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Instructions for Event Organizers: Filling Out Carbon
Neutral Event Forms to Offset Your Event's Carbon

Footprint

At UWA, we are committed to reducing our carbon footprint and achieving net zero emissions for
Scope 1, 2, and 3 emissions by 2040. To help us reach this goal, we are making all campus events
carbon neutral, and we need your help to get there.

By following the steps below, you’ll play a key role in ensuring your event is carbon neutral.

Before Your Event
1. Access and copy the Transport Survey Template
a. Clickthis link to access the Microsoft Form template for the transport survey.

Duplicate this form to use it with your UWA Microsoft account.

@ Duplicate this form to use as your own.

Event Travel Survey
Template

Help us make UWA events carbon neutral! ¢
Share your transport details (1-min survey)
All responses will be collected anonymously.

2. Customise the Form
a. Replace [Event Travel Survey Template] with an appropriate title for the survey.
b. You may also update the subtitle (e.g., adding the organizer’s name) and change the

cover photo if desired.


https://forms.office.com/Pages/ShareFormPage.aspx?id=8EqJBSjL2EaHFnTNtG4iJnXGRwO2YfVKpThy0RYhOnJUM1NYMU9IOFUwRjg1U0NKV09KNVlYRzIzRSQlQCN0PWcu&sharetoken=zEHyojOeKtnVvrD5jaBl
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DO NOT Edit
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Editable sections of the survey: e Do not add or remove any questions.

e Cover Photo: Click the photoiconinthetop | e Do not modify the questions.

right corner to change it. e Do notrearrange the questions.
e Survey Title: Modify as needed. All responses must remain standardised and
e Subtitle: Modify as needed. comparable.

3. Share the Survey with Attendees
a. Share the survey to all event attendees by clicking ‘Collect responses’ via:
i. Displaying a QR code on a projector or screen at the start of your event.
ii. Sending the survey link to attendees in advance or during the event.

iii. Ifyou’re unsure how to share the form, this guide provides helpful tips.

G) Style {3 Settings /5 Preview B> Collect responses

b

1. Event date *

Please input date M/

2. How did you travel to the event? *

Event Travel Survey
Template

Help us make UWA events carbon neutral! 4
Share your transport details (1-min survey)

O Tain
All responses will be collected anonymously. S

(3 Zero-emissions transport



https://support.microsoft.com/en-us/office/share-a-form-384371be-f1e7-4628-bcba-abd3d6123917
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Send and collect responses X
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| @ #nyone can respond GD httpsy//forms.office.com/Pag... || Sherten URL | Copy link
\ Anonymous response, doesn 't require sign-in

(O only people in UWA can respond

(O specific people in UWA can respond

Hi! Would you mind taking 2 minutes to complete this form? It

B & outlook [ ] 5 Teams (Message only) m
Invitation will be sent via Outiook
(D Feedback

Note: Make sure to tick ‘Anyone can respond’ to maintain respondent anonymity.

4. Encourage Everyone to Complete the Survey
a. The survey only has three short, anonymous questions, so it’s quick and easy to fill

out. Make sure all attendees participate.

After Your Event
1. Download Survey Responses
a. Loginto Microsoft Forms using your UWA Microsoft account.

b. Openyourtransport survey and click ‘View responses’.

) Settings & Preview  (EREITL P b View responses

1. Event date *
Please input date (M/c/yyyy)

2. How did you travel to the event? *

Travel Survey

Help us make UWA events carbon neutral! #
Share your transport details (1-minute survey)
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All responses will be collected anonymously. e

") Zero-emissions transpart
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c. Clickthe Excelfile icon button, then select "Download a copy" to export the

responses as an Excel file.

Responses Overview i
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2. Submit the Event Details Form
e One submission per event using a single UWA Microsoft account (the event organiser who

submits it can edit the response later if needed)
e Signin with your UWA email to access the form. Your email will be recorded for contact if

needed: https://forms.office.com/r/Onprvh2SnF

o Attach the Excel file with the transport survey responses when prompted.
- Rename the excel file using the correct Event Code before uploading (more information

is detailed in the Forms).
e Onceyou’ve submitted the form, the data will be processed, and the carbon footprint of your

event (in kgCO2) will be automatically calculated in our dashboard.

See Your Event’s Carbon Footprint

e Checkthe UWA Event Carbon Dashboard [Insert Dashboard Link Here] to:
o View the carbon footprint of your event.

o Compare it to other events on campus and see where your event stands.

By following these steps, you’re helping UWA move closer to its sustainability goals. Thank you

for making your event carbon neutral and supporting a greener campus!


https://forms.office.com/r/0nprvh2SnF

