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Participation Manual
Recording and publishing the accessibility information

Valued Partners,
Thank you for participating in the OK:GO Initiative!
First of all , let us explain how to enter the accessibility information of your business. We

LJa Lea ¢DGLH i}])] LJDGadJJ {iuouHLGL iJ i 1a
show you how to create a business account and enter the accessibility information.

c
D

Please assign any previous information to your busines s account. If your company
comprises various businesses, create a business account for your umbrella organization
and separately assign each organization to that business account.

Inthesecond JLa)g OHL Gaay LH wuiraila i EDGe LA OHAL
and integrate it on your website . The second section of this document tells you how to
proceed.

Finding the accessibility information is a key criter ion for the guest. Itis best for the OK:GO
emblem to be placed visibly and clearly on numerous media

Feel free to address your questions or comments to contact@ok -go.org.
Please bear in mind that this is a pilot project. This is why we depend on you to let us
know about any issues. Many thanks for your support and understanding!
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Recording of accessibility information

Download

0 Open App Store or Google Play  Store
on your smartphone or tablet.
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| Swisscom B 10:33 A% m)

Search @

Q, Games, Apps, Stories and More

Discover

super mario
manga

fotos bearbeiten

screen recorder

Suggested

\_,_,;li Touchgnnq BMX 2
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Download ginto .

Once the app has been installed, open
it and start the registration process.
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Q ginto @ Cancel

UPDATE
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regarding your entry. We therefore
advise you against using personale -
mail addresses.

User name

Name of company/umbrella
organization (e.g. Hotel Schweizerhof,
Swiss Youth Hostels)

Password
Choose and enter a password

Registration
1 As a new user, il Suisscom g
JraJlJJ GC+r1ailLa ifuouHLGI
Q
Login >
Create account >
Continue without login >
Get to know ginto >
2 Fill in the fields for creating an e
account. .
. Create account
E- malil
ua 1auHggaGy LJIDGEc Ot ko
general e - mail address (e.g. User name
info@hotelschweizerhof.ch). Ginto Password
sends out important messages

@ Frivat
I would

Back

qwer tyuionp

asdf gh j kI

¢ 2 xcvblinim ®

123 @ | space @ @ . next
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C Complete the registration by
J]1aJJDGe CQaoLdh

<111 Swisscom & 10:34 LA

<«
Create account

User name

Password

Private account
would like to search for locations, enter new ones

it existing one:

@ Company account
have my oun business and would like to creste &
afession
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123 @ | space @ - next
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3 Your account has now been
successfully created.
A _1aJJ CeLit L ¢DGLH)Y Welcome to ginto
|nf0rmat|on . You have created a company account and can

now create an entry for your business or
assign it to your account.

A At the same time, you will also
receive an e - mail confirmation.

Creating entries

Important: If you have several locations, create a separate entry for each address / location in

your account. For example, you want to create an account for Niesenbahn AG. Under this account,

you would like to create separate entries for a) the cable car station and b) the mountain
restaurant. It is also possible to list several entries with the same address. This depends on your
tourism service (accommodation, restaurant, etc.).

The process of entering addresses is explained in paragraph 6.

4 eaEaul ¢+ athénpickaslL 1 O! R
existing entry or create a new one:
E Enter the name of your

_company in the search field. )

E IMPORTANT: To prevent double (-} L
entries, check any existing entry —
and assign to the account. More 9
information provided in Point
14. Otherwise, click on the
"Create an entry" field. Create an enty

E Only create one entry per
location / address. If your
company has three differ ent
addresses (e.g. two hotels, one
restaurant), you need to create
three separate entries. You can
create all of those entries from TR o
your account.

2 Beitrage

a i

Has your entry been created yet?

hotel schweizerhof| 9 X

Hotel Schweizerhof
308201

Create a new entry
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entering general company details.
Please enter the name, address,
website etc.

You can enter the address by pressing
the
¢ & 5C button.

5 Choose a category: —— .
Select the category for the business. %
T_hls will make the  entry process Which category does this
simpler. entry belong to?
Every entry belongs to exactly one I
Category @ Restaurant
_ o s o, - a z A PN Fast food / snack bar
¢QaoLS Liead OHL LH .
Coffee shop
Other gastronomy
Theater
Movies
6 CQiga iGy iyyraJiald) R

X Name and addresses

Name and addresses

hotel schweizerhof [}
www hotelschweizerhof.ch [>]
Address “

Back

Bahnhofplatz
3225 @  Ben
‘Suggestions.

Bahnhofplatz 11, Muentschemier,

Cancel

Bern”

g weir tyu

S 1SN R BEN NG MY B A

¢ zxcvbnm®

122 & & space done
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The address can also be entered
manually. To do that, simply put the

pin anywhere on the map.

Address

Schweizerstrasse o 15

6000 €@  Luzen]

Luzerne Luzernen

qwer rtyuiop
11111111
o MEEEENE ©

123 @ |8

space done

Address

Schweizerstrasse o

6000 ° Luzermn

Place pin manually

15 (]
(<]

e
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To create an entry without a specific
address (for example, a mountain

station):

E Ifthereis no addresgt be

aGLai ayg

OBLEALL

9
ib

E This is how the pin can be
placed manually on the map. To
do that, use your finger to move
the map under the pin.

E This way, you can separately
enter the valley station, the
mountain station, the
restaurant and the hotel.

Flreet
Post code Town/place

Enter without address

Cancel

“+rrvri1rt1rrvr111:
“rr1rrtvriLi11
< BB IE N @
123 & @

space done

The address is
now fully
recorded.

Address
Enter without address

Place pin manually

Cancel

o1 Swisscom & 10:47 a2um .
X Name and addresses

Name and addresses

hotel schweizerhof e
www.hotelschweizerhof.ch °
Bahnhofplatz 11 ©
Bern 3225

Back Next
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You can also add images. Tap "Edit
entry" to modify an image later. You
can choose any start image you like. To
do this, click on the three dots at the

top right of the image you want to use.

' Swisscor m 46 11:46 73% .|

Images

- I

Enter accessibilities

Now you can add accessibility
information to your entry.

IMPORTANT: You must fill out all
mandatory fields. This is the only way
to obtain the OK:GO logo and to have
your business self -declared.

Entry successful!
Would you like to enter information on
accessibility now?

Cancel Ok

3GLa1 ifuvuaJJDegDEDLDa.

Tap to enter specific route details.
Enter all routes leading to the

business.

E Enter all details by tapping the
routes.

E C+r1aila cad |iL¢y
another route.

E You can also delete areas using
Lea C¢L¢&raa yHALJ)S

E IMPORTANT: In order for the

entry to be fully displayed, all
irrelevant sections must be
deleted.

isscom = 11:07 36% W

Accessibility

“ Rooms

Street

+ Lobby

Visitor parking

+ Lobby

Lobby

+ Toilets

Lobby

+ Hotel room

Lobby

+ Common room

Create new path

Accessible Switzerland Association
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10 Enter all details of every route.

'l Swisscom & 11:07 EL I

x Street - Lobby

What is the first obstacle
from “Street” to “Lobby”?

Door
Ground-level
Landing
One step
Gap

'@ Saircase
Ramp - fixed

Ramp - Upon request

Cancel Next

Height of stairs (em)

| Tole

Click through the instructions
and enter as much detail as
possible. Record all obstacles
(door, landing, step, gap, etc.).
IMPORTANT: You need to
complete all mandatory fields
(marked with an orange
exclamation mark). Only then
will your entry be shown as
complete (with a green tick).

It is important that you

descri be your business in as
much detail as possible. Also
verify that you enter the correct
figures.

il Swisscom T 07 3E%m ]

X Street - Lobby

Enter the details about

“Staircase”
Type of staircase Optional >
Height of stairs (cm) Optional 7
Width of stairs (cm) Optional ?
Handrail L
Number of stairs Optional
Number of landings Optional >
Cancel Next
il Swisscom & 1:10 3%
X Accessibility
-
Stree .
s °:
Visitor parking
« Lobby
Lobby

Lobby
+ Hotel room

Lobby
+ Common room

Handrail

Available

Available in relief lettering

Mot available

Ganeel |
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o1 Swisscom B 113

X Lobby

3GLa1 {fuualJiDgDEDLDa.

Tap to enter specific room details.

Enter al
location

[T [T

M

Enter al

Enter the details about
“Standing counter”

Accessible table height (cm) E

Tabletop height (cm)
Accessible depth (cm)

Chair

Back

Optional >

Optional >

| relevant spaces at your

Enter all details by tapping the
rooms.

C+1ailLa GaO 1 HHg)S
another room.

You can also delete or rename
iraiJ LIDGe Lea ¢
control.

IMPORTANT: In order for the

entry to be fully displayed, all
irrelevant sections must be

deleted.

| details of every room.

Click through the instructions
and enter as much detail as
possible.

IMPORTANT: You need to
complete all mandatory fields
(marked with an orang e
exclamation mark). Only then
will your entry be shown as
complete (with a green tick).
It is important that you
describe your business in as
much detail as possible.
Also verify that you enter the
correct figures.

35% W)

Accessible table height (cm)

o1l Swisscom = i 36% .

X Accessibility
e
Lobby
Hotel room
Toilets
Common room

Dining hall

Create new room

! Swisscom & 1:14 35%m )

X Accessibility
Lobby O :
Hotel room
Toilets
Common room
Dining hall

Create new room

Accessible Switzerland Association
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Managing entries

12 Entries can be edited at any time. Click
on the symbol at the top right.

Tourist Information Luzern

Tourist information 816m

Addresses

Zentralstrasse 5
6002 Lucerne

www.luzern.com

Customer area

Arnace fram Ctraat

You can adapt the accessibility il Swisscom
information at any time under X &
¢ uvuaJJDgDEDLOhBS) :
Edit entry
Name and addresses
hotel schweizerhof 0
www.hotelschweizerhof.ch 0
Schweizerstrasse 15 B
Luzern 6000
Accessibility
2 Criteria entered successfully Z
Category
Hotel 4

Images

13 TapC POGGL 1 DaJys LH yDJ]|E
entries.

o1 Swisscom B 128 34% 0

X

My entries

" > hotel schweizerhof
Last ehange 25.01.2021

Create an entry

OK:GO Initiative
Accessible Switzerland Association | Zweierstrasse 35 | CH - 8004 Zurich
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14 Proceed as follows to add an entry to R
your account: X @
Edit entry

E Use the search function to find
a business on the map. Then
tap it to display the associated

entry. o
E The entry can be edited using o » =
the icon You will be asked S e

whether this is your entry.

Category
Restaurant “

Images

Is this entry yours? X
Are you the legitimate owner of the

following entry: Tibits? In that case, you

can have this entry assigned to your

company account.

Assign now

OK:GO Initiative 12
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Exploring

15

The location has been successfully
created and can be seen on the map.
You have declared the accessibility
information yourself.

The menu at the top left will show you
all the information about your account
and your entry.

o/ Swisscom 4G 12:03 81% )

‘Tgggist Information Luzern

Das schwarze Schaf

Bank Cler AG

Create an entry

Has your entry been created yet?
Select it, tap on Edit and assign it to your
account

Hotel Schweizerhof

User account

My entries

Supporters
Tutorial
egal notice

Powered by

&
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At the bottom of the entry, users can
see that the entry was ~ made by the
business itself.

IMPORTANT: If accessibility information
is modified by a third party, the
business will be automatically notified
via e - mail. The business should check
the changes and accept or reject them.

As soon as your entry has  been
completed, you will receive an email
confirmation.

Entry changes can be tracked as you
go along.

Customer srea

Access fram Street N

Ground level, Gap. Automatic das

Space conditions >

Lots el space

Customer service counter >
aist-high counter

History

7 Changes and comments >

Gepriifter Inhalt @
Digser Inhalt wurde vom Betreiber gepriift

0;3 Erfasst durch die OK:GO Initiative

Geocoding by Pelias from geocods.earth

Data from OpenSireeiMap © OpenStreetMap
contributors under ODbL. OpenAddresses
under a Cre nmons Zero public
domain designation, GeoNames under CC-BY-

Susscon = 13
e
History

26.06.2020

Luzern Tourismus

26.06.2020

Luzern Tourismus
try changec

13102020

Luzern Tourismus >
y changed

13.10.2020

Write a comment

Feel free to address your questions or comments to

contact@ok -go.org.

Please bear in mind that this is a pilot project. This is why we depend on you to let us
know about any issues. Many thanks for your support and understanding!
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Publishing the accessibility information

Now you need to publish the recorded data on your website. In the following, you will o
Eair G ¢HO LH EDGe LH OHL:1 O0Hg)]i GOOGJ iuwowvaldld
along with the OK:GO emblem on your website

DgDEDLO DGC

1. Create alink

You can create a link to the accessibility information you entered in ginto:

1. Run the ginto app and display the entry

2. Tap the "Forward" icon Eju in the upper right corner

3. =aGarilLa L¢c¢a EDGe LIDGe C+H] O
e-mail it directly to the e - mail address of the business s
(for desktop view) e

4. Use the link on the desktop for linking e

Example: R
https://www.qginto.guide/en/entries/5f6d6862 -80a2 - 4f48 - 8a56 - b966dc4be8e9

5. Integration of the link together with the OK:GO emblem on your own company
website
a. position atan easily findable and visible location (so that the end consumer
can easily find the emblem)
b. integration of the link in all languages of the company website
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