Setting up your own
LPA seminar on Indico

Getting started in less than 5 minutes



Getting started

1. Visit indico.physik.uni-muenchen.de

2. Click ,,Login*®
.

3. Log in or (for first time access)
click ,,Create one here”

INJICH

Username

Password

Login with LDAP

Indico

If you do not hgyess CO aemeagt yet, you can

€ Back

4. Follow Instructions

Create a new Indico profile

To create a new Indico profile you first need to verify your email address.

Email address %

Cancel Send me a verification email



Creating a virtual laser-plasma seminar event

1. Go to ,Laser-Plasma Acceleration®.

2. Click on ,,Create Event”

Laser-Plasma Acceleration

Lectures, Seminars and Conferences on Laser-Plasma Acceleration. Managed by LS Krausz / AG Karsch. QR Managers

&+ ag-karsch

There are 2 events in the future. Hide & Materials

There are no materials yet.

October 2020

3. Select ,Lecture”

Laser-Plasma Acceleration 4 Parentcategory [E - @ -

eeting
Lectures, Seminars and Conferences on Laser-Plasma Acceleration. Managed by LS Krausz / AG Karsch. Conference QR Maﬂagers
&+ ag-karsch
There are 2 events in the future. Hide & Materials

There are no materials yet.

October 2020
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Creating an event

[‘DIDFQTIH”

Create new lecture

Category *

e Event title %

Dates %

Timezone %

VU m

Location

Speakers

Protection mode

w

Advanced

Laser-Plasma Acceleration

Choose category

[Name of Seminar Series] Title of Talk

30/06/2020 09:00 120 ©®

Add occurrence

Europe/Berlin

Search Enter manually

—
~N

Public m Protected

B
v

d‘] Public
This event will be publicly accessible since the category
Laser-Plasma Acceleration is not protected.

Create event Cancel

EYGFICGEAGDIITMEE W rarent cateaon

X

0

o

1. Please use the following format for the event
title: ,,[Name of Seminar Series] Title of Talk”,
e.g. ,[CALA Seminar] Laser-wakefield
Acceleration with ATLAS* or ,[JuSPARC
Seminar| Towards kHz laser-plasma
acceleration®

2. Add the date and time zone.

3. If the speaker is registered on LMU'’s indico
page, just search for their name. Otherwise
chose ,enter manually®.

4. If you want the event to be visible to anybody,
chose ,,Public® or ,jinheriting®“. If you choose
protected, only registered LMU indico users can
see the event description. We recommend
~inheriting“, as you can set protection on any
material later.



Creating an event

Cnlargﬂnn EYCFCEThdE ‘W Parent cateaorv

Create new lecture %

v’

i Category * Laser-Plasma Acceleration

Choose category

' Event title %
s
Dates % 30/06/2020 09:00 120 ©®
Add occurrence
21
c Timezone % Europe/Berlin 4
Location Venue N Room -
Speakers
b
S
| = Search Enter manually
Protection mode Public Protected
M
d‘\ Public
4 This event will be publicly accessible since the category
Laser-Plasma Acceleration is not protected.
Ad . 5. Click on Advanced to add an abstract for the
vance event.
Description — s be - ~
E @ @ Q YW = ™A= Q) 2 [ Source
B I U S X, x* | X, | 2 = E 9 E E =E E
Styles ~ | Format ~ | Font ~ | Size - A~ [}
ic

Cancel

6. Once you are done, click on ,,Create event".




Adding a streaming link to the event

Once you have created the event, you will be
forwarded to the management view. Here you
can also edited all the event properties again if
needed. Just click on the pencil icon.

To add a link to the event,
go to ,Materials”

Test 30Jun

‘ Q& Settings

® Protection

Participants

Reminders

Surveys
v ¥ Reports
Logs
v [ad Customization

Layout

Posters/Badges
~ Q Advanced options

Features
Offline Copy
Roles Setup

Settings

A

Title
Description

Short URL

Date
Time

Timezone

Room
Venue

Address

Speakers

Organizer
Contact title
Email

Phone

Keywords
Label

Test

30 June 2020
09:00 - 11:00

Europe/Berlin

Contact

[ Clone

0.



Adding a streaming link to the event

Q& Settings Materials

® Protection

- o f Add materials to the event. .
~ i= Organization o You can attach files or links using the buttons on the right D S @

Materials
Participant Roles .
P a Generate a material package. M Material Pack
- ~ i aterial Package
Part|c|pants You can generate a ZIP file containing matenals from the event n 9
Reminders
Surveys There are no materials yet

v ¥ Reports
I3 New folder

Logs

v i7ati i I
Customization You can also use this to upload related material

Layout such as slides etc. after the seminar. Just click
Posters/Badges on ,,Upload files®.

~ Q Advanced options

Features
Offline Copy
Roles Setup



Adding a streaming link i i

to the event

URL * https://Imu-munich.zoom.us/}/596907884?pwd=a0lmcnZr

Title % Zoom Link

Folder

Adding materials to folders allow grouping and easier permission
management.

Protected NO

d‘\ Public
This object is publicly accessible since Test (Event) is not
protected.

Access control list

The list of users and groups allowed to access the matenal

Cancel

Protected

B Protected
This object is only accessible by the users specified
below and the managers of parent resources.

Access control list

Add User/ Group

The list of users and groups allowed to access the matenal

1. Insert the link to access the event, e.g.
Zoom link, Blue Jeans, etc.

2. Name the Link appropriately

|
3. Select if the link is protected or public. If you
select public, anyone who can see the indico
event can also see the link. If you select
protected only indico users can view it. We
recommend using the protected option to avoid
undesired access to the meeting
(,Zoombombing®).

4. Submit.



Thank you for contributing to the
LPA Seminars!

If you have any questions, feel free to contact the organizers at laser.plasma.seminars@gmail.com
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