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10:45 - 12:00* [Indico timetable here]

Housekeeping and Project Introduction « Eduarda Fernandes,
« Share inconsistencies and feedback received Marketing and Events
* Present the actions taken to address these issues (Action Plan) Specialist

Introduction to the “Indico: Best Practices and Helpful Guide for UKAEA”

« Overview of how it works Housekeeping

Slides will be shared with

_ _ everyone who attended an
Short Best Practices Session Indico session. once all

« Based on the guide document sessions have been
* Restructured folder system delivered.
 How to access to new templates to support future activities

Q&A Session

Short Demo Adam Parker, Data Manager
« How to create an event using a template
 How to moderate registrations

Where to go for help Eduarda Fernandes and Adam
* Introduction to Ivanti and the Chat Community Parker

Indico Project Sessions - October 2025
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 Link: https://indico.ukaea.uk/

Kt UK Atomic Energy Authority » Official platform adopted by UKAEA for
managing events registrations

. | * Itis an open-source tool developed by
SIS : L JlL TERF: CERN (European Council for Nuclear

Research)
Welcome to the UKAEA Indico! e

.. y = = =
The :-fluﬂ‘::mty uses this platform to host registration pages for events, meetings, and training Upgraded to Indico v3.37 ¢ It S W I d e I y u S_ ed I n acad e m Ia an d
sesens 7 research Institutions

ease refer to the event’s terms and conditions for full guidance

 One of its key advantages is that all data
IS stored securely on our internal servers

« Allows for the setup of paid events

e thought GOV.UK Pay, which takes
Bayments and processes them usmg a
B ayment Service Provider. We use Stripe.
UKAEA Public Open Day - Celebrating 60 Years... Red uc ed fees .

stars Sa turday

Home Create event ~ Administration My profile

UKAEA Public Events and Trainings
UKAEA General Events and Meetings
UKAEA Courses and Trainings Culham Campus - Official Visitor Centre Opening

Indico Management UKAEA Public Open Day - Celebrating 60 Years...

* UK debit cards: 0.38% + £0.05
* UK credit cards: 0.96% + £0.05
* European debit and credit cards: 1.02% + £0.15
|ﬂd|@ Powered by Indico Help | Contact | Terms and conditions | Privacy " Non—European Credlt and deblt CardS: 2'800/0 * £0'15
e e S
Eventbrite was 10%.

Indico Project Sessions - October 2025
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https://indico.ukaea.uk/
https://prezi.com/view/aHAeiojHJB67d7lzBqYv/?referral_token=5cyV8glnB3FN

U
Why we’re here

Authority

CSF Showcase

19 June 2025
Central Support Facility, B28

Overview
Timetable
Registration

& eve

=3

REMOTE OPERATIONS IN CHALLENGING ENVIRONMENTS TRAINING
COURSE

1-4 Dec 2025
UKAEA - RACE

JET New Starter Tours

Followl
ARE NOW

UKAEA Is delighted to launch the Central Support Facllity, a centre of excellence for 25 September 2025
Manufacturing In the Fuslon Industry. Meet in J2 Fishbowl

Overview

FAQ's
Starts 25 Sept 2025, 12:05 Meet in J2 Fishbowl
Ends 25 Sept 2025, 12:50

There are no materials yet.

Public Open Evening - May 2025

Registration
4> Red

e ar - 28 May 2025 -

UK Atomic ar £ )
Energy = &CCF_E

Overview

Authority ' ) o — Harnessing the power of stars on Earth

 Evning! You are welcome o aerwih rends nd CULHAM PLASMA
10 tickets per group. There is a minimum age limit of 12

PHYSICS SUMMER
u will receive an introductory talk covering the of S C H o o L

ved by tours of the world’s largest fusion experiment; the world record breaking Joint
T) and the cutting edge Remote Applications in Challenging Environments (RACE)

to invite the public to UKAEA's Of
fam ut please note there is a maximum o

years old. Anyone under the age of 18 must be accompanied
UKAFA Outreach team

=. Qur Open Evenings offer you a unique rtunity to see in-person some of the amazing work w

Registration

UKAEA's 13th Suppliers' Event: Commercial Overview

28 November 2024 European Torus
Culham Campus f;

Culham Plasma Physics Summer School

Bring your questions and curiosity as you discover just how on Earth we are creating star-power and see
two of the leading facilities responsible for this ground-breaking research, pushing us closer t
ering fusion energy for alll

Overview

Registration is now open!

Not sure where you are
going? We are sold out! If you would like to be added to the walting list please emall supplychaln@ukaea.uk.

Registration We are pleased to invit ent and pote uppliers to the UKAEA's 13th Suppliers’ Event, which Starts 28 May 2025, 18:00
n the 28th November at our Culham Campus! Ends 28 May 2025, 21:00

Culham Campus

Privacy Information UK Atomic Energy Authority

o ) Culham Campus
v S Wit Of vel rr v Abingdon
Supply Chain

0X14 308

There are no materials yet



Project Introduction

KIn some cases, corporate colours are used; in\
others, the software’s default colours are
applied.

» Sometimes the logo* is added, other times it's
not.

* Banner/ image sizes vary. Some are very
large, others quite small.

« Some pages contain a lot of information,
while others have very little.

» Several pages don’t include a privacy notice,
even though personal data is being collected.

» There are also a number of user experience
considerations that could make the platform
more user-friendly and enjoyable, but which

\ are often overlooked.
Challenges

Indico Project Sessions - October 2025

\_

Need

* Improve
consistency and
compliance across
all UKAEA Indico
activities

* Indico: Best Practices and Helpful
Guide for UKAEA
* Restructured folder system

* Creation of registration page
templates, that are simple, consistent
and compliant

* Indico project sessions with users

« Strategic / continuous improvement

N _

Action Plan

This project involves colleagues from Communications,
Computing, Data Protection, Finance, and Business Resilience.

UK Atomic

Energy
Authority




Indico: Best Practices and Helpful

Guide for UKAEA

The document is published on the
Nucleus > Events page. Please scroll
to the bottom of the page.

An update to this document is
expected before the end of the
calendar year.

Indico Project Sessions - October 2025

You are here > Home > Getting work done.

Communications

Communications Home

Stakeholder Engagement
Stakeholder engagement
Internal communications
Intranet management

Presentations

Public and education outreach

Visits

External Communications
Media relations
Soclal media

Photography. videography &
streaming

Marketing

Culham Studio
Print services
Logos, templates & branding

Style guide

Business Partners

Business Partners

A

omi

Eduarda Fernandes
Last Updated: 13/08/2025, 09:15:05

% ° Events
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UKAEA Events

Plan Smart. Deliver Impact.

© 2 minute rea

d
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u? Atomic
Energy
Authority

Thinking of organising an

meeting - speak to the Events Team first!

& o

0 ° Let’s make it a success together!

Do Visit us on the first floor of C7

Contact us at events@ukaea.uk

event? Whether it's a conferenc

Attachments and Links

Indico-best-practices-helpful-gulde-

#  UKAEA pdf
922KB

e, workshop, programme-specific/ suppliers’ day, or hybrid


https://nucleus.ukaea.uk/page/10490?SearchId=7042080

- - 3
Indico: Best Practices and Helpful

Authority

Guide for UKAEA (cont)

&'
UK Atomic

Energy
Authority

Indico: best practices and helpful guide for

UKAEA

Contents

A INOAUCHON ..ot e s s s s sas s e s 2
0 e o1 s 2
3. Folder Structure and Event Qrgani: 1 3
4. Templates and Layouts 3
5. Visibility, Protection and Permissions 3
6. GDPR and Data Protection 4
7. Writing and Branding GUIAEINES.............ocwevieueruveescecassess i e 4
B. Paid Events and Payment Ci 1 5
9. SHE MUIBS.....ciiniinsisisrmsenins st iss s st n s s s ass s sn s b s R AR e s S e 6

10. Step-by-Step Guide to Creating an Event in Indico at UKAEA

11. Use a standard template to speed up the process.................

12. Need Help or Facing a Specific Challenge? 17
13. Document Contributors. 18
14. Document Changes. 18
15. Annex ..... 18

Uploader.ashx
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https://nucleus.ukaea.uk/Utilities/Uploads/Handler/Uploader.ashx?area=composer&filename=Indico-best-practices-helpful-guide-UKAEA.pdf&fileguid=24903897-a4c5-404f-8680-960397210194
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Short Best Practices Session

Authority

Folder Structure and Event Organisation

Choosing the right folder for your Indico page

When setting up your Indico page, ask yourself: “What arp”l creating — an event, a meeting, or a training
session”

Now think: Do I want this event/ training to be published on the UKAEA’s Events website as well?
These questions will guide you to the correct folder where your event should be hosted.

Did you know that Indico is linked to the
UKAEA’s Events website*? This means
that any event saved in the designated

folder will automatically be transferred to
the website’s back office.

*testing phase of this UKAEA Public

UKAEA General
Events and UKAE;:_;liﬁ;:‘r:s = Indico Management
Meetings

Events and
Trainings
' ' ' \ : Materials Blankets & '
Engineering & Plasma Science & Corporate Development C . - : Fusion Technology, Tritium Fuel aterials Blankets :
S . - - orporate Services (ie. General Operations ’ Robotics, Repurposing &
~ Computing (i.e. Fusion Operations (i.e. gomms Innavation, BD, Finance, Commercial and {i.e. PMO, People and ]jrcle 8 Industry Ca ahlln'-_y ) Research programme Decommissionin (i.e. RACE and
integrated engineering {i.e., plasma science, FIF and Campus Legal) Skills) (i.e. FT, FTF, H3AT, Fuel cycle and Fusion (ie. LIBERTI, materials, JOR) / F&.
and computing) MAST-U and Jef) Development) 0 Futures IC) and MRF)

Each directory can structure its folder in the way that works best for their teams. l.e. one folder per team

Indico Project Sessions - October 2025
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Authority

Templates and Layouts

Home Create event - Administration My profile
The g u ide Wi ” ShOW you hOW to: Home Indico Management Templates Folder
. . i lates Fold Create event ~ Navigate
. Create a registration page from Snpiates roreE © e
scratch.
Choosing the right template
° Use a Stan d ar d | ayo u t/ te m p | ate « Internal Event For events with only UKAEA staff. The form asks only questions we need to know from
to speed up the process. The olleagues
templates were deS|gned to meet « External & Internal Event: Use when your event includes both external delegates and internal staff. If

no internal attendees are expected, remove the UKAEA form after cloning.

the most common user needs and
follow the organisational standards.

= Tralning (1 day): Best for simple, one-day training sessions.

« Tralning (multiple days): Use for multi-day training with different agendas. Includes advanced features
like timelines and contributions.
December 2027
M Dec TEMPLATE: Training (1 day)
M Dec TEMPLATE: Internal Event
0MDec TEMPLATE: External & Internal Event

01Dec-02Dec  TEMPLATE: Training (multiple days)

9
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Short Best Practices Session

Visibility, Protection and Permissions

The content displayed on our UKAEA's Fusion PHD Open Day 2025 26 Nov
Indico page is visible to everyone - this

includes both internal and external - e preeten

users. permissions

Any event marked as public will o R o
appear on the homepage and can be R R )
accessed by anyone. Therefore, if you cons % oo, K o B
are organising a private or restricted I

event, you must take steps to limit

visibility appropriately.

10

Indico Project Sessions - October 2025

Reminders

| [ n
Roles Setup Protection mode
Sessions

Surveys
» £ Workflows

~ ¥ Reports
Access key

UK Atomic

Energy
Authority

m Inheriting Protected

d‘\ Public
This object is publicly accessible since it is set as public.
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Short Best Practices Session

Authority

GDPR and Data Protection

When collecting personal data through Indico, it is essential to comply with GDPR and internal
data protection policies. All users must have completed the mandatory UKAEA training.

b3
UK Atomic
Energy

Each registration page must include a clear privacy notice
that explains:

Fusion PHD Open Day 2025

What data is being collected. e

Why it is being collected.

registration
Registration Privacy notice
" " "
* Suana All information that we hold concerning you as an individual (e.g. your name, contact details and any other
- Travel information relevant details) will be held and processed by the organisation in accordance with the provisions of the
General Data Protection Regulation. The data will be used by the organisation, in relation to your visit to

About UKAEA UKAEA for the purpose of managing the event. We may also use this data for identifying opportunities for
continuous improvement. The retention period for the data collected is 12 months. You have the right to

Who to contact for data access, correction, or deletion requests. | S— |

UKAEA uses closed circuit television (CCTV) images to provide a safe and secure environment for employees

and visitors. The use and management of the CCTV equipment is in compliance with GDPR 2018. Images are
held on the hard drive of a server or PC and are deleted or overwritten on a regular pasis (typically a period of
one month). Disclosure of images to third parties will only be made in accordance with the purposes for which

B andrewwise@ukaea.uk the systems are used and will be limited to the police and other Law Enforcement Agencies, Prosecution
Agencies and Legal Representatives To see the full UKAEA CCTV policy, please contact your visit coordinator.

By attending our event, you consent to the collection and use of your personal data as outlined in this privacy
note. However, you have the right to withdraw your consent at any time during or after the event.

Indico Project Sessions - October 2025



Short Best Practices Session

Writing and Branding Guidelines

When creating event pages or uploading content to Indico, it's important to ensure
consistency with GOV.UK writing standards and follow UKAEA's branding guidelines.

Start by reviewing the Authority’s Online Content Style Guide, available on Nucleus.
Additionally, please ensure all Indico pages align with our brand guidelines*.

Indico Project Sessions - October 2025
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Paid Events and Payment Collection

Indico allows for the setup of paid events. To ensure Who’s using GOV.UK Pay? 1,500+
proper handling of payments, GOV.UK Pay is used as GOV.UK Pay s used bya range ofsenices ffom applying live services
the designated platform for collecting fees. This is the " 7Frrerosmaaemsemien 70,000+

Authority

See allthe services using GOV.UK Pay.

payments processed every day

@ ESSEX -
iy NHS GRS

of Defence

approved method for secure and compliant

payment processing within the organisation.
F

HM Passport
Office

Ministry
of Justice

Process for requesting a payment link:

1. Complete the GOV.UK Pay Payment Link Request Form on Nucleus (note: the form will be
available from September/October 2025) and email treasury @ukaea.uk.

2. The Treasury Team within Financial Accounts will then check the details on the form and
request the Indico invoice template from the Data Manager in Computing.

3. The form and Indico invoice template will be referred to the Senior Financial Accountant,
Financial Accountant or Senior Finance Manager (Financial Accounts) for approval to set up
the payment link.

4. Once approved a member of the Treasury Team will create the new payment link and email
this to the Events organiser for set up in Indico.

Indico Project Sessions - October 2025
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Short Best Practices Session

Regularly review the Site Rules on Nucleus to ensure you are up to date with the latest
guidance and requirements.

Authority

Include the following note on all registration pages:

IMPORTANT: Please make sure you have a confirmed ticket before attending the event. Access to
the Culham site is subject to UKAEA security protocols, and we reserve the right to deny entry where
necessary. All visitors must present a valid photo ID upon arrival in order to receive a visitor pass.
Without photo 1D, access to the Culham site will not be granted. Thank you for your understanding
and cooperation.

Your registration form should, at least, request the information needed by Reception to
process a visitor pass.

Please note that nationals of certain countries will be subject to security verification prior
to the event. As part of this, the registration list must be reviewed by BRG before being
sent to Reception (email BusinessResilienceGroup@ukaea.uk copying in Nigel Furlong).

Indico Project Sessions - October 2025
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Any questions?
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How do | create registration pages in Indico?

Step-by-Step Guide to Creating an Event in Indico at UKAEA - Can be found on
Nucleus. Please note, this document is not intended as a training manual — it's a guidance resource tailored
to the current standard practices identified through how Indico is being used across the organisation.

Use a standard template to speed up the process - These templates will be updated
whenever there are changes to the system or relevant policies. For this reason, we strongly recommend
using the official templates rather than copying pages from past events or training sessions, as older
versions may no longer be aligned with current standards.

1 6 | Indico Project Sessions - October 2025
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Short Demo

How to create an event using a template
How to moderate registrations

Moderate reglstratlons - Summary:
Open your event page
Click on the pencil [top left bar]
See the menu on the left, go to Organisation > Registration

On the Event ticket, go to “manage”
On the “List of registrations”, go to “manage”
See the ones whose "Stage" says pending and act on them
(click on the person’s name > scroll down and see
1 7 | registration details > click on Approve/ Reject).




";‘*.-'

Where to go for help

Authority

lvanti ticket under the Business Systems Incident (select External Business System and then
Indico) for support.

UKAEA Indico Community Chat (on Teams) and post your guestion there, someone in the
community may be able to help.

 How it works: this community isn't meant to be a chat where Adam and | answer all your
questions directly. Instead, it's designed to be a space for mutual support and collaboration.
Before posting a question, please make sure the answer isn’t already covered in the Best
Practice document, which is available on the Events page in Nucleus. If you the document
doesn’t provide an answer to your issue, we'll do our best to respond via the community as soon
as we can. Common problems will be flagged, and we'll use that feedback to liaise with the

software developers.

Indico Project Sessions - October 2025

18




UK Atomic

Energy
Authority

Thank you for listening!

The Indico Action Plan was taken to help us use the platform more effectively
and consistently across the organisation. It’s not just about rules, it’s about
making things easier for everyone.

By aligning how we create and manage Indico pages, we ensure that all
users are aware of the key policies, procedures and expectations. This
shared understanding helps reinforce our corporate identity, reduce errors,
saves time, and improves the overall experience for organisers and
attendees alike.

Eduarda Fernandes & Adam Parker

1 9 | Indico Project Sessions - October 2025
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