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Guidelines for ParEvo facilitators 
Updated: 07 11 2019 

Before anything else - Please familiarise your self with the contents of this ParEvo website: 

https://mscinnovations.wordpress.com/  Especially the “How an Exercise Works” page 

These developing guidelines need to be clear enough to enable the facilitators to get from the 

beginning to the end of an exercise, without encountering any error messages. If this does not 

happen then please let me know (rick.davies@gmail.com) . Either the guidelines will need 

improvement or the app will need improvement. 

1. Signing on 

1.1. Apply to be approved as Facilitator by entering your details in the Facilitator Application 

form in the centre of the ParEvo home page, found here:  

1.1.1. https://parevo.org/ 

1.1.2. This will generate an email to the Administrator, who will then activate your account  

1.1.2.1. (Administrator will assign a password, which Facilitator can later change) 

1.1.3. You will then receive an email from the Administrator saying you now have Facilitator 

status and can proceed to set up an exercise 

1.2.  Login using the form on the top right of the ParEvo home page or login at 

https://parevo.org/ 

1.3. This will take you to a Facilitators admin page, currently named “Site Administration” 

2. Set up a new Exercise 

2.1. Once you are logged in 

Click on “Exercises” 

 

This will take you to the list of all your exercises. If this is the first exercise you are creating 

then the list will be empty.  

https://mscinnovations.wordpress.com/
https://mscinnovations.wordpress.com/introduction/ten-stages/
mailto:rick.davies@gmail.com
https://parevo.org/
https://parevo.org/
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2.2. Click on “Add exercise” button on the right hand side 

 

2.3. This will open the Add Exercise page as shown below 

 

 

2.4. Add a title 

Give your ParEvo exercise a name in the Title section. Preferably a name that tells visitors to 

the site about the focus or the purpose of the exercise you want to run. 

2.5. Set up instructions to guide participants   

In the Participant Instructions field enter guidance text for your exercise. Participants will 

see this text at the top of the screen when they open the exercise.  

In this field you are entering the initial guidance text that participants will see for a new 

exercise. As the exercise progresses you will have the opportunity to add specific guidance 

for later iterations if you wish. If you don’t then this will be the guidance that will be visible 

throughout the exercise. 
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2.6. Load an image that will sit to the left of your instructions. This could be a photo of the 

facilitator or any diagram or photo that conveys something about the focus of the exercise. 

It is not an essential element, but rather may simply help set a mood. 

2.7. Add seed text 

The seed is the initial story or text that the participants will be extending in the exercise. 

The seed is the single root of all story trees and is entered by the facilitator when the 

exercise is created. 

2.8. Add Particpants 

You now need to add participants to your exercise. To add a participant use the “Add 

another Exercise participant” button and enter their email address.  

 

Participants will be emailed a link to the exercise and joining instructions once the exercise 

starts.  

2.9. Add the exercise 

When you are happy with the title, instructions, seed text and list of participants you can 

create the exercise by clicking the “Add Exercise” button at the bottom of the page. 

 

This will take you back to your list of exercises. You should see your new exercise at the top 

of the list.  

. 
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3. Starting the new Exercise 

When you add a new exercise, it is created in the “Not started” state.  To start the exercise 

click on the “next step” button. 

 

 

When you click “next step” you will be presented with the following window:  

 

 

Clicking the “Invite participants” will send an invitation emails to your participants. Click on 

“Send custom email” to design the email message (otherwise a default pro forma email will 

be sent) You will see a confirmation message at the top of the screen informing you that 

emails have been sent. 

 

The exercise is now ready to start.  
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You may be inviting participants to an exercise that starts some time in the future, in which 

case you don’t need to take any other immediate action, or you may wish to start the 

exercise immediately.  

To start the exercise click the “Next step” button again and the confirmation window will 

open: 

 

Clicking “Start exercise” starts the exercise. You need to start the first iteration before the 

exercise will accept contributions from your participants. 

 

3.1. Starting the Iteration  

At the start of each iteration you are given the opportunity to edit the Facilitators guidance 

text (at the top of the page) if you wish. If not, the previous guidance will remain in place 

 

Clicking the “Add” button starts the iteration. The participants will now be informed of the 

iteration starting by email and will be invited to contribute by adding their own extensions 

to the collaborative stories. At this point, your first iteration, all the participants will be 

extending the seed text.   

 

You will now see that your exercise is ”In progress” and in the “Contributing” phase: 
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4. Preview the Exercise 

You may wish to see the exercise how your participants will see it. To see the participants view 

first you need to navigate to the “Edit Exercise” page. At the right of our exercise list is the Edit 

Exercise link which will take you to the Edit Exercise page.  

 

You can carry out all of the common actions from the Exercise list screen using the “Next step” 

button. The Edit Exercise screen gives you full access to all aspects of the exercise. Generally, 

you want to avoid editing anything on this screen if you can. It is possible to get your exercise 

into an odd state from here (eg. you can make any iteration the currently active one, you can 

delete contributions or participants etc).  

This screen however does have some useful information we can view without any fear of 

damaging the current exercise.  

One useful element is the link to the participants view which is at the top of the screen: 

 

Clicking on this link will take you to the view the participants will see: 
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5. Advancing to the Comments phase 
Each iteration is comprised of two phases. In the first “Contributing” phase participants 

extend their chosen storyline (or the seed text in the initial iteration). In the second 

“Commenting” phase the system no longer accepts contributions. At this point participants 

can now see all contributions in the iteration and can make a comment on each if they 

wish.  

5.1. Checking Contributions  

Before advancing to the Commenting phase you may want to check how many participants 

have contributed to the current iteration. You can see this on the Edit Exercise page if you 

open up the “Contributions” section by clicking on its “Show” link. 
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Here you can see all contributions made to the exercise. Note that the Seed Text shows 

here as a contribution to “Iteration 0”.  

 

5.2. Opening the Iteration for Comments 

When you are happy that enough contributions have been made you can advance to the 

Comment phase.  

First go back to the Exercises List page by using your browsers back button or clicking on the 

“Exercises” link in the breadcrumb trail at the top of the screen: 

 

 

Now click on the “Next step” button. You will be presented with the following window: 

 

 

Clicking the “Start comment phase” will close the current iteration for contributions and 

advance to the Commenting phase.  



2019 07 11 DRAFT 

You will see in the Exercise List that your exercise iteration phase is now “Commenting”: 

 

 

6. Checking Comments and Advancing 
You close the Commenting phase by advancing to the next iteration. Before you do that you may 

want to see how many comments have been made. This works in a similar way to checking 

Contributions. Note that participants are only allowed to make a single contribution during the 

Contributing phase but can make a comment on each contribution in the Commenting phase.  

If your exercise has 4 participants you might expect to see up to 4 Contributions in an iteration. 

You could however see up to 16 comment if every participant commented on every 

contribution.  

Depending on how you run your exercise, you might expect every participant to make a 

contribution every iteration. Whereas you could think of comments as optional in which case 

you need to make your own judgement about when you consider the Commenting phase to be 

complete. Perhaps it is based on a certain amount of time since the end of the Contributing 

phase.  

If you want to see the comments go to the Edit Exercise page and open the Comments section 

by clicking on its “Show” link. 

 

Here you can see which participant made the comment and which contribution the comment is 

regarding.  

When you wish to close the Commenting round navigate back to the Exercise List and click on 

the “Next step” button. Now you will have the choice of starting the next iteration, entering the 

Evaluation Round or ending the exercise.  

7. The Evaluation Round 
At the end of a Contributing or Commenting phase, when you click the “Next step” button, you 

have the choice to enter the Evaluation round. You do this by clicking the “Start an evaluation” 

button.  



2019 07 11 DRAFT 

 

Once you click the button you will see that your exercise is State becomes “Under Evaluation”. 

 

 

In the Evaluation Round each participant is asked to choose which story lines are: 

 

● Least Desirable 

● Most Desirable 

● Least Likely 

● Most Likely 

 

Below is an example of the evaluation page a participant would see: 
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8. Ending the Evaluation Round 

It is likely you will want to see the progress of evaluations before deciding to end the Evaluation 

round.  

This works in a similar way to the Contributing and Commenting phases. First go to the Edit 

Exercise screen and open the Evaluations section by clicking on its “Show” link. 

 

Note that for a fully completed Evaluation round you see four evaluations from each participant.  
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To end the Evaluation round navigate back to the Exercise list and click the “Next step” button 

where you will be given the choice of ending the exercise or starting another iteration.  

 

9. Ending the Exercise 
You can end the Exercise at any point by clicking the “Next step” button. For instance clicking 

“Next step” after an Evaluation round would show this window: 

 

Click the “Stop the exercise” button to end the exercise. 

Your exercise will now be in the “Finished” state: 

 

 

10. The Finished Exercise 
After you have stopped the exercise and it is complete, you and the participants will still be able 

to log in and see exercise, navigate through the various branches of the story tree and view 

comments.  

The participant’s view of the completed exercise looks as follows: 
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No further contributions can be made to an Exercise in the Finished state. 

 

 

10.1. Downloading Exercise Statistics 

Once the exercise is complete it is possible to download its statistics.  

Go to the Edit Exercise page and open the Download section by clicking on its “Show” link. 

 

Clicking on any of these links will allow you to download the data as a CSV file.  
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11. Feedback analyses to participants 
11.1. By email, independent of the ParEvo app 

12. Follow up on participants use of the exercise  
12.1. By email, independent of the ParEvo app 

 

 

 

Logging in as a participant for testing  
 

New user 

1. Facilitator adds user email to participant list 

2. Facilitator sends invite to user,  

3. User receives email with account and exercise details 

4. User registers account 

5. User is forwarded to the exercise 

Returning user 

1. User logs in at https://master-7rqtwti-vl3jczvjoxaua.eu-2.platformsh.site/ 

2. User is forwarded to the exercise 

3. IF ERROR here, user has been forwarded to wrong exercise! 

 
4. Temporary workaround - user edits url to point to correct exercise  

e.g change  

……../exercise/test-exercise to  

https://master-7rqtwti-vl3jczvjoxaua.eu-2.platformsh.site/
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..….../exercise/ricks-second-protocol-test  or name of exercise you want to test  

 

 

 

 


