
 
User Guide 
 

  



1 
 

Contents 
Create a New Event Map .................................................................................................................... 2 

Start building your Event Map ............................................................................................................ 3 

Adding AND/OR port .......................................................................................................................... 5 

Delete Event Map items ...................................................................................................................... 6 

Move Event Map / Zoom in ................................................................................................................ 8 

Adding pictures/visuals ....................................................................................................................... 8 

Export/print Event Map ...................................................................................................................... 9 

I don’t see my Event Map items in the pdf! ...................................................................................... 11 

AcNons/measures/owners ................................................................................................................ 13 

AcNon list .......................................................................................................................................... 14 

Export AcNon List to .csv ................................................................................................................... 17 

FAQ’s ................................................................................................................................................. 18 

I don’t see the barrier-bars when exporNng ................................................................................. 18 

 

 

  



2 
 

Create a New Event Map 
1. AUer logging in, click on “New Event Map” to create a new Event Map. 

 

 

2. A pop up screen appears and you can fill in some details concerning the Event Map. They are 
not mandatory although very helpful. Click on Create to create the Event Map. 
 

3.  
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The Event Map is created in your dashboard. Click on the Event Map to start building it. This is what 
you see: 

 

Start building your Event Map 
1. To start creaNng the Event Map, click on the Event. OpNons appear: 

 

2. Hover over an opNon and a placeholder appears 
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3. Click on your choice of event map item and it appears in the Event Map 

 

This works for every item in the Event Map. In short: 

1. Click on an EM-item 
2. OpNons appear 
3. Hover and choose your opNon 
4. Repeat 

For (broken) barriers: 

1. Click on the arrow: 
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2. OpNons appear and you can now click on your choice. 

 

 

Adding AND/OR port 
 

To add and AND or OR port, click on the relevant Cause. 

1. First add 1 cause below it 

 

2. Click on the first Cause again. Now extra opNons appear 
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3. Choose AND or OR, and click on the item you want 

 

4. To add even more items on the same split, redo step 2 and 3. 

You can change the split from AND to OR and back 

Click on the AND/OR port. You will see a “switch”- icon appear 

 

Click on the icon and the port changes from AND to OR and the other way around. 

 

Delete Event Map items 
It is possible to delete Event Map items from anywhere in the Event Map. To delete an item: 

1.  hover over the event map item. You see a white circle with 3 black dots appear. 

 

2. Click the black dots and a menu box appears 
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3. Choose to delete. The Event Map item is deleted. The lower item aaaches to the top item in 
the chain. 

  

The same happens in the consequences and below broken barriers. 

There are some things to understand: 

1. When you delete a cause or consequence where there are contribuNng circumstance 
aaached, they will all be deleted 

            

 

2. When you delete a broken barrier, everything under the broken barrier is deleted 

       

3. When you delete an Event map item with acNons aaached, the acNons are deleted 
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Move Event Map / Zoom in 
You can move the enNre Event Map to reposiNon it in your screen: 

Place your mouse on a blank spot. Click and hold. Now move your mouse. 

Zoom in 

- Use the icons 

 
- Or use the scroll funcNon of your mouse to zoom in or out 
- The square brackets gives you 100% zoom instantly 

 

 

Adding pictures/visuals 
You can add pictures and visuals to the Event map. 

1. Click the icon to add 

 
2. Choose an image from your computer (max size 5 mb, .jpeg .png only) 

 
3. The image appears in your Event Map 
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4. Click on the image to resize by using the blue dots in the corners of the image. 
 

 
 

5. To delete the image, click on the image and use the garbage icon 
 

 
 

Export/print Event Map 
You can export the Event Map to a pdf form (and then print). The PDF is “vector based”. That means 
you can zoom in and out and the pdf remains readable. 

1. Place the Event Map directly under the Ntle 
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2. Click on the icon 
 

 
 

3. A pop-up appears. This is the pop-up of your browser and is browser specific. The image for 
this explanaNon are from the Chrome browser. 
 

4. If your Event Map does not fit fully (see image), you can change the scale of the export using 
the browser print funcNonaliNes.  
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Look for Scale, choose custom an then readjust the percentage.  

5. To save as pdf: choose “Save as pdf” then click Save 
 

 
 

6. To print directly: choose your printer from the list and click print 

I don’t see my Event Map items in the pdf! 
It could be that the first Nme you export an Event Map, you see this: 
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That means that in the export funcNonality of your browser, your background images are turned off. 

To fix this, do the following: 

1. Click on more sekngs 
 

 
 

2. Scroll down to you see “Background graphics” 
 

 
 

3. Tick the box and the Event Map items appear 
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AcFons/measures/owners 
You can add acNons/measures and the owner to an Event Map item. The acNons and measures also 
appear in the acNon list. We’ll first explain how to add them in the Event map and then cover the 
AcNon list itself. 

1. To add acNons or the owner of an Event Map item, hover over the EM item. 3 dots appear in 
a circle. 

2. Click it and you can choose to add acNons/measures and an owner. You can also delete the 
item for here. 
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You can change the status of an acNon/measure 

1. Hover over the acNon/measure. The circle with 3 blue dots appears 
2. Click on the 3 dots 
3. Hover over “set status” 

 

 
 

4. Choose your status 
 

 

Note: 

- Possible acNons and measure do not appear in the acNon list. Only when they get a chosen 
status or more, do they get a number and appear in the acNon list. 

- New barriers, do not appear in the acNon list (yet). We are working on that. 

AcFon list 
To go to the AcNon list, click on the icon near the Ntle of your Event Map 

 

You’ll see the following 
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To change the informaNon of your acNons and measures 

1. Click on the pencil  
 

 
 
 
 
 

2. You can now change the different informaNon items. Some of them are now mandatory. 
 

 
 

3. To save the changes, click on the green Nck box 
 

 
 
Now your changes are saved and synced with your Event Map 
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To delete an acNon from the acNon list 

1. Click the garbage bin 
 

 
 
Your acNon list item is deleted and also deleted from the Event map 
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Export AcFon List to .csv 
You can export the acNon list to a .csv file. 

1. Click the export buaon 

 
 

2. The acNon list is now automaNcally downloaded in .csv file to your computer. 

Note: 

- The .csv of the acNon list is in the file you’ve chosen as the standard file for your downloads 
from the browser. This is your own sekng, we cannot choose that at this point in Nme 

- You cannot upload changed statuses in the .csv to the AcNon list. Any changes need to be 
done manually in the acNon list. 
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FAQ’s 

I don’t see the barrier-bars when expor3ng 
Once you choose to export your EM, your browser gives several saving opNons. Please check if you 
see everything. For some users, when they choose the save opNon “Adobe pdf” the bars of the 
broken barriers disappear. 

 


