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This toolkit has been designed and compiled as the result of a
collaborative work carried out within the framework of the
PROMOTE Project (Promoting the Recognition of Women’s
Achievements), an Erasmus+ KA210-ADU initiative running from

March 2025 to February 2026.

" The project aims to foster inclusion and diversity in adult education
by making visible the contributions of senior women from

disadvantaged backgrounds in three European countries.

" By creating digital “portraits” of 30 elderly women, the project
highlights their personal and cultural achievements, turning them
into sources of inspiration for younger generations, as both
participants and primary recipients of the project’s inspirational
goals, help bridge the generational divide and ensure that the stories

of old women resonate with and empower new audiences.

" In a global landscape marked by persistent inequalities, recognising
women who have challenged and overcome economic, social,
political, gender, educational, geographic or disability-related
barriers is not only an act of justice, but an imperative for collective
progress. Their stories not only illuminate pathways, but also drive

equality and strengthen the fabric of society.
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The implementation of

Strategic

comprehensive training in

digital tools, interview

training to

techniques and creative writing,

aimed at adults participating in
emp ower the PROMOTE project, has been

consolidated as an essential
adultS initiative for the development of

this programme.

' The promotion of gender equality is a fundamental pillar for any
society that aspires to be peaceful, prosperous and sustainable.
Therefore, recognising these courageous women is a crucial step
towards making visible and dismantling the barriers that still
prevent women's full participation. It is a human rights imperative

that seeks to ensure that all women and girls enjoy full equality.

" These older women are sources of inspiration, especially for the
younger generations. Their stories of resilience, determination and
courage show that, despite adversity, it is possible to achieve great
things. They provide role models that empower young and old to
pursue their dreams and face their own challenges with hope and

courage.

 Moreover, by highlighting those who have broken the mould,
harmful gender norms and entrenched stereotypes are directly
challenged. This active recognition contributes to changing mindsets
and building a more inclusive society, where gender-based
limitations are a thing of the past. The PROMOTE Project is
conceived as a driver for cultural change that brings us closer to

genuine equity.
Page 12
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- This training has enabled the adults themselves to take an active

role in developing the stories, as well as in preparing and recording
the interviews, thereby addressing social needs and advancing the

key objectives of the project.

' The training followed a structured, two-phase methodology. First, a

group of educators received specialised instruction to become
facilitators of adult learning in these areas. In the second phase,
these educators worked directly with the learners, supporting them
in acquiring the necessary skills to engage meaningfully with the
project. Among the different areas covered, ICT training played a
particular crucial role in preparing and recording digital
interviews. This empowerment helped address the persistent digital
divide affecting adults in Europe, while also promoting greater

autonomy and social inclusion.

' The present toolkit focuses especially on ICT, creative writing, and

interview training component of the project, offering practical
resources and guidance to support the replication of similar

initiatives in other educational or community-based settings.

The acquisition of interview techniques was a central pillar. As the
adults prepared and recorded the interviews, they became the main
custodians of other women's stories. This training equipped them
with the ability to ask pertinent questions, practice active listening,
manage the dynamics of the interview, and ensure that the
contributions and achievements of the women interviewed were
captured in depth and truthfully.

Finally, training in creative writing was instrumental in enabling
the adults to develop the stories of the outstanding women. Through
the creative writing module, participants developed the ability to
structure captivating and personal narratives, enriched by their
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own perspectives and sensibilities. Writing was not simply a means
of documenting information, it became a powerful channel for
reflection, interpretation, and self-expression. The skills and
competencies acquired in this process boosted their creativity,
enhanced their ability to communicate emotions and ideas, and gave
them an active and decisive role in shaping the "portraits” of the
women whose experiences the project sought to make visible. As a
result, the stories were conveyed with authenticity, depth, and a

voice that was truly their own.

Ultimately, the direct training of adults in these areas has not only
contributed to bridging the digital divide and the development of
new skills, but has also ensured their active and meaningful

participation in the creation of an invaluable cultural legacy.
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The strategic model and

Sharing

comprehensive training

developed and
knowledg e. implemented by the

PROMOTE project should
An Erasmus + not remain an isolated

achievement.

TO O lkit tO The creation of a toolkit

that systematises the

bOOS t tools and methodologies

used is conducive for

inCIuS ion other organisations to

replicate and adapt

prOjects similar initiatives, thus

amplifying their

transformative impact.

Proven and effective methodology within everyone's
reach: PROMOTE has demonstrated how to directly train adults to
become digital content creators and storytellers. This success
validates the relevance of the methodologies employed in addressing
the digital divide and fostering creativity. This toolkit offers any
interested organisation a tested and optimised model, significantly
reducing the learning curve and costs associated with designing

programmes from scratch.

Addressing common social challenges: The challenges
PROMOTE has responded to - the need for digital inclusion for
people, the promotion of creative expression and the preservation of
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women's cultural legacies - are challenges shared by many
communities. In this sense, this toolkit provides practical and
adaptable solutions to these issues, allowing other organisations to
effectively address the empowerment and visibility of their own

communities.

A sustainable and replicable model of empowerment: The
project has not only transmitted knowledge, but has empowered
participants, enabling them to take a leading role, expand their
autonomy and become repositories of memory. This means that the
active and meaningful participation of adults in social impact
projects can be scaled up, fostering self-management and autonomy

in diverse communities.

Project accelerator and social impact multiplier: By having
a set of tools and guidelines already tested and organised, other
organisations would be able to launch similar projects quickly and
efficiently. This would not only accelerate the implementation of
new initiatives, but also exponentially multiply the positive impact
that PROMOTE seeks to generate: promoting gender equality,
making women's contributions visible, reducing the digital divide
and fostering intergenerational dialogue. In essence, the toolkit
stands as an important enabler for wider and deeper social

transformation.
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Let’s be digital

Introduction

This section presents a selection of digital tools used throughout the PROMOTE Project
to support creation, collaboration and communication involved in developing digital
interviews and creative outputs. From professional layout software like Adobe Indesign
to collaborative platforms such as Google Docs, Zoom, and Microsoft Teams, each tool
plays a unique role in empowering participants -both young and senior- to engage with
digital publishing, storytelling, and virtual interaction. The resources are explained
through accessible tutorials, the description key features and practical exercises to
ensure that facilitators and learners alike can develop the skills necessary to active and
confident participation. The tutorials objective is to facilitate the replication of digital

practices in similar educational and community initiatives.
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Contents

What is Adobe InDesign?
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Adobe InDesign key features and tools

Time to practise

What is Adobe InDesign?

Adobe InDesign is the leading software used for page layout design and desktop
publishing.
It’s used to create pages and documents for both print and digital publishing

projects - such as brochures, magazines, flyers, e-books, and interactive PDFs.

A brief history of Adobe InDesign

Adobe InDesign is part of the Adobe Creative Cloud family of tools, together with
other programs like Adobe Photoshop and Illustrator.

It was released in 1999 as a successor to Adobe PageMaker.
InDesign was created with professional designers and publishers in mind.
InDesign enable designers to create content for both digital and print, all in one

platform.

What is Adobe InDesign used for?

InDesign gives you full, precise control over all the key elements of a page’s design —

including typography, layout, spacing, typesetting, and alignment.

Adaobe

InDesign
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Adobe InDesign is used for:

Print media

Creating precise layouts and high-quality designs for printed books, magazines,

brochures, flyers, and posters.

Digital media and interactive content

Creating e-books, PDFs, and web page mock-ups that include multimedia elements such

as videos, animations, hyperlinks, clickable buttons, and forms.

Assets for branding and marketing

Such as business cards, letterheads, presentation slides, reports, and restaurant menus.

Multi-page document layouts

Such as annual reports, research studies, and catalogues.

Adobe InDesign key features and tools

Page layout tools

These tools enable you to design professional, multi-page documents with consistent
layouts and precise alignment ensuring that designs are both functional and visually

cohesive.
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Key page layout features include

Master pages: Applying master page templates enables you to create consistent
designs across multi-page documents.

Multi-page spreads: With connected pages, you can easily manage books,
magazines, brochures, and similar projects that involve multiple pages.

Flexible grids and guides: Use grids, columns, and rulers to ensure perfect

precision and alignment.

Typography tools

Typography design is an essential part of any publishing project.

Adobe InDesign comes with a range of typography features, including:

Advanced text styling: When creating documents with InDesign, you can
apply paragraph and character styles to ensure consistent formatting. For
example, you can save your favourite font types, sizes, and colours for repeated
use.

OpenType support: Users can access a variety of font options, including
alternate glyphs and ligatures.

Text flow: Create linked text frames so that your text flows from one box to the

next across multiple pages.
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Interactive and digital publishing tools

These tools enable you to create digital projects, like e-books and PDFs, which include
interactive elements such as animations, hyperlinks, and embedded media.
This is great for bringing your content to life and engaging your audience.
With these InDesign features, you can create:
e Interactive PDFs: Add clickable buttons, forms, hyperlinks, and embedded media
such as videos and audio.
e E-books (or EPUBS): that can be exported and read on phones, tablets, or e-
readers (like an Amazon Kindle)

e Animations: Add simple yet engaging motion effects.

Time to practise

Create a business card.

http://tiny.cc/promote-indesign

ODEN QUEST
Creative Director

T +1408456 7890
M +140845¢ 8956

1234 Main Street
STUDIO IcoN|c Santa Clara, CA 95126
Product Design

i nloOsludioimnlum
www. studioiconic.net
B& Oden Quest
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Let’s be digital -

How to Use

Scrivener

Author: Antonio Lopez Blanes
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What is Scrivener Writing?
What Are the Functions of Scrivener Writing?

How to Use Scrivener for Writing

What is Scrivener Writing?

Scrivener offers a variety of features that make it a

powerful tool for writers. These features include:

A flexible document management system that allows you to organize your work
into different folders, scenes, and documents.

A powerful outlining tool that helps you plan your work and keep track of your
ideas.

A built-in research tool that makes it easy to collect and manage your research
materials.

A variety of writing tools, such as word count tracking, spell checking, and
grammar checking.

A distraction-free writing environment that helps you focus on your work.

Here are some of the reasons why Scrivener is a popular

choice for writers:

It is very versatile and can be used for a variety of writing projects, from novels to
screenplays to academic papers.

It is highly organized and allows you to easily keep track of your ideas and
research materials.

It is very powerful and offers a variety of features that can help you improve your
writing process.

It is easy to use and can be customized to your own needs.

It is affordable and offers a free trial so you can try it before you buy it.

What Are the Functions of Scrivener Writing?

The main functions of Scrivener writing include creating a new project, organizing

your content, and writing and editing.
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Create a new project
This allows you to start a new writing project and give it a tittle. You can also
specify the type of project, such as a novel, screenplay, or academic paper.
Organize your content

Scrivener uses a Binder to organize your content. The Binder is a hierarchical structure
that allows you to create folders, scenes, and documents. You can also add research

materials and notes to the Binder.

Write and edit

Scrivener has a powerful editor that allows you to write and edit your content. The
editor includes possibilities such as word count tracking, spell checking, and grammar

checking.

In addition to these main functions, Scrivener also offers a variety of other
features that can help you with your writing process.
These features include:
Outlining
Scrivener has a built-in outlining tool that helps you plan your work and keep track of
your ideas.
Research

Scrivener has a built-in research tool that makes it easy to collect and manage your
research materials.

%) C\Users\PHI HUNG\Desktop\123.scriv - Scrivener

File Edit Insert View Navigate Project Documents Format Window Help

* O - - | -
v [] Draft No Style Segoe Ul Regular
[’= Research

Trash

Task management

Scrivener can help you track your progress and stay on task.
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Exporting

Scrivener can export your work to a variety of file formats, including Microsoft Word,

PDF and ePUB.

N CAUsers\PHIHUNG\Desktop\123.scriv - Scrivener

File Edit |nsert Wiew Pavigste

New Project,..
Open..
Aecent Projects

Eavorite Projects
Add Project to Favorites

Show Project in File Explores
Show Apglication Support Folder

Close Project

Clos= All Projects

Save

Save As...

Save and Rebuild Search Indexes
Impert

Export

Sync

Back Up

Save Az Template ..

Fage Setup..,
Print Settings. ..
nnt Preview,.,

2nnt Current Document..
Compile..
£ Options...

Exit

Project Documents

Format Window Help
Cor+ Shifte N
Cd+0

> J Reguiar

Alts F4
Cirl+F5
Cerd+ S

Cird+ Shift+ S
A+ Shift+ S

Cori+ Shift+ P
Alt+F3
Win+Alt+Shift+ P

Uis

Curd+Shift+£
Cirle,

Ceriv Alt+ F4

Here are some specific examples of how Scrivener can be used to organize and manage

your content:

o A folder for each chapter of your novel.

e A scene for each scene in your screenplay.

e A document for each research article you have read.

e A note for each idea you have for your writing project.

How to Use Scrivener for Writing

There are many ways to use Scrivener for writing. Here are a few of the most common

methods:
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File Edit Inset View Navigate Project Documents Format Window Help

vOv+<-E v & About 3 "
A\ About {]a- | segoeU *  Normal ~ |10 1« ~|B A s >
¢ || <Proposal Title> < . About A v
Cover A
— THESIS PROPOSAL TEMPLATE
ucti
Purpose ; outed by Rodert Brimhal

Research Question

Importance About
Method of Approach This template is designed to produce a standard 15-page research or thesis
Work Plan proposal. Bear in mind, however, that the department or the organisation to

which you are submitting a proposal may have specific formatting

Budget
requirements—it’s always best to check.
References
¢ [[] Notes
Notes How To Use This Template
Style Guidelines ¢ Rename the Draft folder in the binder to the title of your proposal
[ Research (when you first create the project, you will notice that the Draft folder

# BB Resources has been given the temporary title “<Proposal Title>").

« Edit the files inside the Draft folder to fill in your proposal.

v Misc
Reseatch Steps o Usef mpile... to con},plle your proposal :*e'ady for pr?ntmg or
exporting. Make sure that “Research Proposal” is selected in the list of
Trash formats on the left of the Compile panel, and then click the “Compile”
button.
Author

This project template was created and kindly donated by Robert Brimhall,
who is in no way affiliated with Literature & Latte.

Einal Nata
+ 100% ~ 261 words ® [

The Binder

The Binder is the main organizational tool in Scrivener. It allows you to create folders,
scenes, and documents, and to move them around easily. You can also add research

materials and notes to the Binder.

The Editor

The Editor is where you do your actual writing. It is a powerful text editor with a variety

of features, such as word count tracking, spell checking, and grammar checking.

The Outliner

The Outliner is a tool that can help you plan your work. You can use it to create an

outline of your story, or to brainstorm ideas.

The Research

The Research tool allows you to collect and manage your research materials. You can
import PDFs, images, and other files into the Research tool, and then easily reference

them in your writing.
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The Task Manager

The Task Manager can help you track your progress and stay on task. You can create

tasks for yourself, and then track your progress as you complete them.

File Edit Inset View Novigate Project Documents Format Window Help
Q- vi4 v - <Proposal Title> = (i} @0

. About No Style - | Segae - | Normal B A v

vE

<Proposal Title>

Cover

Abstract

< [ <Proposal Title>

Title and Synopsis

Label

Status

Avm

Cover No Label  No Status
Introduction
s Abstract No Label  No Status
Research Question Introduction Nolsbel  No Status
Importance Purpose No Label No Status
Method of Approsch Research Question No Label  No Status
Work Plan
. Importance NoLabel  No Status
References Method of Approach No Label  No Status
v [ Notes Work Plan No Label  No Status
Notes Budget No Label  No Status
e Sulcine References No Label  No Status
[ Research
v [ Resources
v [ Misc
Research Steps
Trash
i A T T =

Comparison of different methods

There are a few different ways to use Scrivener for writing. The method that you choose

will depend on your individual preferences and writing style.

The Binder method

v [-] Draft
v [] Chapter
Scene
v [[] Chapter
| Scene
v | Front Matter
Title Page
> EE Research
> TW] Trash

e This is the most basic method.
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The Outliner method

EaE e
=

What's New in 2.0
Search Results

- Binder -
Binder

START HERE

G Dran

Part 1: Basics

+ (i Part 2: Organisation

[ Step 7: Changing Editor Views
Step 8: Splits
& Step 9: Corkboard
Step 10: Outliner
& Step 11: Scrivenings
Step 12: QuickReference Panels
Step 13: Project Search
Step 14: Collections
Part 3: Import, Export and Printing
Part 4: Text Tools
{# step 18: Spiit and Merge
Step 19: Text Editing
Part 5: Customising Projects

Other Stuff You Might Want to Know
v [5] Research

Sheets
Character Sheet
Location Sheet

“ Alhambra

spacewalk_info
ThislsBuzzAldrin

v [ Trash

ideas.

more structured writing process.

The Combined method

This method combines the Binder method and the Outliner method.

plan your work.

the structure of the Outliner method.

have a more free-flowing writing process.

Label

Status

= ’ ol

=N

You simply create folders and documents in the Binder, and then write in the
Editor.

This method is a good choice if you are not a fan of outlining or if you prefer to

Total Target| Total Pro..

¥ (i Part 2: Organisation
n on

¥ Step 7: Changing Edit

= Step 11: Scrivenings
Step 12: QuickReference Panels
Step 13: Project Search

Part 3: Import, Export and Printing

Concept

@ Chapter

@ Chapter

[ Concept

@ Chapter

(] Concept

@ Chapter

Concept
Concept
[J Concept

Concept

) Concept

Concept

< NA

s NA

To Do

<

N/A
N/A
N/A
N/A
To Do

D O

N/A

<

£ 24/08/2006

£ 23/08/2006

2 23/08/2006

£ 11/09/2010

This method involves using the Outliner to plan your work.

0 words

0 words

O words [

0 words

Owords L

0 words
0 words

0 words [
O words [

0 words

0 words [

0 words

0 words

You can create an outline of your story, or you can use the Outliner to brainstorm

This method is a good choice if you are a visual learner or if you prefer to have a

You create folders and documents in the Binder, and then you use the Outliner to

This method is a good choice if you want the flexibility of the Binder method with
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Step-by-step tutorial

Step 1: Download and install Scrivener.

https://www.literatureandlatte.com

= X

%' Scrivener v3.1.5.1

POWERING NOVELISTS
BLOGGERS LAWYERS
BIOGRAPHERS SCIENTISTS
JOURNALISTS STUDENTS
TRANSLATORS TEACHERS
RESEARCHERS MINDS

Installing
Unpacking C:\Program Files\Scrivener 3\wordnet\dbfiles\verb.weather

VMware InstallBuilder

< Back Next > Cancel
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Step 2: Create a new project.
Step 3: In the Binder, create a folder for your project.

Step 4: Inside the folder, create scenes and documents for

your work.

Step 5: In the Editor, start writing.

%) Citlsars\PHI HUNG Dacurnentsh 122.5criv - Serivener = ] x

File Edit lnset View MNavigste Project Documents Fomnat Window  Help

CvO- 4+~ - Intha Edlitor, start writing! =] = g 20
|| praft e Style = | Avial = Regular 12 rnuineo B /] UISE == A S =
- I the Editor, skart writing? A w g
[ Reseanch
S In the Editor, start writing]
+ [ e W00% - 5 words (=

Step 6: Use the Outliner to plan your work.

%) CAUsers\PHI HUNG\Documents\123.scriv - Scrivener = o X

Eile Edit Inset \iew Navigate Project Documents Fopmat Window Help

0O~ I v # New Jext CtdsN ng © 20
[ New Folder Aty ShifteN
L Dokt No Style New From Template v a0/6 Bl Ui==g=IA £i=x
= AV @D
£ Project Settings.. Win=Alts,
[Z Research
Sk 9 Project Targets it Shifts T
ol Stabisbes... Win=Crd+ShifteS
Writing History...
Project Keywords Win+Shift-K
| Project Bookmarks... CtrieShift+8
Empty Tash
7 100% S word Y
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Step 7: Use the Research tool to collect and manage your

research materials.
Step 8: Use the Task Manager to track your progress.

Step 9: When you are finished, export your work to a

variety of file formats.

5 ChUsers\PHI HUNG\Documents\ 123.scriv - Scrivener

File Edt [nsert Miew Novigote Project Documents Fogmat Window Help

Mew Project.. Carl-ShifteN Inthe Editor, start wiiting!
Dpen... Ctrl+ 0
Recent Projects v U
Favotite Projects v M
Add Project to Favorites
viting!
Show Project in File Explores
Show Application Support Folder
Cloze Project AR+F4
Close All Projects Cul-F5
Save Ctrl=5
Save As.., Ctrl« Shift+ S
Save and Rebuild Search Indexes Alt=Shift+S
Imgeort 3
Export * 1+ Shift
v
il QPML or Mindmap File...
BackUp » Qutiiner Contents 25 CSY..,
Save Az Ternplate... Comments & Annotations
Page Setup... Cul-Shift+P as Scrivener v,
Print Settings... Alr+F
t Pregew. Wi Alts Shufte |
urrent Decument trls |

Compile... Ctrl=Shift+E

£ Options.. Cul-,
Exit Curls Alt<F4

| 1002 ~ 5 word:
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Let’s be digital —-

Google Docs

Author: Antonio Lopez Blanes
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Contents

e Introduction.

e Key Features of Google Docs.
e Benefits of Google Docs.

e Use on various scenes.

e Time to practice.

= a Docs Q Search 52 G
Start a new document Template gallery £
Blank document Resume Resume Letter Project proposal
Recent documents Owned by anyone ~ B Az O

(5]

e Google Docs is a type of word processor that is accessed online.

e With Google Docs, you can make, edit, and save documents right on your web
browser.

e These documents are stored in the cloud, which means you can access them from
any computer with an internet connection.

e You can also work with your documents on the go using mobile devices like

Android, Chrome, or iOS smartphones and tablets.
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Key Features of Google Docs

2020 Marketing Strategy (WIP) &8 o
B e o e i | OO = I D
@ P on Mo e BIYUAs? onm E- 15 -~ a

PRESS RELEASE FOR IMEDIATE RELEASE ]

Contact: Ariel Waltkins
Tel, 555-497-3128
Email; aielink42.com
Company Will Provide Consulting o new Start Ups
« e a i

San Francisco mnz announced the debut of their new service to  PRESS RELEASE
help local start-ups and entrepreneurs around the globe starting in the following

locations: Agra, Cairo,Istanbul, and Zambia. This progt entrepreneurs
from allthe locations together to learn from each otherfand provide valuable

resources from Ink-42 itself including classes, mentorship, and of course funding.

Real-Time Collaboration: Google Docs provides real-time collaboration. When

multiple users are actively modifying a le then they all see each other’s changes.

Cloud Storage: Files produced in Google Docs end up in Google Drive, which is the

cloud storage of Google.

Version History: Google Docs has a complete version history which indicates when

modifications were made to that document.

Commenting and Suggesting: Google Docs has features for commenting and

suggesting changes. Users can make comments on specific parts of the document and

invite collaborators by using the “@” symbol.

Offline Access: Although Google Docs operates primarily via cloud computing, it also

allows offline access.

Setting up offline...

Settings

Language
English

[ Always show right-to-left controls

Templates
Display recent templates on home screens

Offline @

Create, open and edit your recent Google Docs files on this device while offline

Not recommended on public or shared computers. Learn more

Activity dashboard

Choose to turn your view history on or off SHOW SETTING
Learn more
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Benefits of Google Docs

Document access: Since documents created on Google Docs exist in the cloud, which
means that regardless of the device that you are using, provided it has internet access
you can simply log in and access it. It is also possible to download the contents, so users
can save a copy of the documents in their personal computers, work offline if there is

not an internet connection, and refresh contents where the connection is available.

Collaboration: Google Docs is ideal for real-time collaboration. The attributes of the
suite are recommendable for team projects, group assignments, and situations in which

the document requires several people to work on it at the same time.

Cost-Effective: Google Docs can be used by one person at zero cost thus making it a
more effective choice compared to conventional paid-for text editors. In addition to this,
Google also provides its services to schools and companies like Google Workspace which

comes loaded with other functionalities.

Ease of Use: Google Docs is similar to other word-processing applications. This means
even if a person is not good with technology, he can use it without problems as it is user-

friendly.
Security: Google utilizes advanced security methods to protect user data.

Integration and Automation: The integration with other Google services and third-
party applications enables users to streamline document management and automate
workflows. For example, users have the opportunity to auto-generate reports using

Google Sheets data or create a document from a Google Form response.

Use on various scenes

e Education: Google Docs helps students do study together and helps teachers
who are overseeing multiple projects.

e Government: Google Docs is used by government agencies for departmental
collaboration.

e Personal Use: Google Docs offers a convenient way of creating and saving
documents like resumes, letters, or personal projects that are to be used for

personal needs.
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e Docs supports many different file types, including DOC, DOCX, TXT, RTF, and
ODT, making it easy to view and convert Microsoft Office files directly from
Google Drive.

e Since Docs is an online word processor, you can share and collaborate with
multiple people on the same document, tracking revisions, changes, and
suggestions all in real time.

Resume # B &
File Edit View Insert Format Tools Extensions Help

Q B New * axt v | Merri.. v | —[6 |+ |
O Open Ctrl+0 1 = 3 4 5.8 =
eyl Y B 2 R e O VS i | \ G
D Make a copy
<&
&+ Share >
- D
i B Email »
i VAarliry N\Tama
| & Download > Microsoft Word (.docx)
. war
OpenDocument format (.odt
/ Rename P ( )
Rich Text Format (.rtf)
Move

{2y Add a shortcut to Drive ey o

. Plain text (.txt)

1 [ Move to bin
s Web page (.html, zipped)
i 55 Mersan metony > EPUB publication (.epub) P
1 ® Make available offline Markdown (.md)
A\ Nataila IONTH 20XX - MONTH 20XX

Time to practice

e Create an example document with Headers.

e Create an automatic table of contents or Index for this document.
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Let’s be digital —-

Zoom introduction

Author: Antonio Lopez Blanes
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Contents

e Zoom’s key features
e How to set up a Zoom meeting
e How to join a Zoom meeting

e How to schedule meetings Free account limits

Zoom'’s key features

e HD video chat and conferencing

e Audio conferencing using VoIP (Voice over Internet Protocol)
e Instant messaging

e Virtual backgrounds for video calls

e Screen sharing and collaborative whiteboards

e Hosting video webinars

How to set up a Zoom meeting

A. Starting a Zoom meeting

Step 1: Log in to your Zoom account.
Step 2: Hover your cursor over the “HOST A MEETING” link at the top-right corner of
the screen, and select one of the following options:

e With Video On

e With Video Off

e Screen Share Only
Step 3: The website will redirect you to the Zoom app and start a meeting.
Here, you can edit meeting settings or copy the “Invitation URL” that you send to the

attendees.
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Upcoming Meetings Previous Meetings Personal Meeting Room Meeting Templates Bk i

nnnnnnn

User Management

Room Management

Account Management Save time by scheduling your meetings directly from your calendar.

Advanced ui Microsoft Outlook Plugin ¢ Chrome Extension

W [« )
B. Adding participants

Step 1: Start a new meeting on the Zoom desktop app.
Step 2: In the new meeting screen, click on the “Invite” but on in the toolbar at the

bottom.

Step 3: Here, Zoom will give you the options to “Copy URL” or “Copy Invitation”. You
can send these to participants via text, email or instant messaging.
Step 4: You can also directly email the meeting details through your preferred email

client via the Zoom app itself.
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How to join a Zoom meeting

A. Join using a Meeting Link
If you have a meeting link, just click on it or paste it into your web browser to join the

meeting.
B. Join using a meeting ID
Step 1: Open the Zoom app and click on the “Join” icon.
eve hid ‘ &

4:53 PM

Thursday, May 07

Step 2: Paste the Meeting ID in the box, add your display name for the meeting and click

on the Join button.
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Join Meeting

Meeting ID or Personal Link Name -

Don't connect to audio

Turn off my video

Cancel

How to schedule meetings

You can schedule a meeting by setting its date and time, Meeting ID, if requires a

password to join or not.

Step 1: To schedule a meeting, open the Zoom app and click on the blue “Schedule”
button (looks like a calendar icon).

Step 2: Enter meeting details in the Schedule Meeting pop-up window that appears. You
can also select your preferred calendar to schedule the event.

Step 3: Once you have adjusted preferences, click on the “Schedule” button at the

bottom right of the screen.

Free account limits

e Group meetings limit at 40 minutes.

e One-on-one meetings used to be unlimited.

e Limit at 100 participants per meeting.

e Automatic subtitles available.

e Only local recording, with no access to cloud storage.

e Limit at 720p video quality, three editable whiteboards, and five two-minute
Zoom Clips.

e Advanced features like Al tools, live streaming, custom branding, and telephone

dial-in are not available.
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Let’s be digital —-
What 1s Google

Meet

Author: Antonio Lopez Blanes
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Benefits of Using Google Meet
Accessing Google Meet
Inviting Participants

Joining a Meeting

Google Meet free plan limits

Benefits of Using Google Meet

Simple to Utilize: Google Meet is easy to use and combines with other Google
Workspace tools, making scheduling and joining meetings very easy.

Clear Video & Sound: Google Meet offers high-quality video and audio, making
sure communication during gatherings is understandable.

Accessibility: Google Meet are available from different devices, like computers,
laptops, tablets and smartphones, making it easy for people to join meetings from

anywhere.

Google Calendar integration.

Accessing Google Meet

Via web browser

Open your web browser and go to meet.google.com.
Sign in with your Google account.
Click on New meeting to start a new meeting or enter a meeting code to join an

existing one.
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H Google Meet ns5-Wed28May @ B @& = @

Video calls and meetings
for everyone

Connect, collaborate and celebrate from
anywhere with Google Meet Can't show today's meetings at the moment

Bk New meeting B Enter a code or link

Using Google Calendar

e Open Google Calendar and sign in with your Google account.

e Click on the “Create” button to schedule a new event.

e Add meeting details and click on “Add Google Meet video conferencing.”

e Save the event, and Google Calendar will generate a Google Meet link that you

can share with participants.

= E Calendar Today < > May2025 Q@ & (wek~ )(B|@) e
SUN MON TUE WED THU FRI SAT
<+ Create ~
. « @ 30 31
(1) . ©
May 2025 ¢ 8 Add title
s M oT oW T F 3
T % e g § Event Task Appointment schedule (D
4 5 . T L] 9 1 ”

@  Wednesday, 28 May 1200pm - 100pm

Time zone - Doesn't repeat

&, Addguests

2 3 4 L Add Google Meet video conferencing e
= (No title)
©  Addlocation 12-1pm
= Add description or a Google Drive attachment
My calendars o |
= Seniors Digitales @

Charoimdans + 1 Busy - Default visibility - Notify 30 minutes before

More options @

Inviting participants

e Via Google Calendar, include email addresses in the guest area. They’ll get an

email invitation containing the meeting connection.
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Suv Wiy 1ve

Add title

Event Task Appointment schedule (D

® Wednesday, 28 May 12:30pm - 1:30pm
1

Time zone - Doesn't repeat

2
2, email@server.org

Add Google Meet video conferencing

Lot
@ Add location '

Add description or a Google Drive attachment

Seniors Digitales @
Busy - Default visibility - Notify 30 minutes before

More options @

e From Meet website, click the “Add others” button within the meeting space and

8 ¢

add emails of the participants.

Add people X

&t Invite

[ ] @ X - me or email
email@server.or nter name or emai
> - 9 F

Suggestions e

No suggestions

Sending email as Seniors Digitales (via Google Meet) <meetings-
noreply@google.com>

Seniors Digitales <seniorsdigitales@gmail.com> is inviting you to
join a video call happening now

o People that you invite here can join the meeting Send i
without asking to be admitted b it

e Distributing the meeting link.
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Your meeting's ready X

2+ Add others

Or share this meeting link with others that you
want in the meeting

meet.google.com/nyy-bdcy-gec 0

0 People who use this meeting link must get your
permission before they can join

Joined as seniorsdigitales@gmail.com

Joining a meeting

Joining a Google Meet via a link

e Receive the Link: The meeting organizer will send you a Google Meet link,
usually via email or chat.

e Click the Link: Click on the link provided. It will open in your web browser.

e Sign In: If you are not already signed in, you will be prompted to sign in with
your Google account.

e Join the Meeting: Adjust your camera and microphone settings, then click “Join

now” to enter the meeting.
Joining directly from the calendar event

e Open Google Calendar: Go to Google Calendar and sign in with your Google
account.

e Find the Event: Locate the event on your calendar.

e Click on the Event: Open the event details.

e Join the Meeting: Click on the “Join with Google Meet” button. This will open the

meeting in your web browser.

Google Meet free plan limits

e For one-on-one meetings, there is no time limit.
e For group meetings with three or more participants, the duration is limited to
e 60 minutes.

e Limit of 100 participants per meeting.
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e Features like meeting recording, noise cancellation, and attendance tracking are
not available in the free plan.

e There is not an automatic subtitles translation of subtitles available.
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Let’s be digital -

Meetings in

Microsoft Teams

Author: Antonio Lopez Blanes
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e Start an instant meeting

e Schedule a calendar meeting
e Invite with a meeting link

e Join meetings

e Microsoft Teams Meetings free plan limits

Start an instant meeting

e Select Meet now Icon in Microsoft Teams in the upper right corner.

e [Edit the Meeting name and select the Calendar-tab to share a link to the meeting.

e When you are ready, select the Start-meeting button to open the meeting pre-join
screen.

e Select Join now to enter the meeting.

[ I tri+E 0 Ay, - ‘
Q n Calendar # Join with an ID O Meet now + New meeting .
@ ) Today < > May 2025 Start a meeting now

o Meeting name

® 26 27 28 P

@ Get a link to share e

. -

&

o

@

Copller

e

Schedule a calendar meeting

e Select Calendar-tab icon in Teams.
e Select New meeting Cross icon at top of the screen.
e Add meeting details and attendees

e Select Send.
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Team Meetmd

o email2@server. org emawl@se!ver.ovg
¢ a & + Optional
<0 Unknown Unknown ptiona

© 28/5/2025 [ 16:30 v

28/5/2025 17:00 v
3om © ) Allday
Suggested: No suggestions available,
(o5} Does not repeat

@ Reunién de Microsoft Teams X
Unk

o)
v

Online meeting

Invite with a meeting link

e Create a meeting or open one in your Teams calendar.

e The meeting link will appear as a URL. Select Copy to copy the URL.
2~ 2.4 ZB

Wednesday
My calendar 4

Team Meeting

miércoles, 28 de mayo 16:30 - 17:00
Team Meeting

© Reunién de Microsoft Teams Reunién de Microsoft Team

[ GO httos //teams. microsoft com/meet/32052956, [l

Join meetings

Join by link

e In your meeting invitation, select Join the meeting now to join on Teams for web
or desktop.

e If you already have the Teams app, the meeting will open there automatically.

e Ifyou have a Teams account, select Sign-in and access the meeting.

e If you do not have a Teams account and the organizer has allowed it, you can

enter your name to join the meeting.

Join from calendar

e Select Teams Calendar tab icon.
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Find the meeting you want and select Join.
A > 1 ¢ 18

= Wednesday
My calendar "4

Team Meeting

miércoles, 28 de mayo 16:30 — 17:00
Team Meeting
© Reunidn de Microsoft Teams Reunién de Microsoft Team

Join with a meeting ID from your Teams app

e Select Teams Calendar tab icon.

e Select Join with an ID.

e Enter a meeting ID and passcode.

e Press Join-meeting to enter the meeting as a participant.

0‘ ## Join with an ID 1 Meet now

Join a meeting with an ID X

Meeting ID @ =

Type a meeting ID e;

Meeting passcode

Type a meeting passcode e)

(4)

t
l Team Mestina —

Microsoft Teams Meetings free plan limits

e Unlimited one-on-one meetings.

e Group meetings (with three or more participants) are limited to 60 minutes per
session and support up to 100 participants.

e Includes features like screen sharing, chat and messaging, file sharing, virtual
backgrounds, and noise suppression.

¢ Do not have meeting recordings, transcripts, breakout rooms, webinar support,

and guest access to teams.

e Includes real-time subtitles only in English.
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Let’s be digital —-
Getting started with
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Introduction

What is Webex Meetings?

Webex Meetings is a cloud-based video conferencing platform that enables users
to host and attend virtual meetings, webinars, and online events.

It supports high-quality video, audio, and screen sharing, making it ideal for
remote collaboration, team meetings, and client presentations.

https://www.webex.com/downloads.html

™~
0D WebE@X products~ Devicesv Solutions~ Resources v Plans & Pricing  Download Join a Meeting Signin @~ Sign Up, It's Free
o

o Download Webex

to connect.

For Windows (64 bit)

Download
mobile app

Key features

HD Video and Audio.
Screen Sharing: Share your entire screen or specific applications.
Meeting Recording.

Breakout Rooms: Facilitate small group discussions within larger meetings.
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e Interactive Tools: Chat, polls, Q&A, and reactions to keep participants engaged.
e Integration: Works with Microsoft 365, Google Workspace, and Slack.

e Available on desktop, mobile, and web browsers.

( .
W;ebex ¢

Sign in

Sign up

Navigating the interface

Overview of the Webex dashboard.

Meetings
o 9 Collapse

O

Start a Webex meeting

Let's get you ready for meetings

Try a test Webex meeting Connect your calendar

Start Connect

Scheduling a meeting

Scheduling

e C(lick “Schedule”: On the main screen, look for a “Schedule” button and click it.
e Fill in Meeting Details.

e Choose Settings (Optional).
e Click “Schedule”.
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Fill in Meeting Details

e Meeting name: Give your meeting a title.
e Date and time: Choose the time for the meeting.
e Duration: Set how long it will last.

e Invitees: Type the email addresses of the people you want to invite.

Meeting link

all meeting invitees

Choose Settings (Optional)

e You can choose if people may join the meeting.
¢ You can mute participants when they join.

e You can also set a password if you want extra security.

Schedule using Webex site

Click “Schedule”

Webex will send email invitation to your guests with the meeting link and details.
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Ways to Join a Meeting

From an Email Invitation

e Open the email invitation you received.
e Click the “Join Meeting” button or link.
e Your browser will open and launch the Webex desktop app (if installed), or let

you join from the browser directly.
Webex meeting invitation: 2026 budget meeting &
De

@ Parte 1.3.ics v D Webex_meeting.ics

is inviting you to a scheduled Webex meeting.

More ways to join:

Join from the meeting link

https:/meet1496 webex.com/meet1496/). php?
MTID=m4ed82b34f4da332217945b4dec579e57
Join by meeting number

Meeting number (access code): 2742 439 5951

Meeting password: WWQNGKINj57 (99764596 when dialing from a video system)

Join by phone
Use VoIP only

Join from a video system or application
Dial 27424395951 @meet1496.webex.com

You can also dial 62.109.219.4 and enter your meeting number.

Need help? Go to hitps://help.webex.com

From the Webex Desktop App

e Open the Webex app on your PC.
e C(lick “Join a Meeting”.
e Enter the Meeting Number or Link from your invitation.
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e Type your name and email if prompted.
e C(lick “Join”.

Join meeting

» meeting, search for a name t

Q 2742 439 5951

In-Meeting Controls

e Audio and video settings
e Screen sharing and whiteboarding

e Chat, reactions, and participant management

Security and Privacy

Locking meetings

e Once all participants have joined, you can lock the meeting to prevent others
from entering.

e How to do it: In the meeting window, click “...” button > “Lock Meeting”.

e This is useful for private discussions or sensitive topics.

e Once all participants have joined, you can lock the meeting to prevent others

from entering.
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Password Protected Meetings

e When scheduling a meeting, you can set a password.
e Only people with the password can join.
e This adds an extra layer of protection, especially for public or widely shared

invites.

Waiting Room
e You can enable a virtual lobby where participants wait until you admit them.
e This gives you control over who enters the meeting.

Webex Integrations

e Microsoft Outlook: Webex add-in for Outlook.
e Google Calendar: Webex for Google Workspace add-on from the Marketplace.
e Microsoft Teams: Webex Meetings app for your Teams workspace.

e Slack: Webex Meetings app for Slack.

% Analytics and Metrics ﬂ [ o e
w @an % 1ZM  AW2020 (GMFG7ON P Tme- Los Argeles 10 o

Add conferencing -

QG Webex meeting 3
[2] Webex Personal Room meeting

M Noconferencing

Free plan limits

e Meeting Duration: Up to 40 minutes per meeting.

e Participants: Up to 100 attendees.

e Number of Meetings: Unlimited.

e Messaging: Unlimited 1:1 and team messaging.

e Screen Sharing: Available.

e Whiteboarding: Unlimited use.

e Recording: Local recording only (no cloud storage).
e Video Messaging: Via Vidcast.

e No Wait Time Between Meetings.
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Let’s be digital —-
GoTo Meeting

Quick Start

Author: Antonio Lopez Blanes

Page 61



EROMOTE

s At

Promoting the Recognition of Women’s Achievements across Europe - Toolkit

Contents

Key benefits of GoTo Meeting.
Getting Started
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Free plan limits

Key benefits of GoTo Meeting

GoTo Meeting is a professional online meeting and video conferencing tool
developed by GoTo.

HD Video and Audio: Clear communication for professional meetings.
Screen Sharing: Share your entire screen or specific applications.

Meeting Recording: Record sessions for later review or sharing.

Drawing Tools: Annotate shared content in real time.

Mobile Access: Join or host meetings from mobile devices.

GoTo

KA Hablando -

Getting Started

Creating an account

Visit https://www.goto.com/meeting.

Click “Start for Free” or “Sign Up”.
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e Enter your email address, name, and create a password.

e You may be asked to verify your email.

e Once signed in, you’ll land on your GoTo dashboard.

GO Mi cuenta

Productos

(o

000
Y
GoTo Meeting

Iniciar reunion instantanea

My meetings

GoToMeeting caduca en 13 dias

Enlaces rapidos

@ Facturacion

suscripcién desde el portal de facturaci6n.

EL PERIODO DE PRUEBA DE Comprar

Vea facturas, realice pagos y agréguelos a su

0e o

@ Reciba asistencia

A Administracion de
productos

Gestione usuarios, administre la configuracién

y defina ajustes especificos de productos.

Downloading and installing the desktop app

o After signing in, click “Start Instant Meeting” from the dashboard.

e Follow the on-screen instructions to complete installation.

e Once installed, open the app and sign in with your GoTo credentials.

Instant Meeting

Reuniones
P e

Mi sala de reuniones

or 3

Futuras

it

E9

How do you want to join today?

Launches the full app with extras like
Download the app  [RESNSSNN.

Want to skip the download? ‘
Join in your browser by opening the link below in
hrome or Microsoft Edge.
https://meet.goto.com/826067117 W Copy link

Ver mi sala de reuniones personal 4

Reunase cuando quiera en su propia
sala
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Scheduling a Meeting

e Click on Create button.
e Setting meeting preferences

e Send meeting link to the participants.

Reuniones < Atrds
Cree una reunion
Mi sala de reuniones itulo
3
Tipo
Futurs . £
Q Fecha
03/06/2025 =]
L Y Dur
1:00 v || 30mi v
Timi v
Sala de reuniones reutilizabl =)
o@
Reuniones A
Budget Meeting
i i 1057300
Mi sala de reuniones :
Unie or
3
Vv Invitacion a la reunion 0 coplar
Futur A Q s
Budget Meeting ’
S e @
Puede unirse 3 mi reunién desde su equipo, tablet o

i smartphone.

También puede acceder desde su tekéfono.

O Budget Meating +34932752
1190 | 0 mn
Obtenga la aplicacion y prepirese para su primera

reunién:

Joining a Meeting
e Open the email invitation you received from the meeting organizer.
e Click on to the meeting link.
e Your browser will open and prompt you to:
- Launch the GoTo desktop app (if installed), or
- Join from the web browser (no download needed).
e Joining via link.

e Itis recommendable to adjust the audio and video setup before joining.
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How do you want to join today?

Join from my desktop

Want to skip the download?

Budget Meeting

Join in your browser by opening the link below in

Google Chrome or Microsoft Edge.

https://meet.goto.com/888610573 W Copy link

Vista previa de la camara Audio @

(o)

@ Utilizar el audio del ordenador

Micréfonos

A I Default - Micréfono (HD Web C... v
Altavoces
4

Default - Altavoz (Synaptics ... ®v

Ajustar automaticamente el volumen de

mi micro

¥

Pl

Unirme a la llamada por teléfono

Rendimiento

Integrations and Add-ons

GoTo Meeting integrates with a variety of tools to help you schedule, manage,
and join meetings from the apps you already use.

Calendar integrations: Outlook Plugin, Microsoft 365 add-in and Google
Workspace Add-on.

Chrome and Firefox Extensions.

Quickly schedule or start meetings from your browser toolbar.

Automatically detect meeting links on web pages and emails.

Benefits: Great for users who work primarily on browsers.

Free plan limits

GoTo Meeting is a paid application that only provides a 14-day free trial version.

In the trial period you can try all the features of the app.
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Let’s be digital —-
Mentimeter:
Presentations with

surveys and

questions
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What is Mentimeter?

Mentimeter is an interactive presentation and polling tool that allows you to
engage your audience in real time.
It is commonly used in meetings, classrooms, workshops, and events to make

sessions more dynamic and participatory.

A Mentimeter

How It Works

The presenter creates a presentation on Mentimeter.
A unique code is generated.
The audience joins via menti.com using the code.

Participants respond in real time, and results are displayed live.

Key Features of Mentimeter

Live polls (multiple choice, ranking, scales, etc.).
Word clouds.

Q&A sessions.

Quizzes and competitions.

Interactive slides with real-time feedback.

Audience participation via smartphones or laptops (no app download needed).
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Creating the presentation

Log into Mentimeter

e On your Home screen, click on ‘+ New Menti’ to make a new presentation or ‘+

New survey’ for an asynchronous activity.
e Mentimeter will directly bring you to the editing screen for your slide deck.

e You can enter a title for your presentation in the upper left corner.

Popular features

£3 O F 9

Word cloud Poll Openended Scales Ranking Pinit
- =~
New Menti v (’; Start with Al ) (\L\mnwlwusmmhoﬂ )
¢ MyFustProseniation P e — B E
g g PR
i
= Joinat menticom use code 67467770 4 ot Content x /
T Mentimeter
F—

3
T Welcome to the exam preparation P:j:m -
4 _ Q&A session
¢ a menti.com ‘
A 6746 7770
Change Template

Before adding more contents, change the theme of your presentation from the

‘Template’ menu.
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Templates

| Alitemplotes Alltemplates.

Toam Meating

Workshop & Brainstorming

Toam Buiding

Coliect weekiy priorities Meeting check-out
7sade Seides
How do you feel about work?
3 P o
Sk tomplates whon o o
creating -

Add Content or Questions

e Now you are ready to add content or questions on your presentation slides.

e To add any question, first select the question type from ‘Popular question types’
or ‘Advanced question’ menu under the ‘Type’ tab.

e After you select the question type you will be prompted to enter the content for

the question under the ‘Content’ tab.

\ Mentimeter — . ‘ " ‘

Question type

[ 4 Muitiple Choice v]

Interactive questions

[ 4 Muitiple Choice s/]

#8 Word Cloud
Open Ended
Scales T

P Ranking Templates
Q8A

? Guess the Number

100 points

%, 2x2Gnd

9 Pinonimage

2

gl Select Answer

¥ T

Show QR code (® o

Quiz Competition

e If you want to create a quiz competition, then choose between the ‘Select Answer’

or ‘Type Answer’ question types under the ‘Quiz Competition’ menu.
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The ‘Select Answer’ can be configured as multiple choice or multiple answer
question by selecting how many answers are correct.

The ‘Type Answer’ is essentially a fill-in-the-blank question type where you can
set multiple correct answers.

You also have the option to add a ‘leader board’ after a quiz question so
participants can see the highest scores of the quiz and there will be a sense of

competition and fun.

Share Voting Link and Instructions

Before you present, you will need to share the presentation with your audience to
allow them to participate and interact with your presentation.
To do this, click on Share and select the Participation tab to share a Mentimeter

code, web link or QR code with your audience.

Where are you working from?

21

19%
g 16 | was feeling stressed
d Mentimeter = . today
@ | strongly disagree
Where are you % “ i
£ | disagree
working from?

n . Neuucl
| agree
n | strongly agree
@ The Offlce OIher

B Send a comment

Free account limits

Unlimited presentations and slides.

Up to 2 questions per presentation.

Up to 50 participants per month.

Basic question types (e.g., multiple choice, word cloud).
Access to templates.

Audience participation via menti.com.

No integrations (e.g., with PowerPoint, Zoom, or LMS platforms).
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e Create your first Slido.

e Create your quiz questions.

e Quiz timer.

e Activate the quiz so participants can join.
e Run the quiz.

e Display the leader board.

e Slido free plan limits.

What is Slido

e Slido is an easy-to-use Q&A and survey platform for live, remote or hybrid
meetings, events, classes, and webinars.
e It integrates well with video conferencing applications, making communication

seamless and efficient.

slido

Create your first Slido

e Select Create a Slido.

e When the pop-up appears, pick the dates and give your Slido a name.

e Click Create Slido in the pop-up.

e You can now create polls, quizzes, set up your Q&A and test everything before

your meeting or event starts.
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| My slidos
2 Team

~  Analytics

© Tutorials ‘

(> Integrations X
°

® Microsoft T
il Create a slido Set up slido in your tools
® Zoo

Run polls and Q&A in your browser Get started in integrations

> See how Slido works

When do you want to use this slido?
Start date End date

June 5, 2025 7] June 7, 2025

Give your slido a name

2026 Budget

[ @ Anyone with the code or link can participate ] Cancel Create slido

Create your quiz

e Use the + Add new button to create a new interaction and select Quiz.

¢ Give your quiz a name.

e Click + Add first question and enter your question-and-answer options.
e Mark the correct answer using the checkmark on the left.

e Select + Add another quiz question to add more questions.

«  2026Budget % Upgrade © wn5-7,2025  # 2580701 © | & Share || @ Present ‘
B My interactions. «
Add new interaction
m & Templates
—
o vy - - Add —
Poil
” G Audience Q2A [&] Muttiple choice X Word cloud [Z) Opentext
r ppe:
Q —
CE— [losmm—]
pre— m o —
-— o [
f~ Ranking % Rating Quiz 5 survey
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) Upgrade

« 2026 Budget

a

# 2580701 ©

o5 Share H () Present

5] My interactions « @ Quiz o
~ + Add 88 Templates Quiz 1 o]
@ Audience Q&A
ASIORA 1o CORCtQUMtonETom . )
Polls
i ’ G gty

Q 0 participants

@) Final leaderboard

+ Add first question

Quiz timer

e Every quiz question will default to having a 20-second timer.

e You can change this when creating or editing quiz questions.

« 2026 Budget

® My interactions

& Upgrade

)

« « Back to all quiz questions

Quiz question

Ovotes « 20sec v

@ Aud 2A g
sl What would you like to ask?
Add QA to collect questions f i =
Rchance (@ Don't forget to mark the correct ans
Polls
@ Option 1
Quiz1 A
1 question
@ o participants © Option 2
@ Untitled ‘
0 votes )
+ Add option

@ Final leaderboard

+ Add another quiz question

# 2580701 © { < Share H @ Present | - |

Poll settings Close X

Add quiz timer [ o]

Set a time limit to answer the question

No. of seconds =) 201+
Add leaderboard a»
Show leaderboard after this question to build
competition and suspense

Poll description a»

Add a description visible to participants

Add image

B® 6
Choose from a library with thousands of images or

upgrade to upload your own

Activate the quiz so participants can join

e Once you re all set, click the Play but on or Start interaction to activate your quiz.
e Before jumping to the first question though, make sure to give your participants

time to join the quiz.
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«

2026 Budget

¥ Upgrade

My interactions

8 Templates

Audience Q&A
Add

Polls

Quiz1 -~

1 question

@ o participants O

) What is the primary focus of the 2026
budget for University?

@ Final leaderboard

Run the quiz

(] # 2580701 ©
@ quiz

Quiz 1

Quiz question
0votes « 20 se

1

What is the primary focus of the 2026 budget for University?

Leaderboard
Quiz results

+ Add another quiz qugdlin

b Start interaction

< Share H ®

Present

®) View as participant

e After beginning with the first quiz question, use the control bar below to move

forward.

e Click Lock voting to display the results and then click Reveal answer. Then

continue your quiz by selecting Next question.

e Ifyou are using the quiz timer, voting is locked and results appear automatically

when the time is up.

Q4

Q4 planning 2

N  Noel

e my name while using
0. Learn more

| agree to

slido
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Display the leader board

Slido quizzes will automatically generate and display a leader board after the

final quiz question.
Quiz participants are automatically ranked based on the number of correct

answers they chose and how quickly they responded.

Leaderboard

#1 Susan @ 31/32

#2  Frank @ 29/32
#3  Martin @ 28/32

Hardest question 100% &%

What was our YoY growth in sales?

Slido free plan limits

Unlimited events with up to 100 participants per event.
Three polls per Slido.
Does not include access to surveys, quizzes, data exports, branding

customization, moderation tools, or advanced privacy settings.
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Let’s be digital -

How to use Miro

Author: Antonio Lopez Blanes
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e What is Miro.
e What you can do with Miro.
e How to use Miro.

e Free account limits.
What is Miro

e Miro is a collaborative online whiteboard platform designed to help teams work

together visually, no matter where they are.

e It’s widely used for brainstorming, planning, and managing projects in real time.

M miro

What you can do with Miro

e Create diagrams and flowcharts (e.g., mind maps, org charts, user journeys).

e Collaborate in real time with team members using sticky notes, comments, and
drawing tools.

e Run workshops and meetings with built-in facilitation tools like timers, voting,
and templates.

e Integrate with other tools like Slack, Microsoft Teams, Jira, Notion, and more.

e Use templates for agile workflows, design sprints, product roadmaps, and more.

How to use Miro

Create a new Miro board.

e To create a new board, head to your dashboard and click on the plus icon labelled
New board.

e Share to invite people to edit your Miro board with you in real time.
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Create your own content in Miro.

e You can add contents from the creation toolbar, on the left of your board.

e From there, you can drag and drop shapes, link them up with connection lines,

add text, or draw using the Pen tool.

WG . 5 3 n s x NS0 — - I

Use a template.

Templates are fully customizable.

Diagramming [ X MIf0 Leunchprocess & 3 4 A Q syo BRE * ¥ & 8¢ © EED
umML . LqunGh Wby doue eed
ocmes 80O process
maoooo A "
OO0 D o | 3 ‘m
eecox * @GS o . .:ssv as ® 8 -
u] |

7} t
9 0 ) -1 & { Carousel l H
booDOs s _I_ """"" i

A Tamara :
B0 BEB h ‘em » T
o . BRI ..o s

: J
Google Cloud RPN
>
@

More shapes =
[ . =Te

Add context to your Miro board.

e Embed everything from YouTube videos to Google Sheet documents simply by

pasting a URL onto your canvas.

e With over 130 app integrations, Miro also lets you import content from other

popular platforms, like Jira, Asana, and ClickUp.
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Share your Miro board.

e Invite others to view and comment on your board using the Share button on the
top right.

e From there, you can tag each other in comments.

e You also can share a link to your Miro board, embed it on other websites, or

simply export it as a PDF or image.

Free account limits

e Up to 3 editable boards per team (No private boards).

e Unlimited team members.

e Real-time collaboration with comments and reactions.

e Access to templates.

e Basic integrations (e.g., Slack, Microsoft Teams, Google Drive, Trello).
¢ Embedded media and boards.

e Talktrack (up to 5 recordings).
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Introduction

Conducting meaningful interviews is a central element of the PROMOTE Project, as it
allows participants to give voice to the stories and achievements of senior women
through respectful, well-prepared, and technically sound conversations. This section
provides practical guidance on the different types of interviews, the preparations steps
required, and key techniques to ensure both clarity and authenticity in the final
outcome. Special attention is given to building trust with the interviewee, mastering
technical aspects of video and sound recording, and structuring the interview to elicit

rich, personal narratives. Whether used in educational, community, or media settings,

J

these tools aim to

empower interviewers

-particularly older and
younger students
involved in the
project- to confidently
and effectively
document real-life
experiences that
deserve recognition

and visibility.

There are three types of interviews:

The background interviews

These call on your technical, analytical or scientific knowledge. You may also be asked to
give a detailed account of a fact or current event. These interviews demand thorough

preparation and may extend over a long period.

Example: the interview with Klauss Barbie by a German journalist published by

Stanford University lasted 4 days).

Page 82



PROMOTE
et Promoting the Recognition of Women’s Achievements across Europe - Toolkit

Question and answer interview

These are like a dialogue. The interviewee is introduced by the journalist. It may be used
afterwards as a feature article in print or as a short interview segment on print, radio or

television.

Example: all interviews with political figures.

The portrait

Similar to a Q &A (Question and Answer) interview, but this time the focus is on the
interviewees in greater detail, with additional incursions into their world (interviews
with friends, colleagues, relatives). This format is more often used in documentary

films.

Example: Portrait of Martin Scorsese.

Before the interview

Clearly identify the objectives of the interview

e Know precisely the broadcast channel and viewer habits.
e Define the final length of the interview.
e Define the technical framework of the interview.

e Define the maximum length of time you want the interview to last.

Get to know your interviewee before the interview

e Find out as much as you can about their life and personality.
e Define the angle of attack for the interview (what do you want to learn?)
e Assess whether the interviewee is able to express themselves confidently and

clearly on camera.

Choose the right place to make the interview

e A place where the interviewee fells secure and comfortable.
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A place where there is no background noise for the quality of the recording
system.
A location where daylight does not change (to have the same white balance

throughout the interview)
Choose the right technical equipment and master its use

before the interview

Master the use of the camera and sound recording system
Carry out white balancing for images and a signal input test for sound

Prepare the technical framework and carry out tests before recording

Have an interview guide

Have questions drafted in advance to be more effective in finding your angle of
attack

Write closed questions at the beginning and gradually open them up towards the
end

Be able to go beyond the questions you have planned to ask, to bounce off an

answer.

The basics of interviewing: Building confidence and

listening

For most interviewees, the exercise does not come naturally, and you have to
explain or even reassure them.

You need to take the time to put them at ease, explain the reason for the
interview, remind them of its purpose.

You also need to do technical adjustments (show them how to frame the camera,
have them listen to their voices)

Start the interview without recording, go through all the questions, have them
rephrase the answers if you don't understand them.

Only then should you record, avoiding questions that turn out to be irrelevant.
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Three ways to conduct an interview

The directive interview consists of asking very precise questions, refusing
digressions or evasive answers. This is an aggressive method, suitable for short
street interviews formats, such as the man-on-the-street interview: three
questions, three answers -each about five lines long-.

The non-directive interview consists of asking a very open introductory question
and then letting the interviewer monologue at will. This lax method is useful for
discovering the personality of your interlocutor when you know nothing about
him/her, but it rarely yields any information.

The semi-directive interview alternates open and closed questions, general and
detailed questions. This alternation allows for follow-up questions, encourages

exchanges, and establishes a relationship of sharing and even cooperation.

Conclusion: Things to remember

Prepare the interview: Beforehand, establish an angle of attack, prepare a set of
approximately twelve questions, ranging from closed questions to open-ended
questions. This set is the interview guide. You can deviate from it with other
questions, but you need to come back to it to fulfil your objectives.

Set a maximum for the interview: 30 minutes for an edited interview of 5
minutes maximum.

Meet the person BEFORE the interview to explain the context, the objective and
how the video will be used.

Choose a location in which the interviewee will feel comfortable and confident.
Set up the technical equipment and, if necessary, explain how it works to the
interviewee.

Approach the interview as a natural conversation to help the interviewee feel
comfortable and speak freely.

Ask a single question in the question.

Do not give the answer in the question.

Begin recording by repeating the questions and guiding the answers to reduce

excessive editing afterwards.

Page 85



PROMOTE
i

Promoting the Recognition of Women’s Achievements across Europe - Toolkit

Preparation of

Interviews
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The following guidelines offer a
practical structure for planning
and carrying out the activities
developed within the PROMOTE
Project. They are based on the
experiences and best practices of
the participating partners and are
intended to support educators,

facilitators and institutions that

wish to replicate or adapt the
initiative.
Begin with close questions

e How old are you?

e Where were you born?

e Where did you grow up?

e Do you have fond memories of school?

e For the next questions, change the order if you want.
e At what age did you get married?

e At what age did you start working?

e Did you have children?

e Have you changed jobs?

Afterwards, ask the open questions and organized them

around tree topics:
1. School

e What was the biggest challenge you had to overcome?

e What do you consider to be your greatest achievement?

e Ifyou could give advice to young people today, what would it be?
2. Family

e What was the biggest challenge you had to overcome?

e What do you consider to be your greatest achievement?
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If you could give advice to young people today, what would it be?

3. Work

What was the biggest challenge you had to overcome?
What do you consider to be your greatest achievement?

If you could give advice to young people today, what would it be?

Choose another two questions in this list:

What has always made you happy, no matter the time?

What is the most important life lesson you have passed on to your children or
grandchildren?

How have you perceived the changes in the world over the years?

What impressed you the most?

Looking back, is there anything you would do differently?

Questions added after hybrid workshop in Alicante

How do you think it could have been easier to achieve the achievements you have
reached?

What was your relatives’ reaction to come back to studies and work?

What advice would you give to younger generations?

How to find the motivation to continue school with the children?

The biggest obstacle in our life?

What was the best and the worst moment in your life?

Describe the situation of women in your country?

What are your best memories of your childhood and teen years?

Which specific event in the course of your life was a cornerstone for you and
helped you grow and become more mature?

What was life like when you were still a teenager?

Which custom in your country of origin you would like to share with everyone?
Which memory of your home country is your favourite?

Which traditional dish reminds you of your childhood?

What was your main source of inspiration in your early years?

What changes did motherhood bring into your life?
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e What advice would you give to a younger version of your own self, aged 18?
e Which values would you like to pass down to future generations?
e What do you consider to be your greatest achievement?

e If you could give advice to young people today, what would it be?
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Creative Writing

Author: Diana Zlibut
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Introduction

Creative writing plays a key role in the PROMOTE Project as both a tool for self-
expression and a means of shaping compelling narratives about lives and achievements
of women from older generations. Far beyond a stylistic exercise, creative writing
fosters imagination, emotional awareness, and critical reflection. This section presents
essential techniques and

recommendations for developing

personal voice, structuring nuances

stories, and adapting narrative —
strategies for use in interviews. By \
encouraging creative, empathy and :
clarity, creative writing enables both

interviewers and interviewees to co-

create authentic and powerful
portrayals that resonate across

generations.

Goals of creative writing

e Creative writing aims to express the author’s most deeply held feelings and ideals
-often hidden beneath layers of allegorical storytelling -and to guide the reader
toward understanding them.

e It broadens the reader’s horizons, sparking curiosity about topics they may have
previously found uninteresting or unfamiliar.

e Creative writing has the power to shift perspectives, potentially transforming the

reader’s outlook on life and, in turn, their lived experience.

Useful techniques

Imagination
One of the most powerful things in the world is the human mind, and the process
behind innovation, behind the implementation of the ideas that changed society as a
whole, is imagination. With its help, one can create entire worlds in their mind, control
every single detail of complex scenario and write them down accordingly.
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It also encourages deeper self-knowledge and offers a means to share that insight with

others through storytelling.

Gathering knowledge

When writing, it is important to be aware of historical facts, events, psychology,
sociology and general knowledge in as many domains as possible. Before engaging in
creative writing, it is advisable to have as much knowledge as possible in different
subjects, as it would give more accuracy to the writing, one would not want to use a term

wrongly.

Your state of mind

Have you ever observed how your emotional state affects the way you write about a
subject -how sadness, joy, anger or nostalgia can shape your tone and perspective?
Being aware of your own state of mind is essential, as it can significantly influence your

writing, often without you even realizing it.

Choosing a place

Choosing the right place to write is an important part of the creative process. Whether it
is in a quiet garden, jotting ideas in a notebook under the shade of a tree on a sunny day,
or working directly on the computer in the calm of an office, the environment can
deeply influence focus, mood and inspiration. Selecting a space where the writer feels

comfortable and undistracted helps foster creativity and concentration.

Taking sides

When writing a short novel or story, it is important to consider narrative perspective
and character development. While the plot may center around a main character, giving
depth and complexity to secondary characters can enrich the narrative. Exploring their
motivations -even when their decisions oppose those of the protagonist- adds realism

and emotional nuance.

Page 92



PROMOTE

i ey

Promoting the Recognition of Women’s Achievements across Europe - Toolkit

Recommendations

Let your creativity run freely, there is no reason to contain it, just one needs to
chisel it.

Use figures of speech if you wish.

Sometimes showing what a character does works better than describing an idea
with words.

Understand your audience- are you writing something for yourself alone, is it for
teenagers, for young adults, for people of a certain group? Remember who you're

writing for.

Helpful exercises

Listen to music and imagine an action, its setting, the characters involved and the
conflict between them. Take a short walk as you listen, and imagine the action
from the protagonist’s perspective. Then, take another walk and imagine it from
another character’s perspective.

If you have a talent for drawing, start drawing a scene between two characters,
focusing on the tension between the two and what each character adds to your
writing.

Spend a few minutes every day, thinking about yourself, about your ideals and
what you believe in, what you want to share to the world and why. Write
everything down and think of situation where these ‘lessons’ would be applicable,

then write the circumstances down.

You can do anything

Therefore, feel motivated to engage in the process of creative writing! Every mind is

sublime in its own way and expressing its deepest thoughts is an art in and of itself. By

having the capacity of thinking, you are already halfway there on the road to creative

writing.

How to apply the techniques in an interview

Find a relaxed spot, perhaps engage in small talk about different topics.
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o Before the interview, especially if the topics of the interview are more sensitive,
start with open-ended questions, let the interviewees express themselves freely
and then go to the details.

e Always keep note of their feelings and do not focus on questions if you notice a
negative change in their behaviour.

e Allow them to express their own opinions and experience in a neutral way, even if

your opinions disagree.

Examples of questions to ask and not to ask

Recommended vs non-recommended question formats:

e “Can you tell me about your experience with strict teachers?” VS “Tell me about a
teacher who was rude to you”.

e “How did you feel when the political situation changed?” VS “Did you feel sad?”
or “Did you feel happy?” (open-ended questions allow the interviewee to give
more nuance to their answers).

e “How would you say the educational experience was for a pupil during
communist times?” VS “So tell me about the communist times” (too vague, and

the interviewee would be unsure what to start with).

It is very important to not ask a too vague question, or a too detailed one.
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