
You are facilitating a territorial cooperation process 

a schematic representation of the territory (Mapshot) 
or of the institutional setting (Institutional mapping).

Formulate concrete questions that the ESPON ACTAREA 
web app could help provide answers to.

(virtual or face to face, workings groups or individual 
inputs, number of sessions, duration of sessions).

of your need

Before starting
work on the
ACTAREA web app

Your ACTAREA web app
process step-by-step

Facilitator Guidance Sheet

Repeat as many times as needed, 
monitor input production in the 
process overview window

Ask participants to log out

Create an ESPON ACTAREA account

Start a new process

Provide provide settings information 

(name, type of process…). Select

a colour scheme (Mapshots only).

Create reference area & content.

Reference area can be imported in

SVG format. Import a background

image to position geographic 

features more easily.

Create layers for participant 

inputs. For each layer, draft an 

assignment and customise the 

drawing tools that will make it 

possible for participants to 

complete it.

Test the setup in ‘participant 

view’ by carrying each 

assignment.

Import a list of participants Send invitations
Unlock the process to start 

interacting with participants 

assignment. Make sure corresponding 

layers are unlocked.

You may lock layers as assignments 

are completed.

Introduce the next assignement, 

unlock corresponding layers 

Open the consensus-building / 

synthesis interface

Elaborate a consensus solution or 

synthesis on the basis of participant 

inputs and/or in dialogue with 

participants 

Generate pdf with all participant

inputs and consensus solution

from ‘process status’ page. 
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