
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Information that is filled in under this tab will be accessible in the right menu of the
seminar website: "Accommodation”. If you do not write anything here, the link will not
be visible. The accommodations will also be listed under "Accommodations” in the
registration form.

An accommodation is created by clicking the empty sheet (new). Give the
accommodation a headline (the name of the hotel), and in “info” some useful information
about the hotel (e.g. distance from seminar site or costs for hotel in the national
currency). If the accommodation fee is going to be included in the same invoice as the
seminar fee, check “include in invoice®. Click save. Then click “add room” indicate
number of beds per room and the price in SEK or EUR. The cost is indicated per person.
Click save.

There is no limitation for the number of accommodations or rooms. In the registration
form there is always the choice ”My accommodation is already arranged”.

When accommodations and rooms have been created, they may be changed or deleted
by making changes in the dialogue boxes: Save/Update/Delete accommodation/room).
The different accommodations can be sorted by clicking on “Sort”.

Remember that if accommodation is to be handled by the seminar secretary, at least one
hotel and one room size have to be entered under “accommodation” before registration
begins.

Remember also not to delete hotel, room size or change pricing after registration has
begun without first to make sure no one has registered for this particular choice.

PROGRAMME

The programme is the core of a seminar. An attractive programme is tempting for the
public and

as a consequence of this they will registrate. Therefore, try to publish several essential
parts of

the programme as early as possible on the web and complete it soonest possible.

Information that is filled in under this tab will be accessible in the right menu of the
seminar website: "programme”.

To create a programme item click the empty sheet and create a new main item, add the
date, headline (topic), lecturer and his/her organization. To create sub sections use the
button “New sub section” in the same row as the main item. For a new main item use the
empty sheet again or press “New main item”.

There is no limitation for the number of programme items. When programme items have
been created, they may be changed or deleted (Update/Delete item). Programme items
are arranged according to date/time.

To realize a programme without parallel sessions that looks like this:
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18 August

08:00-02:05 Welcome (Main 1)
Foom 201
Person A, Qrg &

08:05-12:00 Session (Main 2)

Room 201
08:05-09:00 Contribution 1 (Sub 2a)
Person B, Org B
09:05-10:00 Contribution 2 {(Sub 2b)
Persan C, Org C
10:05-12:00 Contribution 3 (Sub 2c)

Person D, Org D

12:00-13:00  Lunch (Main 3)
The Cafeteria

The information entered under the tab programme should look like this:

Headline Lecturer  Organization

Main  2005-08-18  Welcome 08:00 08:05 Room 201 Person A Org A
(Main 1)

Main 2005-08-18  Session 08:05 12:00 Room 201
(Main 2)

Sub 2005-08-18  Contribution 1 08:05 09:00 Room 201 Person B Org B
(Sub 2a)

Sub 2005-08-18  Contribution 2 09:05 10:00 Room 201 Person C Org C
(Sub 2b)

Sub 2005-08-18 Contribution 3 10:05 12:00 Room 201 Person D Org D
(Sub 2¢)

Main  2005-08-18 Lunch 12:00 13:00 The

Cafeteria

For a programme with parallell sessions that looks like this:
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19 August

02:00-12:00 Session A {(Main 1)

Foom 201
08:00-08:05 Welcome Session A (Sub 13)
Person A, Org A
08:05-11:00 Contribution A1 (Sub 1b)
Person B, Org B
11:05-12:00 Contribution A2 {(Sub 1c)

Persan C, Org C

02:00-12:00 Session B (Main 2)

Foom 202
08:00-08:05 Welcome Session B (Sub 2a)
Person D, Org D
08:05-11:00 Contribution B1 {Sub 2b)
Person E, Org E
11:05-12:00 Contribution B2 (Sub 2c)

Person F, Org F

12:00-12:00  Lunch {(Main 3)
The Cafeteria

The information entered under the tab “Programme” should look like this:

Headline Time Room Lecturer Organization

to

Main  2005-08-19 Session A 08:00 12:00 Room 201
(Main 1)

Sub 2005-08-19 Welcome Session A 08:00 08:05 Room 201 PersonA OrgA
(Sub 2a)

Sub 2005-08-19 Contribution A1 08:05 11:00 Room 201 PersonB OrgB
(Sub 1b)

Sub 2005-08-19 Contribution A2 11:05 12:00 Room 201 PersonC OrgC
(Sub 1¢)

Main  2005-08-19 Session B 08:00 12:00 Room 202
(Main 3)

Sub 2005-08-19 Welcome Session B 08:00 08:05 Room 202 PersonD OrgD
(Sub 2a)

Sub 2005-08-19 Contribution B1 08:05 11:00 Room 202 PersonE OrgE
(Sub 2b)

Sub 2005-08-19 Contribution B2 11:05 12:00 Room 202 Person F Org F
(Sub 2¢)

Main  2005-08-19 Lunch 12:00 13:00 The
(Main 4) Cafeteria

PARALLEL SESSIONS (Sessions)

The participants must, when registering, choose one or more of the parallel sessions
they wish to attend to. Under PROGRAMME you find how to realize parallel sessions.

The information under this tab will be found on the start page of the seminar website
under "Parallel sessions” as well as in the registration form. If you do not write anything
here, this headline will not be visible.

A parallel session is created by clicking on the empty sheet. Give it a headline, add other
necessary information and indicate if the participant must have an option to choose one
or several of them.
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There is no limitation for the number of parallel sessions or the number of lectures during
one parallel session.

When parallel sessions have been created, they may be changed or deleted by making
changes in the dialogue boxes: Save/Update/Delete. The parallel session can be
rearranged among themselves by clicking on “Sort”.

Remember not to change/delete parallel sessions after registration has begun without
first to make sure no one has registered for this particular choice.

EXCURSIONS

Excursions are events that the participant has to register for separately. These events
can also be priced separately. Information that is filled in under this tab will be
accessible in the right menu of the seminar website "Excursions”. If you do not write
anything here, the link will not be visible. The excursions will also be found under
“Excursions” in the registration form.

Create a new excursion by clicking on the empty sheet, give the excursion a headline,
and add other necessary information such as date, time and cost. A “0” in the cost field
means that the cost of the

excursion is included in the seminar price. The text ”Included in the seminar fee” will
automatically show up when the seminar is published.

There is no limitation for the number of excursions.

When excursions have been created, they may be changed or deleted by changing in the
dialogue boxes Save/Delete excursion. Excursions are arranged according to date/time.

Remember not to change/delete excursions after registration has begun without first to
make sure no one has registered for this particular choice.

LINKS

The tab consists of three sub tabs: Image, Documents (downloadable files) and External
links
(e.g. link to hotels, travel agencies).

Image

Here you upload the image, which will be seen on all the pages of the seminar website.
The width has to be 438 pixels, jpg/gif, 72 dpi resolution and RGB. The height should
preferably be between 150 and 200 pixels. It is recommended to incorporate the NJF
logo in the image and logo(s) for possible partner organizations. The NJF-logotype will be
found under Graphic profile. For incorporating the logo, use e.g. Photoshop.

Click on the empty sheet, browse for the image on your own hard drive, give the image a
name and a description and save. The image is now uploaded into the system and will be
visible after a short while.

The description as well as the name of the image can be changed afterwards.

Documents

Here you can upload files to be made accessible on the website. Such files can for
instance be registration forms on paper, map of the seminar place, guidelines for
preparing papers and posters etc. Useful documents are found on www.njf.nu >
Seminars > Organizing NJF seminars.

Click on the empty sheet, browse for the file on your own hard drive, give the file a name
(this is the text that will be clickable as a link — you may add type and size of the file -


http://www.njf.nu/
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for ex. Map (PDF, 25 kb)) and a description, and save. The file is now loaded into the
system and will be visible after a short while under “Downloads” in the right menu of the
seminar website.

The description as well as the file name can be changed afterwards.
A good routine is to inform about downloadable files under the proper headline.

External links

Here you choose external links to be accessible on the seminar website. They will be
found in the right menu under "Links”. Preferably add links to hotels, travel agencies,
additional events etc.

Click on the empty sheet, give the link name (this is the text that will be clickable as a
link) as well as the web address (without http://), and save.

The name and the link can be changed afterwards.

REGISTRATIONS

Here all registrations to the seminar are collected. This tab is the heart of the seminar
system. This is where invoicing, participants’ list, special pricing etc is done.

Sort columns by clicking each column head.

If you click a registration row, all information about a certain registration will be shown.
The seminar secretary has the possibility to change this information. It is for instance
possible to change cost for a certain participant. This change will affect the invoice. After
changes, do not forget to save.

If you want to reach every registered participant in an easy way, click "send mail” and a
new window will appear, where you write a subject and a text and then click “Send”. An
e-mail with the chosen subject will then be sent to all persons registered for the seminar,
with the seminar secretary as sender. If you do not want all registered persons to get the
information please uncheck “Active”.

By unchecking the box in the “active”-column you deactivate this registration. It is useful
for instance when sending e-mail, sending invoices, creating participant lists.

The “Sort”-column is for your own use, e.g. for grouping the participants In her/his own
sorting categories. This can be done by numbering participants according to various
criteria. Just enter values and click save - then click the column head for sorting.

By clicking “create excel-file”, you will get an excel-sheet containing everything
submitted in every active registration. This is useful for instance when creating lists of
different kinds, e.g. for making lists of participants.

Invoice

The system automatically crates an invoice for every registration.
If you want to change the price for a participant, please click his/her registration row and
change pricing. Don’t forget to save.

Clicking “Print” will show the invoice for a participant. When the fee is pre-paid (by credit
card) this click will show a receipt instead of an invoice. If the participant is unreachable

by e-mail, an invoice may be printed. Click on “Print” to print the invoice for this specific

registration. Remember to send a copy of that invoice to the NJF general secretariat.

The status-column is related to distribution of invoices or information about card
transactions. The status for an invoice is: “not sent”/”in queue”/”sent”/”card transaction
number”.
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Changes made in status have to be followed by saving. “Not sent” means that the invoice
is not sent. “In queue” means that the next time “send invoice” is clicked, this invoice will
be sent (and “in queue” will turn to “sent” for the registrations in question). “Sent”
means that this invoice is sent.

It is possible to change the invoice status to something else, but when a new invoice is
sent there will be a new date and due date.

It is not possible to change the status of a card transaction.

If a participant has to cancel his/her registration, the seminar secretary should change
the price according to the rules. Go to the registration row and click it. Change the price,
save. Change the status for Invoice to “In queue”, save and click “Send invoice”.

The boxes in the “paid” column are not to be changed by the seminar secretary. It is only
for the accountant.

The invoice number looks as follows:
[seminar number]-[continuous registrations to this seminar]-[continuous registrations to
all seminars] from 1 September 2005.
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2. Name tags
This template automatically creates name tags for all registered in your seminar.

a Administration | | Composit 3.0 - Microsoft Internet Explorer -0 5[
Ele Edit View Favorites Tools Help | a'

eBad( - O @ @ @ \,_;]|/':jSearch *Favcnb&s @ f:’k' :_\; |_J ﬁ

Address [ http: //composit. dimea se/star fFS, asp?time =2006330 14405

Composit 3.0
=T - = =
Seminars: Overview

Main ‘ Accomod. ‘ Progr. | Themes | Excursions | Reg. | Lin} @ | User |
|
I Sidor

Par Dalhielm | Administratsr | Inloggad 2006-03-30 Torsdag 14:35

- stimall Report cover Click “create
: fds.pdf 2006-02-15 Delete
I~ Skript 73
sdfpef 20050215 Delte new” and a new
! Bider ff pdf 20060216 Delete window will open
 Filer dfedsf.pdf 2006-02-20 Delete up
© Lénkar :
e —
==
nametags.pdf 2006-02-23  Delete
e —
T Plug-ins
Generic NIF-document
rum
» Seminars
Members Programme n - - "
3 http:/ /composit.dimea.se - Administration |0 x
| - Bl 5 http://compo 11 =10lx]
| System programme.pdf 3 j‘
New name tag pdf.
Give your docu-
Enter a name for the file .pdf ment a name

Finally click “generate” and wait
until the pdf has been crated. The
time it takes depends on your in-
ternet connection speed.
=
éiDone ’_’_’_|_|_|° Internet v

The first page of the pdf you have created will look something like the one on the next
page. The number of pages depends on how many registrations this actual seminar has.
The pages will be opened in the same window as the form you just entered. Just save the
pdf on your hard drive or fetch it later on. The documents you create under “templates”
will be saved with the name you have chosen and are available as a list under each tem-
plate type.
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Bjorn Andersson
Sweden

Katja Anttila

Finland

wl il S
Tore Bjor Else Bollerup
Norway Denmark

-[JF— wll,
Jan Arne Broen Kirsten Bundgaard
Norway Norway

wl il S
Ulla Bang Hans Bang
Sweden Sweden

wl il S
Jargen
Christiansen Lotta Claesson
Denmark Sweden

wl il S
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3. Generic document
This template useable in a variety of situations. Since the text part of the generic docu-
ment will keep the formatting from MS Word you will be able to have tables and different
font colours/sizes. Images are not allowed though.

) Administration | | Composit 3.0 - Microsoft Internet Explorer -0l x|

Fle Edit Vew Favorites Tools Help | l,u.
= P I\ < R :

Q- 14 & ] s o @0 L3

Address I@ http: /fcomposit.dimea.se fstartFs. asp?time =2006330 144051 -

Composit 3.0 Pér Dalhielm | Administratér | Inloggad 2006-03-30 Torsdag 14:35

Seminars: Overview
I~ Wehbplatser
I Publicering

Main ‘ Accomod. ‘ Progr. | Themes | Excursions | Req. | LinQ | User |
I Sidor

I

I Stimall Report cover Click “create
fde.pef 20060215 Delete
I~ Skript (1]
sdf.odf 2006-02-15 Delete new” and a new
- Bider fhf .pdf 2006-02-16 Delete window will open
s dfsdsf.pdf 2006-02-20  Delete up
I Lankar .
L —
—
I Kontakipers. nametags.pdf 2006-02-23 Delete
o
Generic WJF-document
Forum
» Semina
= /3 http:/ /composit.dimea.se - Administration | | Composit 3.0 - Microsoft Internet B =13 x|
Members Programme =
e 'O
SR erogramme.o Give your docu-
Enter a name for the fie et |pdf
ment a name.
Headi |
s =
ffest cocument ] Choose a headline.
Contents:

This is the text part of the generic template. Just paste text. tables from word in this field.

Paste or type in
the text part of
the document.

(seee [enel || Finally click “generate” and wait
T u_ntil _the pdf has been crated. '!'he
—— | time it takes depends on your in-
ternet connection speed.

The first page of the pdf you have created will look something like the one on the next
page. The heading with seminar information will only appear at the first page. The
number of pages depends on the amount of text that was entered in the form. The pdf
will be opened in the same window as the form you just enterered. Just save the pdf on
your hard drive or fetch it later on. The documents you create under “templates” will be
saved with the name you have chosen and and are available as a list under each template

type.
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HD.,'F Nordic Association of Aqricultural Scientists

NJF seminar 386

Seed Potatoes: Physiological age, diseases and variety testing

in the Nordic countries
Sigtuna (35 km from Stockholm), Sweden, 1-2 February 2006

Test document

This is the text part of the-gemeric template. Just paste text, Tabtesfrom word in this field.
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4. Programme
This template automatically creates a printable version of the programme you created in
the seminar administration.

) Administration | | Composit 3.0 - Microsoft Internet Explorer -0l x|
Fle Edit Vew Favorites Tools Help | 'ﬂ'

Qo - Q - ¥ (B (D] Psereh Fgrmonis @) (2- L [H T
Address I@ http:/fcomposit.dimea.se/startFS. asp?time =2006 330144051
Composit 3.0 Pér Dalhielm | Administratér | Inloggad 2006-03-30 Torsdag 14:35

Seminars: Overview

Main ‘ Accomod. ‘ Progr. | Themes | Excursions | Reg. | Lin} Q | User |
p——
I Sidor
I Stimall Report cover Click “create
fds.pdf 2006-02-15 Delete
I~ Skript 77
sdf.odf 2006-02-15 Delete new” and a new
- Bider fhf .pdf 2006-02-16 Delete window will open
© Fler dfsdsf.pdf 2006-02-20 Delete up
I Lankar -
e
==
I Kontakipers. nametags.pdf 2006-02-23 Delete
|
Generic NJF-document
Forum
» Seminars

!

Members Programme Create new
test2.pdf 2006-03-30  Delete

programme.pdf 2006-03-30 Delete

New Programme.

Enter a name for the file |pr0gramme | pdf

Give your docu-
ment a name.

Finally click “generate” and wait

until the pdf has been crated. The
time it takes depends on your in-
ternet connection speed.

| K

|@ Done ’_ ’_ ’_ ’_ ’_ |° Internet

The first page of the pdf you have created will look something like the one on the next
page. The heading with seminar information will only appear at the first page. The
number of pages depends on the number of programme items. The pdf will be opened

in the same window as the form you just enterered. Just save the pdf on your hard drive
or fetch it later on. The documents you create under “templates” will be saved with the
name you have chosen and and are available as a list under each template type.
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[m."F Nordic Association of Aqricultural Scientists

NJF seminar 386

Seed Potatoes: Physiological age, diseases and variety testing
in the Nordic countries
Sigtuna (35 km from Stockholm), Sweden, 1-2 February 2006

Programme

1 February

$0:00°10-65 Registration and coffee

10:45-11:00 Welcome

11:00-12:00 Physiological age of the seed potato
Paul Struik, CWE, Wageningen

12:00-12:30 Variation in physiological age of seed potato lots from practice
Jargen Christiansen, DIAS, Denmark

12:30-13:00 Northern vigor of seed potatoes - fact or fiction
Tor Jacob Johansen, NCRI, Norway

13:00-14:00 Lunch

14:00-14:20 Physiological age in potato seed lots produced at different latitudes
Jannie Hagman, SLU, Sweden

14:20-14:50 Greenvales Accumulator seed treatment technology
Gordon Stark, Greenvale, UK

14:50-15:20 Seedtuber treatment and Rhizoctonia
Ragnhild Neerstad, NCRI, Norway

15:20-15:45 Washing and chemical treatment of seed tubers - a fruitful combination
for control of Rhizoctonia solani?
Ulla Bang, SLU, Sweden

15:45-16:30 Poster session and coffee

16:30-17:00 Ongoing research of Rhizoctonia
Maarit Kari, Experiment Farm of K-Group, Finland

17:00-17:30 Characterization of Erwinias causing blackleg and soft rot in Finland

Minna Pirhonen, Univerity of Helsinki, Finland
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USER INFO
Here the seminar secretary has the possibility to change contact information about
him/her. The information here will be shown under “Contact” in the seminar website.

FAQ (Frequently asked questions)

You can save time for yourself to prepare answers to questions you may foresee or you
have already answered several times. Information that is filled in underneath this tab will
be accessible in the right menu of the seminar website: "FAQ”. If you do not write
anything here, the link will not be visible. A new Q&A (Questions & Answers) is created
through a click on the empty sheet.

There is no limitation for the number of different Q&A's. When they have been created,
they may be changed and deleted by making changes in the dialogue boxes Save/Delete.
The Q&A's can be rearranged by clicking on “Sort”.

5. Marketing

Active and focused marketing is essential to attract participants to the
seminars. Use the personal networks in all member countries to inform about
the coming venues. Recruit the organizing committee and the Section Board
members to act as marketers. Target the message not only to NJF members, but
to other potential groups within and outside Nordic and Baltic countries.

e Submit marketing information of the Seminar to NJF web site according to
above mentioned seminar administration.

¢ Use e-mails to inform the key target groups. The e-mail addresses of Section
members are available from the General Secretariat.

o Distribute printed materials of the seminar to your colleagues and co-workers
in meetings and other occasions. Inform people orally.

¢ Contact key persons in target organizations by phone.

e Contact media and offer buffer articles/ materials for their use. Arrange
press-meeting with keynote speakers when appropriate.

An updated NJF brochure is available to support marketing and providing further
information about NJF. It is downloadable under “About NJF”.

6. Final preparations

Seminar participants expect accurate and appropriate preliminary information,
stimulating presentations, discussions and excursions, suitable location, well
organized logistics and adequate care during the venue to be content with the
result. Support this through creating close atmosphere and active participation
of attendants to enhance reflection and learning.

e Instruct the speakers of the preparation of pre-prints and their schedule.

e Instruct the lecturers about the facilities, schedule and procedures of the
sessions. Reserve time for the lecturer to mount the platform, start his/her
computer or OH-projector and come to the subject. Ensure that PowerPoint
presentations are loaded on a common computer before the session. Help
handling the facilities. It may be a good idea to hand out copies to the audience.

e Provide a complete set of seminar materials to the participants at the
beginning of the seminar (a summary of speakers’ materials illustrating the key
points, tables and figures of each presentation; updated list of presentations and
participants; seminar schedule; information about the locations; information
about the social programme; evaluation sheets; name tags of the participants).
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e Make sure the chairperson keeps the schedule. Allow questions after each
presentation, unless there are several speakers dealing with the same topic.
Allocate sufficient time for discussion after every part (session).

7. Publications

Every seminar results in a publication — proceedings, report or collection of
abstracts — that is ISSN-registered. For this purpose, NJF has founded NJF Reports
with ISSN No. 1653 — 2015. The layout admits also the logo of a co-operative
organization.

The front and back page is available below the tab: Templates.

The publication is always available on www.njf.nu/proceedings.

The presentations are mostly made as power point. If it is agreed with the presenters,
these (complete or part of the total presentation) could be published on the NJF web as a
pdf.

The seminar secretary has to ask the lecturer if he/she allows publishing the presentation
on the NJF web. It is then necessary that a front page is made containing:

Seminar name, place, time and author as well as that it is allowed to use the information
if the source is mentioned. The seminar secretary will find a template for this under the
tab Templates in the seminar administration system (generic document).

8. Evaluation and reporting
Compile an evaluation of the seminar for further use. There are many lessons
learned, which may benefit you and others in the future.

o Interview the participants during the seminar. Evaluate the programme and the
arrangements. Summarize the successes and failures.

e Collect the participants’ first impressions by using an evaluation sheet, which the
participants fill in at the end of the venue. Summarize the results.

e Prepare a short summary of the seminar; number of participants, nationalities,
the results and key findings of the seminar in brief excursions etc. Submit the
information with pictures to the Section Board members and to the Secretary
General, to be used as information on the web and in the annual report.

Within two months after the seminar when bills have been paid etc, it is time to
close the seminar. The General Secretariat will finalize the accounts and provide
the balance sheet of the seminar to the Seminar Secretary and to the Section
Board.


http://www.njf.nu/proceedings
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