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Events
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Indico allows you to manage three basic types of event:

Lectures can be seen as a single presentation, with one or more speakers;

Meetings are generally composed of many presentations. They have a timetable 
and can last multiple days, although they most commonly happen on a single 
day. Contributions (talks) can be organized in sessions;

Conferences generally last multiple days and have the advantage over meetings 
of allowing multiple sessions to happen in parallel. They also offer abstract 
submission as well as other features

All of these meeting types offer a set of common features:

• Registration;
• Management of participants;
• Surveys;
• Integration with collaborative tools;
• Event reminders.

https://learn.getindico.io/lectures/about/
https://learn.getindico.io/meetings/about/
https://learn.getindico.io/conferences/about/
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Lectures
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Meetings
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• Multiple contributions

• Often used for longer events

Added benefit over lectures
‘minutes’ can be added to 
each contribution
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Conferences
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Conferences

UKAEA Indico Training6

Multi-day events with
many participants

Abundance of features by 
default:

• registration;

• payments;

• page menu;

• abstract submission;

• poster sessions;

• paper review/editing.
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Creating an Event
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In theory, initial event setup should be quite simple…

note, all fields can be modified later
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1) Complete Description and Settings
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2) Timetable
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In theory, initial event setup should be quite simple…

Indico timetables can sometimes be tricky to configure

LIVE DEMO
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3) Manage Access and Visibility
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Again, access and visibility of your event can be managed in the ‘Protection’ tab

However, events come with additional settings, such as:

• access depending on registration form,
• access keys/passwords,
• and public registration,
• + others.
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4) Customise Conference Menu
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Many default tabs already exist 
which can be toggled on or off

Very easy to create own tab to 
relay any information you want
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Enable/Disable Features
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Creating meetings or lectures, not all features are available by default.

For example, components like registrations and payments you wouldn’t
expect for a weekly meeting

Within the Advanced Options tab of the event management 
area, features can be selected
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5) Registration: Visibility and Retention Period
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When creating a new registration
form, you will need to set the
participant list visibility and retention
period of the acquired data!

By default:
• all participants are shown

to other participants;
• all participants are hidden

from non-registered users;
• the visibility duration is permanent;
• and the retention period is indefinite
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Who Can Register?
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Registration forms have rich general settings
such as:

• registration requires approval

• enforce logged-in users or registrants
must have an Indico account

• the number of places can be limited

• publication settings for event popularity
and check-in status

The best thing to do would be to explore
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Registration Forms

UKAEA Indico Training15

Configure your required questions and fields,

Minimum default personal data required:
• First Name,
• Last Name,
• and Email Address

There is no limit to the number
of registration forms

Event organisers often
separate speakers and attendees
into their own forms
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Registration Forms
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Many question types and fields
are available

Fields can have an associated price
for fees, as well as a places limit

NOTE
Data Protection officer suggested 
52weeks retention period for fields
however, this can be set separately for each field
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Manage Registrations
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All registrations can be viewed individually or listed in full and filtered

Select a particular individual to ‘mark as paid’, 
‘withdraw’ or ‘check-in’ a registration
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Manage Registrations
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Export registrations Send e-mails Check-in manually
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Email Templates and Notifications
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HANDS-ON
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Things to try

1. Create Conference in your area

2. Change visibility

3. Customise and edit main page and menu

4. Make registration form

5. Register for own event

6. Have a partner register

7. Hide participants or registration, play with visibility

8. Export registrations to CSV


