
INSTRUCTION  
MANUAL        6
Phases, Groups, Subgroups and Bundles



1. The top level is PHASES. 

2. Within the phases, you will find GROUPS. 

3. And within each group, you will find 
SUBGROUPS 

4. And within each subgroup, you will find 
BUNDLES; these function like folders. 

5. Inside the bundles, you will find ACTIVITIES. 

If you think of the setup as a folder system, it 
makes things easier to manage. 

You can also create standalone bundles and 
activities that are not part of a phase or group. 
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The main groups are: 

6. GROUPS: Here, you will see that we divide 
them into project stages. 

- LOC Office Operations 

- Event Arena 

- Athletes & Teams & Federations 

- Guests & Partners 

- Staff & Volunteers 

- Press & Media 

- Spectators 

- Resource Management  

- Side Event 

Note: No two projects are the same, and 
sometimes one or more of these phases may not be 
as relevant. Simply leave them empty if that’s the 
case.

Example: SPORTS module 6



SUBGROUPS: 

When we click on the arrow next to the different 
groups, we can see the SUBGROUPS (as pictured) 

One or more of these may not be relevant to your 

project, so feel free to leave them empty. 

We have created the phases, groups and 

subgroups for two important reasons: 

THE FIRST is to help you complete a report as 

thoroughly as possible, serving as a tool to remind 

you of all the phases in the project. 

THE SECOND REASON is so that we can gather 

consistent data from all our members, which we 

can then use for further research.

Example: SPORTS module



A BUNDLE 12 is a folder that contains 

ACTIVITIES 13.  

You’ll find it inside a SUBGROUP 14,  

which is located under a GROUP 15. 

16. You can always move a bundle to another 
group or phase if desired; simply click EDIT 
GROUP. 
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