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MANUAL

January 2024

Recording and publishing accessibility information

Dear service providers,
Thank you for your interest and participation in the OK:GO initiative.

The first step is to enter the accessibility information relating to your services in the ginto
app. This manual provides step-by-step instructions on how to do this.

The second step is to create a link to your organisation's accessibility information and
integrate it into your website.

We look forward to working with you to make Switzerland even more accessible for
everyone.

If you have any questions or comments about the OK:GO initiative, please do not hesitate
to contact us: okgo@stv-fst.ch.
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Conditions of participation

The OK:GO initiative is currently supported by the Innotour tourism funding programme.
Participation is free of charge for the duration of the Innotour-financed project. Companies
can terminate their participation at any time; there is no cancellation period.

Companies participating in the OK:GO initiative agree to the OK:GO conditions of
participation:

They record accessibility information relating to their services in the registration tool.
They fill in all mandatory fields in the registration tool.

They publish their accessibility information (OK:GO logo and link) in a prominent place
on their website.

They keep their accessibility information up to date.

VoY v

Swisstainable sustainability programme

OK:GO certification is recognised within the Swisstainable sustainability programme. In
combination with another recognised certificate in this category, companies can apply for
Level Il - engaged status.

Once you have completed and published your OK:GO entry, we will be happy to issue your
verification document. Simply send the link to your website displaying the OK:GO logo and
link to your accessibility information to okgo@stv-fst.ch.

Pro Infirmis and OK:GO

In addition to the self-assessment with OK:GO, companies have the option of being
assessed and certified by an external auditor from Pro Infirmis. The accessibility
information recorded by Pro Infirmis can also entered into the ginto app.

If the accessibility information for your organisation has already been recorded by Pro
Infirmis, you do not need to record it again. To participate in the OK:GO initiative, you can
link the entry created by Pro Infirmis in the ginto app to your website together with the
OK:GO logo. More information on the relationship between the two information recording
approaches can be found in the FAQs (in german).
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Recording accessibility information
Downloading the ginto app

Download the ginto app via the App Store or Google Play Store.

1. Open the App Store or Google Play
Store on your smartphone or tablet:

2. Search for “ginto” and download the
i1l Swisscor " S 10:32 45% @ )
a‘p p' Q_ ginto © Cancel

Alternatively, scan the QR code to go @i:m upoaTe
directly to the ginto app in the App
Store or Google Play Store:

Ginventory - Gin & To...

) dkdky

3. Once downloaded, open the ginto app. You can now start the registration process.
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Registration
Register your company in the ginto app.

1. Select “Create account”.

2. Fillin the relevant fields.

Email address

We recommend using your company's
general info address and not an
employee's personal email address. This
way, you will still have access to your
entry even in the event of personnel
changes.

- Example: info@hotelschweizerhof.ch

Display name

Your display name should correspond to
the name of your company/organisation.
- Example: Hotel Schweizerhof

Password
You are free to choose any password you
like.

- Select “Company account”.

- Accept the terms and conditions and
the licence agreement.

- Select “Continue”
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vl Swisscom 10:33 5% m

Log in >

Create account >

Get to know ginto >

vl Swisscom F 10:34 6% m

Create account

Lma\\

User name

Password

e
Create account

User name

Password

Private account

@ Company account
ave my own business and
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3. Your account has been successfully
created.

4. You will receive confirmation by email.

Select “Start ginto” to begin the data
entry process.

Creating an entry

OK:GO Initiative

Accessible Switzerland Association

Welcome to ginto
You have created a company account and can

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

NS
GQG

Different entries can be entered to refer to different locations for each company account.
If there are several locations and/or businesses belonging to the same company, a separate
entry can be recorded for each location/business.

- Example 1: a mountain railway company has one company account and enters a separate
entry for both the mountain railway station (entry 1) and the mountain restaurant (entry 2).

- Example 2: a hotel with a restaurant open to the public in the same building creates a
separate entry for both the hotel (entry 1) and the restaurant (entry 2).

How many entries you create for which businesses and at which locations depends on the

services you offer.

1.  Use the search function to check
whether there is already an entry for
your company. If so, add it to your
account. This prevents multiple
entries for the same business.

- Search for your business using the
search function.

- If an entry already exists, edit it by
selecting the following icon: ¥

- You will be asked whether the entry
belongs to you. By selecting “Assign now?,
the entry will be added to your company
account.

o Swscom & 10:43 a3%m

hotel schweizerhof| o X

e Hotel Schweizerhof
o w

A

Create a new entry

“schweizerhof” schwid schwiz

‘111t uv111

1 1rrrt1111

& (2% e v Bl fnk M ®

123 & & space done

! Swisscom B n:33

733%8

X @
Edit entry

Category

Restaurant [t
Image:

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
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2. If there is no entry for your company T 7\
yet, you can create a new one. Select = 0
“Create an entry” g 20etrge

: o

- A separate entry is created for each K ekt

company. All entries can be created and s i

managed via the same company account. 3_

Create an entry

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

account

v/ Swisscom 10:42

X

Which category does this
entry belong to?

3. Select a category for your business.
This simplifies the entry process.
Select one category for each entry.

Food & baverage
@ Restaurant

Fast food / snack bar

Coffee shop

Other gastronomy
Activities

Theater

Movies

4%

Cancel

wil Swisscom S 10:a5

4. Enter general information about the
business in “Name and addresses”. To Home s resees
enter the address, select the following "=
symbol: (4 hotel schweizerhof o
www.hotelschweizerhof.ch [}
Address “

Back

eh

qwer tyu.i q

A ERERBRN

< M E NN © <

done

123 & . /

.com

11111

3 @ &

GQG

Address
(]
Berr|

1

(]
(-]

Bahnhofplatz

3225

Suggestions.
Bahnhofplatz 11, Muentschemier,

Cancel

wer
11
111111 K&

space done
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5. Add pictures of your business. These
can be changed later at any time
under “My entries”. To select the main
image, click on the three dots at the
top right of your chosen image.

- Add images that represent your
business.

- Add images that show the accessibility
on site (e.g. an image of the entrance
area).

6. Now you can enter the accessibility
information for your business. Select
“Ok”.

- Important: enter all mandatory fields!
Otherwise, the information will be
incomplete. This is the only way you can
link the OK:GO logo on your website and
receive the sustainability certificate.

7. Record accessibility: “Paths”
Enter all paths to and within the company
premises in “Paths”.

- Select one of the suggested paths (e.g.
“Street — Hotel room”) to record the
accessibility information in detail.

- Once a path has been fully recorded, a
blue tick will appear (see image on the
right).

- Under “Create new path” you can enter
as many additional paths as you like.

- A path can be deleted using the three
dots on the right.

- Important: delete all suggested paths
and rooms that are not relevant to your
company. Otherwise, your entry will not
be displayed as complete

OK:GO Initiative
Accessible Switzerland Association

il Swisscom 4 1:46 73 .

X Images

Sack

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

Cancel Ok

' Swisscom T n:07 EE

Accessibility

Street .
Street . + Lobby ° :
« Lobby :
Visitor parking
Visitor parking . + Lobby
« Labby :
Lobby
Lobby : « Toilets
« Tollets .
Lobby
Lobby . + Hotel room
« Hotel room :
Lobby

Lobby . + Common room

+ Common room
Create new path
Create new path
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8. “Paths”: detailed recording
Each individual path can be recorded in
detail.

- Click through the instructions and
record all information in as much detail as
possible (doors, landings, step, etc.)

- Make sure that the numbers (in cm) are
entered correctly.

- Important: in order for your entry to be
displayed as complete, all mandatory
fields (see yellow exclamation mark) must
be filled in.

9. Enter accessibility: “Rooms”
Enter all the rooms in your company
under “Rooms”.

- Select one of the suggested rooms to
record the accessibility information in
detail (e.g. “Hotel room”).

- Under “Create new room” you can enter
as many additional rooms as you like.

- Once a room has been fully entered, a
blue tick will appear (see image).

- The room can be deleted using the
three dots on the right.

- Important: delete all suggested paths
and rooms that are not relevant to your
company. Otherwise, your entry will not
be displayed as complete.

OK:GO Initiative
Accessible Switzerland Association

! Swisscom = 07

x

What is the first obstacle

NS
GQG

! Swisscom T 07 ET ]

36% 8 )
X Street - Lobby

Street - Lobb;
Y Enter the details about

“Staircase”

from “Street” to “Lobby”?

w1l Swisscom & 1

Ground-level

Cancel

Type of staircase Optional >

Door

Height of stairs (cm) Optional ?

Width of stairs (cm) Optional >

Landing

Handrail L

One step

Number of stairs Optional >

Gap

Number of landings Optional >

Staircase

Ramp - fixed

Ramp - uponh request

| Cancel

Height of stairs (cm)

Handrail
Cancel

Available
Available in relief lettering

Mot available

Ganel ‘ m

! Swisseom E RIEEY 35% 8

6%

X Accessibility

"

Accessibility

Lobby 0:

Lobby

Hotel room

Hotel room

Toilets

Toilets

Common room

Common room

Dining hall

Dining hall

Create new room

Create new room
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10. “Rooms”: detailed recording e e

x Lobby

Enter the details about
“Standing counter”

- Click through the instructions and
record all information in as much detail as
possible (doors, landings, steps, etc.)

- Make sure that the numbers (in cm) are
entered correctly.

- Important: in order for your entry to be
displayed as complete, all mandatory
fields (see yellow exclamation mark) must
be filled in.

Accessible table height (cm)

Accessible table height (em) Y
Tabletop height (cm) Optional
Accessible depth (em) LU

Chair Optional >

Back

Manage entries

1. You can edit your entry at any time. To
do this, open your entry and click on
the icon in the top right-hand corner.

Tourist Information Luzern

Tourist information 816m

2. You can add or adjust the accessibility “™"7 " o
information under “Accessibility”. 2 m

Edit entry

P————

hotel schweizerhof (<]

www.hotelschweizerhof.ch (<]

Schweizerstrasse 15 C/J

Luzern 6000

Accessibility

2 Criteria entered successfully @
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3. In “My entries” you can see all the
entries you have created.

4. Your entries are also displayed on the
map.

5. Self-declaration: your entry shows
that the entry was entered by you, the
company itself.

- Third parties may edit your entry and
suggest changes to you.

- You will automatically receive an email
notification when third parties make
changes.

- Check the proposed changes.

- You can accept or reject the changes.
- Changes to the entry can be tracked in
the history section.

OK:GO Initiative

Accessible Switzerland Association

w1l Swisscom & 1133

Hotel Schweizerhof

User account

My entries

Supporters
Tutorial
egal notice

owered by

&

feedback@ginto.guide
o1/l Swisscom 4G 12:03 B

Tggist Information Luzern

Das schwarze Schaf

9

Bank Cler AG

Create an entry

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

account,

Customer area

Aceess from Street S
Ground-level, Gap, Automatic doc

Space conditions N

Lots of space

Customer service counter >
<high counter

History

7 Changes and comments >

Gepriifter Inhalt @
Diesar Inhalt wurde vom Betrsiber gepriift

&

Geocoding by Pelias from geocods.sarth

Data from OpenSireetMap © OpenSireetMap
niributors under ODbL, Op:

under a Greative Commans Zero public

domain designation, GeoNames under CC-BY-

Erfasst durch die OK:GO Initiative

O®®

o111 Swisscom B 1:28 2a%m

X

My entries

% hotel schweizerhof

Create an entry

! Swisscom T 1135 32% W

<_
History
26,06.2020

Luzern Tourismus

Entry created
26.06.2020

Luzern Tourismus
Entry changed

13.10.2020

Luzern Tourismus >

ntry changed

13.10.2020

Write a comment
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Publishing your accessibility information

Once you have entered the relevant accessibility information in the ginto app, you must
publish this on your company's website. Place the OK:GO logo on your website, preferably in
a prominent position (e.g. in the footer or with the travel information). The aim is to allow
even those visitors who do not know about or use the ginto app to quickly find information
about your company’s accessibility credentials.

Generating a link

1. After you have entered your
company’s accessibility information in
ginto, you can create a link.

- Open your entry in the ginto app.

- Click on the icon at the top right to
share the entry.

- Select “Copy” or send the link to your
company's email address.

2. Integrate the OK:GO logo on your
website and set the previously
generated link as a hyperlink. Now,
when visitors click on the OK:GO logo,
they will be taken directly to the 0

accessibility information for your 00

business.

- IMPORTANT: place the logo in an area
that is easy to find, for example in the +
footer of the website. Your visitors should o O
be able to find your accessibility O
information quickly.

- If you use the logo without text, we ] N

. . Click here for accessibility
recommend including a sentence to - t'
indicate what it refers to, i.e. accessibility niermation

information.
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OK:GO logo: format and placement

The OK:GO logo is used to publish accessibility information. This is important because the
logo is advertised to visitors as a means of recognising accessibility information. The logo
can be used on various background colours and is available in JPEG, EPS and SVG file
formats. We recommend using the SVG format for the most accessible presentation
possible. The OK:GO logo should be displayed prominently on your website. We recommend
placing the logo in the footer, on the travel information/contact page, in the accessibility
section or on the details page for your range of services.

Important: to ensure that people with visual impairments can also benefit from the
accessibility information, please include alt text in the backend. For example, you can use

the following alt text: “OK:GO — Get accessibility information here”.

This inserted text is read aloud to users with visual impairments so that they can consume
the content of a website despite visual limitations.

You can find the OK:GO logo in the toolbox on our website.

OK:GO logo: examples
The OK:GO logo can be positioned in different ways depending on the structure of your
website, the type of tourism services you offer and the number of entries recorded in ginto.

A few examples are listed below.

1. Lorzensaal Cham: placement in

the footer #
Lorzensaal Cham has integrated the Kontaia Quickdinks Socal Media
OK:GO logo in the footer of its e Veraneahimgiiender o] flin]
website. Clicking on the logo takes crsstrem e
you to the “Arrival” subpage. The o s o () owsewer
accessibility information for the info@lorzensas! ch +
individual entries is linked 0 0

separately in “Arrival”. @
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2. Lorzensaal Cham: multiple
entries

Lorzensaal Cham has several

entries. Accessibility information for

the individual rooms is linked
separately on the “Arrival” page.

3. Toggenburger Bergbahnen AG

Toggenburger Bergbahnen
summarises the accessibility
information for its various entries
under “Directions and contact”
Each entry also links to the detailed
information on ginto.

4, Kinderregion: filter function with
OK:GO

Umbrella organisations or
destinations can mark affiliated

businesses that participate in OK:GO

with a filter function.

OK:GO Initiative G G

Accessible Switzerland Association Q

Hier finden Sie die Zuganglichkeits-
inf i I Angebot fiir Menschen mit
Behinderungen

T

Zuginglichkeit Seminarrdume Seesaal und
Rigisaal »

| Zugéinglichkeit Parkhaus Lorze »»

litios und Alp Sellamatt

Vo lltios fihrt cin grossziigiger Weg bis zur Bergstation
der Alp Sellamatt. Zum Teil asphaltiert und zum Teil als
Forststrasse. Auf dem lltios sowie auf der Alp Sellamatt
finden Sie rollstuhlganige Toiletten und Zugang zum
Restaurant. Von der Terrasse geniessen Sie einen

einmaligen Ausblick auf die Churfirsten. weiter [nfos

Chaserrugg

Auf dem Chaserrugg geniessen Sie die mehrfach
ausgezeichnete Holzkonstruktion der Architekten Herzog
& de Meuron. Die Toiletten sind rollstublgangig und iber
den Personenlift erreichbar. Uber eine Holzrampe beim
Eingang gelengen Sic auf die Ebene rund um das
Gipfelgebsude. Die umliegenden Wanderwege sind jedoch
nicht fiir Rollstuhl geignet. Vom Gipfelgebaude geniessen
Sie einen einmaligen Ausblick suf die umliegenden

Berggipfel und Taler.| WEITERE INFOS
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Communication

With your participation in the OK:GO initiative, you provide added benefits for people with
limited mobility: people with disabilities, senior citizens, families with small children (and
pushchairs). Communicate this via your various communication channels (website,
newsletter, social media, etc.).

Boilerplate text for your communication channels

Short boilerplate text (in addition to the OK:GO logo on your website)

Accessibility information for the tourism service can be found here:
Accessibility information for [name of your business] can be found here:
Information for people with limited mobility can be found here:

Accessibility information for people with disabilities, senior citizens and families with
pushchairs can be found here:

People with mobility impairments can plan their trip independently thanks to accessibility
information relating to tourism services. Click here to access the information:

Long boilerplate text (for your website, newsletter, social media, etc.)

The OK:GO initiative records and publishes accessibility information for tourism services.
This helps people with disabilities, senior citizens and families with small children and
pushchairs to plan their trips independently. A bonus for everyone! Find out more about the
OK:GO initiative: www.stv-fst.ch/okgo-initiative

The OK:GO initiative aims to ensure that all tourism providers in Switzerland publish
information about the accessibility of their services. Find out more about the OK:GO
initiative: www.stv-fst.ch/okgo-initiative

For people with mobility impairments, accessibility information is as important as
information on opening hours. With the OK:GO initiative, tourism providers record and
publish their accessibility information in an objective and neutral manner. This allows
people with disabilities, senior citizens and families with small children to decide for

themselves which offers are accessible to them. Find out more about the OK:GO initiative:
www.stv-fst.ch/okgo-initiative
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We are part of the OK:GO Initiative! The OK:GO initiative aims to ensure that all tourism
providers in Switzerland publish information about the accessibility of their services. Find
out more about the OK:GO initiative: www.stv-fst.ch/okgo-initiative

We have recorded our accessibility information as part of the OK:GO initiative! The OK:GO
initiative aims to ensure that all tourism providers in Switzerland publish information about
the accessibility of their services. Find out more about the OK:GO initiative: www.stv-
fst.ch/okgo-initiative

Hashtags for social media

#okgo #accessibilityinformation #onthegoindependently #sustainabletourism #okgoinitiative
#accessibility #nobarriers

SEO key terms

Accessibility in tourism, accessibility information, autonomy when travelling, people with
disabilities, senior citizens, individual needs, on the go independently, families with small
children, sustainable tourism, self-determined travel
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Boilerplate text for destinations, associations and organisations

As a destination or (industry) association, you can use your contacts to promote the OK:GO
initiative to your members/service providers. We recommend setting a good example and
registering your tourist office or branch office in ginto. You may then motivate other service
providers/members to participate if they wish.

Template

Dear members and service providers,

We are now part of the OK:GO Initiative. The OK:GO initiative supports tourism businesses
across Switzerland in providing information about the accessibility of their services. The
aim of the initiative is inclusive tourism. This makes travel planning easier for people with
disabilities, senior citizens and families with small children and pushchairs.

All service providers can take part in OK:GO, even those that are “not 100% accessible”
according to the traditional understanding. The initiative enables tourism companies to
record the accessibility of their services in an objective and neutral manner. This allows
people with mobility impairments to decide for themselves which offers are accessible to
them and under what conditions. By participating in the OK:GO initiative, service providers
are also signalling their willingness to strengthen inclusion for people with disabilities.

Accessibility information is recorded using the user-friendly smartphone app “ginto” In
addition, participants in the OK:GO initiative can integrate the OK:GO logo on their website
and link to the accessibility information they have recorded. Participation in the OK:GO
initiative is free of charge.

We are part of the OK:GO initiative because tourists with mobility impairments are an
important target group: people in wheelchairs, families with pushchairs, older people. We
also support the user-friendly and low-threshold approach the initiative takes.

We would be very pleased if you would also become part of the OK:GO initiative! If you have
any questions, please do not hesitate to contact the OK:GO office: okgo@stv-fst.ch.

Kind regards,

OK:GO Initiative | Accessible Switzerland Association
c/o Swiss Tourism Federation | Finkenhubelweg 11 | CH-3012 Bern
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17 117


https://www.stv-fst.ch/nachhaltigkeit/kompetenzzentrum/okgo-initiative
mailto:okgo@stv-fst.ch

