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ADDING A NEW USER

1. Go to your dashboard and select ‘People’

2.  Click to user, then at top right click + New User.

This is the process for adding users individually, if you want to import 
users go to page 2.

QUICK ADD NEW USER

You will be taken to a form as seen on the right. The next page will detail the input 

fields. 

PEOPLE

SIM FACILITATOR: Select if you want the user to run 

workshops. 

SIM PARTICIPANT: Select if you want the user to participate 

within workshops. 

Users will receive a login link, 

username and a link to 
reset their password. 

USER: Select for basic security permissions

MANAGERS: Suitable for managers and higher, included 

system admin permissions.



List of templates that appears when you select your inject type.

NEW USER
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The ‘New User’ gives you more fields to create a more detailed profile as 

well as the basic name and contact details. 

CREATE INJECT TEMPLATES

1. Go to your inject library

3. At the top right-hand corner click ‘New Inject Template’ 

4.  You have the option to create a brand new inject template or  
edit an existing one by clicking into it from the library

IMPORTANT: If you use an existing template, it will replace any 
content you have already filled out. 

COUNTRY: Great for if you have multiple global locations.

GEOGRAPHY: State location of the user

LOCATIONS: Street address of the users office location

BUSINESS UNITS: The business unit the user is within. 

IMPORT NEW USERS

This gives you the option to bulk import users in one go. 

1. On the left side you will see ‘Import/Export’ click this

2. Click Import users tab and follow the instructions.

3.  Upload your updated CSV.

4. Click ‘Upload’ 

DEPARTMENTS: Within a business unit what department is the user in. 
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CREATE A BRAND NEW TEMPLATE 

INJECT TYPE: Choose how you want participants to receive 
information. 

INJECT STYLE: Select your inject style. There will be more than 
one option for ‘Newspaper’ and ‘Social’ otherwise it will default 
as the inject type. 

FROM USER 

You have 3 options here:

1.  Type any name you want in the first box

2.  Select a name from the participant list OR

3.  Click ‘From Me’ to automatically insert your name  
into the first box

ATTACHMENT: Drag or click the box to upload your files. You 
can upload more than one file. 

SCENARIOS: Classify your inject by clicking and selecting 
options from a list. You can add more than one. 

A

B

D

G

H

INJECT TITLE: Place a title of the inject hereC

SEND TO ALL: Click this if you wish the inject to be sent to all participants. E

BODY: Type the body of your inject here. F

AUTOPLAY: Click this if you wish to have the inject play automatically. I
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BUSINESS OLYMPIAN BATTLEGROUND SIMULATIONS
Quick User Guide for Facilitators

GETTING STARTED

1.  Log into your account.

2. Click Simulations and select Sim Workshop.

3.  If you have an existing workshop, it will display in the list. Simply click 

to the relevant one to enter the simulation. If you wish to create a 

new one click the + New Sim Workshop button on the top right.

4.  The icons to the right are detailed below

An example of what you may see on your dashboard. 

An example of a workshop screen. 

VIEW WORKSHOP SCREEN This will take you into the 

workshop screen, more information on the next page.

EDIT DETAILS Allows you to edit the details of your 

workshop. This does not take you to the workshop itself.

DUPLICATE Create an exact copy of this workshop.

DELETE Delete the workshop 

5.  Within the workshop builder screen you can edit the detail, the 

participants, facilitators, view and edit injects.

IMPORTANT: DISABLE ALL CHROME ADD-ONS OR 
EXTENSIONS (E.G. GRAMMARLY)
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WORKSHOP SCREEN PART 1
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Building

Pre-Workshop Questionnaire

In Progress

Post-Workshop Presentation

Post-Workshop Questionnaire

Closed

To the left of this box you can see the 6 

stages of a workshop,.

The starting stage is ‘building’. In this 

stage you create and schedule injects and 

invite participants. 

FACILITATOR: Runs the workshop. This includes inviting participants, as well as 

creating, scheduling and playing injects. You can add more than one, simply click the 

facilitator tab and the add button

PARTICIPANT: A participant is assigned a role and will receive injects and interactions 

based on this. Participants are invited to the 'participant play screen' and do not have 

access to the workshop builder or play screen. Click add workshop participant on the 

Participants tab to add them.

Once all participants are added you can send an invite to each individual by 

clicking the paper plane icon next to their name.

Or you can send a bulk invitation to all users using the invite all participants 

button

There will be a set of controls here relating to 

the workshop. This will change depending on 

the stage of the workshop. More information 

further on. 

Click the Manage participant roles button to 

add simulation roles which can be assigned to 

participants. Injects are assigned to roles and 

not people. 

PARTICIPANT ROLES
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WORKSHOP SCREEN PART 2

All injects are created here and appear on this 

Timeline. Injects are explored in more detail further on. 

Provides an overview of workshop and 

displays the quick preview of an inject when a 

inject is selected.

BUSINESS OLYMPIAN BATTLEGROUND SIMULATIONS
Quick User Guide for Facilitators

Page 6 of 10



Above you can see 3 buttons: Start, Pause and Restart.

START TIMER

Pressing this button starts the workshop timer and  
begins the process of playing injects from the timeline.

PAUSE TIMER

You may pause the workshop at any stage. This will  
stop the timer and therefore stop injects from playing  
from the timeline. 

RESTART TIMER

This allows you to change the time of the game timer,  
and therefore change where on the timeline of the  
workshop you are on.

WORKSHOP CONTROLS

BUILDING STAGE CONTROLS

EXPORT INJECT

Use this button to export your injects into a PDF file. 

You can choose between one per page a run sheet 

only or both.

ADD INJECT

This button allows you to add an inject to the timeline. 

Below you can see the buttons that are unique to the ‘Building’ stage: 
Export Injects, Add Inject and Save. 

As mentioned earlier, there are 6 stages of a workshop. 

The workshop controls, located in the top right-hand corner of the 

inject box, are different between building and in-progress stages.

These are illustrated on the rest of this page. 

If you want to jump to a particular time whilst the workshop is playing, 

you can do so by double-clicking a time in within the “Date / Time 

Play” column located on the far left of the injects area

Export Injects

IN-PROGRESS STAGE CONTROLS
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PARTICIPANT PLAY SCREEN

INJECTS - DATE / PLAY TIME

ADD AN INJECT

Use this button to add an inject to a particular spot 
on the time line

DELETE INJECT

This will delete an inject.

PREVIEW INJECT

Use this if you want to preview what the inject will 
look like to a participant. 

EDIT INJECT

Use this to edit the content of your inject. 

PLAY INJECT

Use this to manually play an inject. If this icon is 
visible then the inject has not been played. 

REPLAY INJECTThis column represents the timeline of your injects. The time 
determines when certain injects are played in the simulation, except 
when they are set to manual play. More on this on the next page. 

INJECT CONTROLS

GETTING READY TO PLAY 

1.  Move stage into “In-Progress” 

(or Pre-Workshop Questionnaire if applicable).

2. Press ‘Play’. 

3. Workshop has begun.

This appears once an inject is played. Pressing this 

button will replicate the inject into the current time slot

No one assigned to this inject

An inject created by a participant 

Inject set to play automatically

AUTO PLAY

This is what the participant view looks like. Back to the dashboard you 

can manage the injects to play
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HOW TO ADD AN INJECT
THINGS TO NOTE

1. Click the add inject button. 

2. Fill in your INJECT TITLE.

3. Select your INJECT TYPE - This will update the ‘Inject Template’  
module to the right, more information on this to your right. 

4. Select your INJECT STYLE. You will be able to choose more than  
one style for ‘Newspaper’ and ‘Social’ otherwise it will default as  
the inject type. 

5. The next field is FROM USER - You have 3 options here:
a. Type any name you want in the first box OR
b. Select a name from the participant list OR
c. Click ‘From Me’ to automatically insert your name into  

the first box

6. The next field is TO USERS / ROLES

a. Click into this box and a drop down field will appear with  
all your options.

b. Select who you’d like this sent to.

c. If you’d like to send it to more than one user or role,  
repeat process from 6a. 

7.  Fill out the rest of the rest of the form and press SAVE & NEW
or SAVE & CLOSE

INJECT TEMPLATES

IMPORTANT: If you select a template it will replace any content you 
have already filled out. 

Templates can be applied to injects as a way of pre-populating 
content or to apply a particular style onto the inject. 

Click show inject library up top to see the available templates to 

choose from’.

If you want your inject to autoplay, click the box next to ‘Autoplay 
inject at scheduled play time’.

If you’d like to save this inject as a template for future use, make 
sure you click the box next to ‘Save as Inject Template’.
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You can also change this by clicking the edit button on the left of the 

inject and then ticking or unticking the ‘Yes’ button to ‘Autoplay inject 

at scheduled play time’.

CHANGING HOW INJECTS ARE PLAYED

GAME TIME 

BEFORE YOU START YOUR WORKSHOP

PLAYED

Ability to play an inject early. 

MANUAL PLAY 

This will not automatically play in the simulation. You 
will need to manually play it. 

AUTO-PLAY

When the simulation reaches this time period, the 
inject will automatically play. 

PLAY TOGGLES

All participants and facilitators added.

Invites have been sent to join the workshop.

All necessary injects added in the appropriate time slot. 

Injects have been checked to see if they will auto-play or will 

need to be played manually.

Updated stage from ‘Building’ to ‘In Progress’ 
(or ‘Pre-Workshop Questionnaire’ if applicable).

1.  Whilst the workshop is “In-Progress” click the title of the inject  
and the content will display on the module on the left of 
the injects.

2. If you wanted to change it from Manual Play to Auto, you’d do the  
following and vice-versa. 

Click this icon: 

And it will now change to:

NOTE: If the inject has already been played, you will not be able 
to change it. See ‘Inject Controls’ on the previous page to see 
how to tell it’s been played.

This is located on the bar at the very top of your screen. 

This reflects the time of the simulation. Participants see the exact same, 
the difference is that you can change the time at any point. 

The play button has been clicked
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