
 
  

HELP DOC 
HOW TO RUN VFE SESSIONS FOR EVENTS WITH MORE THAN 20 PARTICIPANTS 

The VFE is designed for a facilitator running groups of up to 20 participants in a single 
session. If you need to run an event with groups of greater than 20, you can do it using a 

little bit of preparation and some multi-session switching! 

 

Concept: 

Participants sitting at tables use virtual CCS Cards to share their thoughts with each other from their 
mobile devices. One participant from each table is nominated as the scribe. The scribe summarises 
the card choices and comments from the whole table and shares the table’s findings to the VFE. The 
facilitator displays all scribe’s submissions on the big screen. 

Example: 60 event participants sitting at 6 tables of 10 participants. There is a big screen up front.  

1. You will need to have one Participant Pass (PP) for each event participant. So, make sure you 
have enough PPs in your account to safely cover the event. That’s 60 in our example, but 
probably a good idea to have a few extras just in case. If you need more, you can buy them 
instantly from our online stores. 

2. Several hours before the event, start a new VFE session for each Table. That’s 6 in our 
example. 

3. Now, create one additional session. This will be the Scribe’s session. What for? We’ll get to 
that in a minute. That means, in our example, we will create a total of 7 sessions. 

4. As you create each session, note down its Session ID. Be sure to take note of which Session 
ID refers to the Scribe’s Session. Tip: when you click on the Session ID in the Session menu, it 
is automatically copied to your clipboard — so you can quickly paste it into a word doc or 
PowerPoint. 

5. Print each of the Table Session IDs on a separate piece of paper and put them in separate 
sealed envelopes. Label “Table 1: Do not open”, “Table 2: Do not open”, etc. In our example, 
this means 6 separate envelopes.  

6. Print one copy of the Scribe’s Session ID for each table and put it in a separate envelope. 
Labelled “Scribe: Do not open”. In our example this means 6 Scribe envelopes. 

7. Before the event begins, place a Table and Scribe envelope on each of the tables ready for 
your session. Or, if necessary, hand them out just before you commence. 

8. START: Show the VFE QR Code download links on the big screen and have people scan and 
download the App from their seats. (You could also have a printout of it sitting on the table 
with instructions to download ready for later). 
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9. Ask for a volunteer at every table to be the Scribe. Have them pick up the Scribe envelope 
and open it and use the Session ID to Join the session. 

10. Direct everyone else to use the Session ID in the Table envelope. 

11. When everyone is joined, have them click on “Open Session Cards”  

12. Take the whole group through a brief “howto” using the VFE’s built-in howto screens. 

13. OPENER: Try a one or two card CCS opener activity to get everyone opening up and feeling 
comfortable (around tables or maybe get up out of chairs) 

14. MAIN TOPIC: All participants select cards for your main topic — whatever that may be (eg. 
“Go right through your pack to find 4 cards, that for you, describe your experience of being 
led in this organisation.”) 

15. Everyone shares their choices around the table by simply showing their cards on their 
mobile devices. 

16. Then, have the table work together to get their choices down to say, 3 cards that represent 
the key ideas from their table. [May help to have sheets of paper and pens in this process.] 

17. Now, have the Scribe find these 3 cards on their App and add notes to each one. 

18. The Scribe shares these final choices to the VFE. 

19. Now, to show a summary of results from all tables across the group (ie. all the Scribe’s 
cards), just open the Scribes Session on the big screen and click between each Scribe’s icon.  

20. You can follow-up after the session by using the VFE’s Snap function to get pictures for 
individual tables and all tables. Print them and/or email them to use for next steps.   

 

Note: while there are definitely more efficient ways to do multi-sessions, the above approach keeps 
all tables/subgroups nicely organised into their own sessions. This often means creating more 
sessions than you actually need, but makes directions more straightforward, means you don’t have 
to worry if one table gets a few random participants, and allows you the option of capturing 
individual table/subgroup results].  

 

 

Need some help? 

Buy more PPs: https://ccs.cards/myshop-vfe-pps/ 

Contact us anytime: https://ccs.cards/virtual/support/ 
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