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tool tutorial 
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AFTER SIGNING A CHARTER & FILLING IN THE 

ONLINE REGISTRATION FORM... 



… ACCESS THE ENGAGE POSTER TOOL 

SOFTWARE BY CLICKING ON “CITY LOGIN” 

THEN ENTER 

YOUR E-MAIL 

ADDRESS AND 

PASSWORD. 

 



GETTING STARTED 

We advise that you first prepare a local 

PR campaign plan.  

 

Find useful tools on the website:       

“JOIN THE CAMPAIGN” > “CAMPAIGN 

TOOLS” 



SETTINGS: UPLOAD YOUR LOGOS 

PDF 100% vectorized   

Max size: 800Ko 

Colour model: CMYK 

Compatible with Acrobat 5 (version 1.4) 

Without large margins (not a small logo 

on a large page!) 

 



FORM OF THE LOGO – EITHER: 

1) a campaign logo you would develop 

with a professional designer 

 

Logo dimensions for an 

« A2 » format :  

400x50mm for portrait 

574mmx50mm for landscape 

We recommend that you prepare a logo with the 

“landscape” dimensions so that it will fill in the 

width for both a lanscape and a portrait. 



FORM OF THE LOGO – OR: 

2) a campaign slogan in text 

 



COLOUR OF THE LOGO – 2 OPTIONS: 

1) Logos for a white/yellow background 

 



COLOUR OF THE LOGO – 2 OPTIONS: 

2) Logos for a green/blue background 



LOCAL WEBSITE URL 

Favour a short url 



YOU ARE NOW READY TO TAKE PHOTOS 

OF PARTICIPANTS 

NB - each participant has to sign an 

image consent form! 

We advise you to work with a professional 

photographer to produce high quality 

pictures (portrait: 2480 x 2800 px, 

landscape: 4700 x 2480px). 

 



ADD A PARTICIPANT  

… OR FOR GROUPS – A REPRESENTATIVE 

 



MONITOR WHEN POSSIBLE 

When taking photos you can calculate 

participants’ baseline footprints 

Depending on the  

footprint software 

you choose, you 

can add an 

estimation but it is 

best to do another  

evaluation one 

year later! 

 

 



CREATE A POSTER – QUICK AND 

EASY! 

Click on the      next to a participant to create a poster. 

Choose the category of 

engagement 

Add the number of people of the 

poster 

Write the engagement 

Add a signature (month and year 

automatically added to the poster but 

can be modified) 

Add your photo (you will see a red 

notification if the picture is too small) 

Choose the position the 

Engagement 

Publish online 

 



FOR FURTHER QUESTIONS: 

Contact  

 

Energy Cities 

2, chemin de Palente 

F-25000 Besançon 

Ian Turner 

Tel: +33 (0)3 81 65 37 93 

E-mail: ian.turner[at]energy-cities.eu  

 

A user guide is available on the 

poster tool 

  


