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Kasr Al-Ainy Greifswald
C O U R S E  B I N D E R  ·  O R G A N I Z E R  G U I D E I N  O N E  PA G E

I F  Y O U  R E A D  O N LY  O N E  PA G E

One curriculum. One calendar. No silent
changes.
The site answers four questions for the organizers: what are we teaching, when, who is
teaching it, and what is still missing?

H O W  A  L E C T U R E  R E A C H E S  T H E  C A L E N D A R

S T E P  1

Curriculum
You set the modules, their

topics and the lectures each
topic needs.

S T E P  2

Faculty
Lecturers register by the

group's link. You approve
each registration.

S T E P  3

Choice
A lecturer chooses a topic, a

day and an hour, and writes
the title.

S T E P  4

Review
You approve it. Only then is

it on the official calendar.

What the site always does What it never does

S E L E C T I O N  I S  N O T  A P P R O VA L

A lecturer choosing a place creates a proposal that waits for you. Approval puts it on the calendar. The printed

programme and the calendar file show approved lectures only.
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Keeps time on the fellowship's clock (Berlin) and

shows each reader their own.

Records every change with who, when, what stood

before and after.

Tells the people affected, by e-mail, when a session

changes.

Keeps the history: cycles are archived, never deleted.

Put a lecture on the calendar before an organizer

approves it.

Let two lecturers take the same place.

Move a session, or override a closed day, without

asking you first.

Hard-code anything academic: names, dates, counts

and texts are all yours to change.
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C O U R S E  B I N D E R  ·  O R G A N I Z E R  G U I D E C O N T E N T S

C O N T E N T S

Find what you need.
Parts 1 to 3 follow the year as it is prepared. Part 4 is for the settings and the record.
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P A R T  1

The year
How ready the calendar is, what is still missing, and what must be taught.

01 The overview
One question: how ready is the calendar?

02 Coverage
Module by module, topic by topic

03 The curriculum
Modules, topics and the lectures each needs
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C O U R S E  B I N D E R  ·  O R G A N I Z E R  G U I D E 0 1  ·  T H E  O V E R V I E W

0 1  ·  T H E  Y E A R

The overview
The first page after you sign in. It answers one question: how ready is the calendar?

Needs attention lists what waits for you, decisions first. Each line opens the screen where it is dealt with.
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1

2

3

Lectures confirmed, against what the curriculum asks for.1

Open the calendar.2

The bar: confirmed, waiting for you, and still without a lecturer.3
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C O U R S E  B I N D E R  ·  O R G A N I Z E R  G U I D E 0 2  ·  C O V E R A G E

0 2  ·  T H E  Y E A R

Coverage
Coverage goes module by module and topic by topic: what is confirmed, what waits, and what still has no lecturer. It

describes; it never scores or ranks anyone.

WO R D M E A N I N G

Confirmed Approved by an organizer; on the official calendar.

Awaiting approval Sent by a lecturer; waits under Review.

Back with lecturer You asked for a change; the lecturer keeps the place.

Still without a lecturer Places the curriculum asks for that nobody has taken.
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C O U R S E  B I N D E R  ·  O R G A N I Z E R  G U I D E 0 3  ·  T H E  C U R R I C U L U M

0 3  ·  T H E  Y E A R

The curriculum
What must be taught: the modules in their order, their topics, and the lectures each topic needs. Each module keeps

its own teaching day and hour, its kind of session, and the day choosing closes.

Every change is recorded with your name. A module's count of sessions (Module 3: five or six) is a number you set here,

not a rule in the program.
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1

2

3

4

The module's own rules: lectures to a place, how it is

held, teaching day and hour, sessions, kind of session,

when choosing closes.

1 A topic: edit it, move it up or down, archive it.2

Add a topic, with the lectures it needs.3 Archive the module. Nothing is deleted.4
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P A R T  2

The calendar
The working view of the curriculum: when each session meets, and what stands in it.

04 The calendar
Month, week, timeline, module by module

05 A session
Day, hour, how it is held, its places

06 Moving a session
Nothing moves until you confirm

07 Closed days
Holidays, observances, congress weeks
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C O U R S E  B I N D E R  ·  O R G A N I Z E R  G U I D E 0 4  ·  T H E  C A L E N D A R

0 4  ·  T H E  C A L E N D A R

The calendar
Month, week, timeline, or module by module. Each session is marked with where it stands. Narrow it by module,

lecturer or status, or show only what is still missing.

The key under the filters reads the marks: confirmed, awaiting approval, partly filled, no lecturer yet, no teaching.
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1

2 3

4

The views: month, week, timeline, modules.1 Filters: module, status, lecturer, format, kind of place.2

Show what is missing only.3 A session. Open it to change it.4
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C O U R S E  B I N D E R  ·  O R G A N I Z E R  G U I D E 0 5  ·  A  S E S S I O N

0 5  ·  T H E  C A L E N D A R

A session
Open a session to set its day and hour on the fellowship's clock, how it is held, its meeting link, and its places. A

session is at most 150 minutes, as the cycle says.
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1

2

3

The day and the start, on the fellowship's clock (Europe/Berlin).1

How and where: online, on site, or both; the kind of session.2

Save changes. Nothing is stored until you save, and those holding a place are told what changed.3
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C O U R S E  B I N D E R  ·  O R G A N I Z E R  G U I D E 0 6  ·  M O V I N G  A  S E S S I O N

0 6  ·  T H E  C A L E N D A R

Moving a session
Drag a session to another day, or open it and choose Move. Nothing moves until you confirm: the question shows

what changes, who is told, and any closed day or clash.

No silent changes. A move, a new hour or a new meeting link is sent by e-mail to everyone who holds a place in that session.
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1

2

A session: drag it to another day.1

The rule, under the calendar: nothing moves until you confirm.2
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C O U R S E  B I N D E R  ·  O R G A N I Z E R  G U I D E 0 7  ·  C LO S E D  D AY S

0 7  ·  T H E  C A L E N D A R

Closed days
The periods when nothing is taught: holidays, observances and congress weeks, for each country. A lecturer cannot

choose a date inside one.

An organizer may override a closed day, with a written reason. The override asks for confirmation, and it is recorded

in the audit log.
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1

Add a period: its name, its days and the country it holds for.1
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P A R T  3

The faculty
Lecturers register themselves through one link. You decide who teaches, and approve each

lecture.

08 The group's link
One message for the faculty's WhatsApp group

09 New registrations
Approve, ask a question, or decline

10 Personal invitations
To ask someone by name

11 Review
Every lecture, before it is official



Kasr Al-Ainy Greifswald
C O U R S E  B I N D E R  ·  O R G A N I Z E R  G U I D E 0 8  ·  T H E  G R O U P ' S  L I N K

0 8  ·  T H E  F A C U L T Y

The group's link
The organizers do not need every colleague's address. Under Invitations, open The registration link: one link for

the year, with a ready message for the faculty's WhatsApp group.

Claim link. For lecturers whose profile you already made, open Claim link beside it: it is open for 7 days from the

moment you open it, or until Close now. Under Claimed profiles, Confirm, Undo or Move each claim.

Anyone with the link can register to teach in that year. Turn off stops registration; Replace the link makes a new

one, and the old one stops working.
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1

2 3

The message, ready to send. Change the words if you wish.1

Copy the message, to paste it in the group.2

Open in WhatsApp, with the message already written.3
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C O U R S E  B I N D E R  ·  O R G A N I Z E R  G U I D E 0 9  ·  N E W  R E G I S T R AT I O N S

0 9  ·  T H E  F A C U L T Y

New registrations
Each registration arrives under New registrations, with the profile and the photograph. Read it, then answer. The

answer goes to the person by e-mail.

The overview counts the registrations waiting for you under Needs attention.
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1 2 3 4

Approve: they join this year's faculty and may choose a

lecture at once.

1 Ask a question: something is unclear; they correct it and

send it again.

2

Decline: they cannot teach this year.3 This is someone we already have: merges the registration

into their profile in the faculty database, so no one is

entered twice.

4
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C O U R S E  B I N D E R  ·  O R G A N I Z E R  G U I D E 1 0  ·  P E R S O N A L  I N V I TAT I O N S

1 0  ·  T H E  F A C U L T Y

Personal invitations
To ask someone by name, Invitations still sends a personal e-mail. It is the second way in; the group's link is the first.

The list shows who was invited and who has answered.

The invitation's text is yours to write. The site fills in the days and the names.
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C O U R S E  B I N D E R  ·  O R G A N I Z E R  G U I D E 1 1  ·  R E V I E W

1 1  ·  T H E  F A C U L T Y

Review
Every lecture a lecturer sends waits under Review, the longest waiting first. Each shows the topic, the day and hour

on both clocks, and the lecturer.

Each answer is sent to the lecturer by e-mail.

Fellowship of Neuroendoscopy · Cairo–Greifswald · 2027 Screens show the demonstration year 17

1

2

3

4

Approve: it goes on the official calendar.1 Ask for changes: it returns to its lecturer, who keeps the

place.

2

Decline: the place is open again.3 A similar title already on the calendar, so two lecturers do

not prepare the same talk.

4
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P A R T  4

Keeping it
The record of every change, the site's own settings, the years, and paper.

12 The audit log
Who, what, when, before and after

13 Site settings
Name, marks, colour, every text

14 Cycles
The programme year by year

15 Print and export
A4 programme and calendar file
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C O U R S E  B I N D E R  ·  O R G A N I Z E R  G U I D E 1 2  ·  T H E  A U D I T  LO G

1 2  ·  K E E P I N G  I T

The audit log
Every important change: who made it, what and when, what stood before, and what stands after. Narrow it by kind

of change, by person, or by dates.
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Kasr Al-Ainy Greifswald
C O U R S E  B I N D E R  ·  O R G A N I Z E R  G U I D E 1 3  ·  S I T E  S E T T I N G S

1 3  ·  K E E P I N G  I T

Site settings
The name, the marks, the colour and every text of the site. Each part shows a preview as it will appear. Nothing

changes until you save.

Everything academic is yours to change. Module names, topics, dates, counts, durations, teaching day and hour, time

zone, holidays, kinds of session and lecture, invitation texts: all of it is set in these screens, not in the program.
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Kasr Al-Ainy Greifswald
C O U R S E  B I N D E R  ·  O R G A N I Z E R  G U I D E 1 4  ·  C YC L E S

1 4  ·  K E E P I N G  I T

Cycles
The programme, year by year. Each cycle has its own modules, dates, closed days and people. Start the next one from

this year's structure: the modules and topics are copied, not the lectures, dates or private materials.

History is never deleted. A finished cycle is archived and can still be read.
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C O U R S E  B I N D E R  ·  O R G A N I Z E R  G U I D E 1 5  ·  P R I N T  A N D  E X P O R T

1 5  ·  K E E P I N G  I T

Print and export
The programme on A4 paper, and a calendar file for Outlook, Google and Apple. Both show approved lectures only.
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1

2

Print this sheet: the programme as it stands, on A4.1

The calendar file: the whole cycle, or one module.2
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P A R T  5

The fellows
From the call for applications to the certificate: who may apply, the review, the record of

each fellow, attendance, questions, forms and certificates.

16 Applications
The rules, the call, the list

17 One applicant
Shortlist, ask, accept, waiting list

18 The fellow's record
Everything about one person, correctable

19 Attendance
The code, the marks by hand

20 Questions and forms
Moderate, answer, evaluate
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C O U R S E  B I N D E R  ·  O R G A N I Z E R  G U I D E 1 6  ·  A P P L I C AT I O N S

1 6  ·  T H E  F E L L O W S

Applications
Open the cycle and choose Applications. One screen holds the call: the day it opens and closes, the age and

experience limits, the number of places, the documents asked for, the wizard's options and the decision day. Each

part has Save and Reset to the default; every change is in the audit log.

Under Applicants the counts come first: received, waiting for a decision, accepted, places left. Below them the list,

with portrait, country, years, whether the rules are met and the status. Filter by status, search by name or institution,

or export to a spreadsheet.

Nothing is hard-coded. The limits, places, documents and texts are yours to set. The public Can I apply? check and the

form use the same rule, so they always agree.
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Kasr Al-Ainy Greifswald
C O U R S E  B I N D E R  ·  O R G A N I Z E R  G U I D E 1 7  ·  O N E  A P P L I C A N T

1 7  ·  T H E  F E L L O W S

One applicant
Open a name to read the whole application: the rules as they stood when it was sent, the answers, the motivation,

and each document through a private link. The main button is the next step; Other answers hold the rest: Ask a

question, Accept, Waiting list, Decline.

Every answer asks first, names the person and says what they will read. It is written to the audit log and the e-mail is

queued in the same moment.

W H E N W H AT  H A P P E N S

All places are taken Accepting needs a reason and is audited as an exception; the waiting list takes the rest.

A fellow gives up a place The site shows the offer to the first on the waiting list and asks you to confirm. Nothing is offered

silently.

An offer is not answered It lapses on the day shown; you decide whether to offer the next person.

Fellowship of Neuroendoscopy · Cairo–Greifswald · 2027 Screens show the demonstration year 25



Kasr Al-Ainy Greifswald
C O U R S E  B I N D E R  ·  O R G A N I Z E R  G U I D E 1 8  ·  T H E  F E L LO W ' S  R E C O R D

1 8  ·  T H E  F E L L O W S

The fellow's record
Under Fellows, one page per person holds everything: the application, contact and sign-in, attendance session by

session, credit hours, certificate, questions, messages, and the versions of every change. An organizer can correct

anything a fellow does, always with a reason and an audit entry.

View as this fellow shows their Today page, read-only, under a banner; it writes nothing.

Marks, hours and a certificate ask twice before they change. A contact change tells the fellow unless you tick Do not tell

the fellow.

A fellow can be moved to another open cycle, unless they already have marks, hours or a certificate in this one.
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C O U R S E  B I N D E R  ·  O R G A N I Z E R  G U I D E 1 9  ·  AT T E N D A N C E

1 9  ·  T H E  F E L L O W S

Attendance
Open the session and choose Take attendance. The screen shows a QR square and six large digits that change every

half minute, with the number checked in. Project it on site or share it on screen in a meeting. The session's own

lecturer may do the same.

Fellows scan the QR and confirm, or type the digits. Only fellows of this cycle, once each, inside the window. Close

attendance ends it. For a forgotten phone use Who attended: mark anyone present or absent, with a reason.

Counting. Cancelled sessions are not counted. The share needed for the certificate, and the window before and after a

session, are settings of the cycle.
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C O U R S E  B I N D E R  ·  O R G A N I Z E R  G U I D E 2 0  ·  Q U E S T I O N S  A N D  F O R M S

2 0  ·  T H E  F E L L O W S

Questions and forms
In the cycle's Applications choose Fellows' questions. To read lists what fellows asked, one main button each:

Approve, or write the answer yourself. Under Edit, join or put to a session change the wording, join similar

questions, choose the session and lecturer, or reject with a private reason. Answering tells the author by e-mail.

Evaluation forms are built from scales, choices and text, and attached to a kind of session, a module or the end of the

cycle. A fellow answers once, and the answers are kept apart from the person. You see counts and summaries, never

who said what.
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Certificates
Designed here, signed from the web, issued in a click, and checkable by anyone.

21 Templates and the editor
Wording, blocks, frame, versions

22 Signatures
A private link for each signatory

23 Issuing
The list, the check, the PDF

24 Revoking, hours, verifying
Corrections and credit statements

25 Roles and alumni
Who may do what
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C O U R S E  B I N D E R  ·  O R G A N I Z E R  G U I D E 2 1  ·  T E M P L AT E S  A N D  T H E  E D I T O R

2 1  ·  C E R T I F I C AT E S

Templates and the editor
In the cycle choose Certificates. Five templates and four kinds (completion, module attendance, lecturer

appreciation, credit hours) are ready; each kind uses one template. Copy one, rename it, set its page and accent.

Preview as PDF shows a watermarked SAMPLE, never signed.

Edit the certificate opens the page itself. Select a block, drag it (it snaps to the centre and to other blocks), nudge it

with the arrow keys, double-click to change its words and add fields such as the fellow's name. Size comes from a

scale; Put this part back restores the default; undo and redo work; every save is a version you can restore.

One drawing. The editor and the issued PDF come from the same code, so what you see is what is printed. A certificate

already issued stays as it was.
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C O U R S E  B I N D E R  ·  O R G A N I Z E R  G U I D E 2 2  ·  S I G N AT U R E S

2 2  ·  C E R T I F I C AT E S

Signatures
In the template's Signatures add up to three signatories (name, position, institution). Send the link again or Send
the link e-mails each a private page where they draw the signature with finger, mouse or stylus, or send a photograph

of it on paper. They see it on the certificate before approving. Days a link works is yours to set.

A withdrawn signature stops being used; certificates already issued keep theirs.

You can also Add it for them if a signatory hands you the image.

The image of a handwritten signature is decoration. What makes a certificate verifiable is its cryptographic signature, which

is separate.
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C O U R S E  B I N D E R  ·  O R G A N I Z E R  G U I D E 2 3  ·  I S S U I N G

2 3  ·  C E R T I F I C AT E S

Issuing
Choose Issue certificates. Every accepted fellow is listed with sessions attended, the share, credit hours and a state:

Ready, Below the threshold, or Issued with its number. The ready ones are ticked. Press Issue N certificates.

The page first lists the names as they will be printed; correct a name on the fellow's profile if one is wrong. Then Yes,
issue them.

C H E C K  T H E  PA G E S  F I R S T AI-ASSISTED

Beside it, Check the pages first runs plain checks (names present, fitting the frame) and, when AI is on, has Gemini

look at each page for slips such as a cut-off name. It is advice: you still decide, and it changes nothing.
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C O U R S E  B I N D E R  ·  O R G A N I Z E R  G U I D E 2 4  ·  R E V O K I N G ,  H O U R S ,  V E R I F Y I N G

2 4  ·  C E R T I F I C AT E S

Revoking, hours, verifying
Under More on each line: download the PDF, issue one below the threshold (a reason, audited as an exception),

replace it with a corrected name (the old one is revoked and kept), or revoke it with a reason; the fellow is told. A

credit-hour statement is issued the same way, and again if the hours changed.

Each PDF carries a number, a QR code and a short print of its signature. At Verify anyone types the number or

chooses the file: genuine, withdrawn with the reason, unknown, or this file was changed. The public key is published

for offline checks.
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C O U R S E  B I N D E R  ·  O R G A N I Z E R  G U I D E 2 5  ·  R O L E S  A N D  A L U M N I

2 5  ·  C E R T I F I C AT E S

Roles and alumni
Under Team give, change or take away roles: organizer, lecturer, fellow, applicant. Roles lists what each may do;

make a new one, name it and tick what it permits (for example an attendance assistant who only runs and marks

attendance). A role that is in use cannot share a name with another.

Alumni keeps the people who finished: country, year and, with their consent, a name. Each row has a switch for the

public map and the count on the Fellowship page.
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AI on the site
Helpers that read and suggest. They never decide, publish or send. Off until you switch

them on.

26 The switches
Key, caps, each helper

27 Reading the programme
Gaps, lecturers, overlaps

28 Writing with you
E-mail drafts, and what the AI never sees



Kasr Al-Ainy Greifswald
C O U R S E  B I N D E R  ·  O R G A N I Z E R  G U I D E 2 6  ·  T H E  S W I T C H E S

2 6  ·  A I  O N  T H E  S I T E  AI-ASSISTED

The switches
Site settings → AI assistance. The master switch Use AI assistance on this site is off until you turn it on. The key is

kept on the server and is never shown. Below, each helper has its own switch, and you set the caps on how much may

be used per day and per person. With no key, no quota or the switch off, the site works exactly as it does without AI.

The public page. AI on this site says in plain words what each helper does. You edit the opening sentence, each line and the

order; it appears only when AI is on.

The usage list records which helper, who, when and the outcome. It never stores what was written or answered.

Every result is labelled Checked by AI — advisory or AI-assisted.
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C O U R S E  B I N D E R  ·  O R G A N I Z E R  G U I D E 2 7  ·  R E A D I N G  T H E  P R O G R A M M E

2 7  ·  A I  O N  T H E  S I T E  AI-ASSISTED

Reading the programme
On Coverage, Check coverage with AI reads each topic's confirmed lectures against what it must cover and writes a

dated note under it: Partly covered — not covered: …. Dismiss removes a note.

Beside a topic with nothing or only part, Who could teach this? suggests up to three colleagues from past lectures

and stated interests, with the next free day. Invite is still your decision. Nothing is stored.

On Review, Check for overlaps with AI compares the titles, abstracts and goals of lectures and notes pairs that may

repeat each other. Organizers only; the lecturers are not told.
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C O U R S E  B I N D E R  ·  O R G A N I Z E R  G U I D E 2 8  ·  W R I T I N G  W I T H  YO U

2 8  ·  A I  O N  T H E  S I T E  AI-ASSISTED

Writing with you
In the e-mail editor, describe what you want to say and press Write a draft. A draft appears beside your text; Use this
draft or Discard. Only the message's own {words} may stand in it, the site fills them in, and nothing is sent until

you send it.

W H AT  E A C H  H E L P E R  S E E S

H E L P E R S E E S N E V E R  S E E S

Ask (each role) The site's pages that role may read Another role's pages, applications,

private files

Check my statement The statement text Name, documents, other answers

Find my theme, lecture help, primer The lecturer's own words; the lecture's title,

abstract, goals

Slides, videos, patient material

Coverage, suggestions, overlaps Topics, titles, abstracts; lecturers' stated interests Fellows, questions, personal files

Draft e-mails Your description Recipients' addresses or data

Certificate check, verify photo The page or photograph The signing key; it never changes a

record

Free tier. Google may use free-tier prompts to improve its products, so no private medical media, materials or fellows'

questions are ever sent, and each call carries the least personal data it can.
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C O U R S E  B I N D E R  ·  O R G A N I Z E R  G U I D E A  ·  A  W E E K  O F  T H E  O R G A N I Z E R S

R E F E R E N C E  A

A week of the organizers
W H E N W H AT W H E R E

Once a year Start the cycle from last year's structure; set dates, closed days and

modules.

Cycles, Curriculum, Closed days

Once a year Post the registration link in the faculty's WhatsApp group. Invitations → The registration

link

Each week Answer new registrations. Invitations → New registrations

Each week Approve, return or decline the lectures sent. Review

Each week Work down Needs attention, decisions first. Overview

Before a module Check its sessions have lecturers and meeting links. Coverage, Calendar

When asked Print the programme or send the calendar file. Print and export
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C O U R S E  B I N D E R  ·  O R G A N I Z E R  G U I D E B  ·  Q U E S T I O N S

R E F E R E N C E  B

Questions
We do not have every lecturer's e-
mail.

You do not need it. Post the registration link in the group; each lecturer gives

their own address and profile.

Someone outside the group should
teach.

Forward the same message to them, or send a personal invitation from

Invitations.

The link was shared too widely. Replace the link. The old one stops working; post the new one in the group.

Is a lecture official once chosen? No. Selection is not approval. Only an organizer's approval puts it on the

calendar.

Can two lecturers take the same
place?

No. The database allows one active lecture per place; the second is told the place

was just taken.

We must move a session. Drag it or choose Move. You see what changes and who is told before you

confirm.

A lecture falls on a holiday. Closed days block choosing. An organizer may override with a written reason; it

is recorded.

Can we undo a change? The audit log shows what stood before; set it back in the same screen. Nothing

is deleted.

Next year? Start a new cycle from this year's structure. This year is archived, not lost.
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C O U R S E  B I N D E R  ·  O R G A N I Z E R  G U I D E C  ·  L E S S  C O M M O N  TA S K S

R E F E R E N C E  C

Less common tasks
Each task says where it starts and who is told. Nothing is deleted; every change is in the audit log.

TA S K W H E R E W H AT  YO U  D O ;  W H O  I S  TO L D

Place a session on a closed day Calendar Choose the day, read the warning, confirm the override and

give a reason. Recorded in the audit log.

Name the topic of an invited lecturer Invitations Open the person, choose the topic. The lecturer is told.

Answer a request to cancel Review Release the lecturer or keep the lecture. The lecturer is told.

Decide the seats on a panel Review Open the seat, confirm or decline. The panellist is told.

Enter a person in a place Calendar Open the session, choose the place and the person. The

person is told.

Name a session's moderator Calendar Open the session, choose the moderator. The person named

and the one before are told.

Give an instructor a role or station on a course Calendar Open the course, choose the role or station. The instructor

is told.

Cancel a confirmed lecture Calendar Open the lecture, cancel it and write the reason. The lecturer

is told.

Cancel a whole session Calendar Open the session, cancel it and write the reason. Everyone in

it is told, one e-mail a person.

Publish a session Calendar Open the session, publish. Its lecturers are told their names

stand on the programme.

Change the text of an e-mail Invitations →

Messages

Choose the e-mail, change its text beside the example, save.

The next e-mail of that kind uses it.

Archive a finished cycle Cycles Open the cycle and archive it. It is kept as history, read only.

Search Search Write a name or a word: faculty, sessions, lectures, topics and

modules are found.

Correct a lecturer's record or merge two Faculty Open the person, correct or merge. One record remains;

history is kept.

Give a person a role (super admin) Team Choose the person and the role, read the change, save. The

person is told.

Change what a role permits (super admin) Team → Roles Tick and clear boxes, read every change in one question,

save. It holds from the next page each person opens.
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