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NOTE:  When using Event Central, participants need to log in to the WebInterpoint session by using 

the link that was created in Event Central. Also, the Event Central link is needed when recording 

through professional services. 
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System Requirements 

 

Host and Participant systems must meet the following minimum requirements: 

• Network connection to the WebInterpoint 8.2 server through HTTP and HTTPS 

• Internet connection speed of 128 Kbps or higher - see bandwidth considerations below 

• Microsoft Windows 2000/XP/Vista or Server2003 

• Internet Explorer 6+, Netscape 7.0+, Firefox 1.0+ browser 

• Mac OS X with Firefox or Apple Safari 1.1 

• Linux, Unix, or Solaris with Netscape 7.0+ or Mozilla 1.0+ 

• Macromedia Flash 8.2 or higher 

• Cookies and Scripting enabled in browser 

Average Bandwidth Usage 

• Application Sharing- 240 Kbps/participant (Note: Medium quality with average UI screen updates) 

• Published Files- jpeg/html download rate is proportional to the available bandwidth 

 

Host Requirements: 

Application Sharing 

A small ActiveX component is required for Hosts to share applications from their Microsoft Windows 

desktop. If the component is not present on the Host’s system, they will be prompted to download it. If 

system security settings prevent you from downloading and installing ActiveX components, you can 

obtain the component by downloading and installing the WebInterpoint 8.2 Options Kit. 

Recording 

Macromedia Flash 8.0 or higher is required only if the Host will be using the Recording functionality. 

 

Participant Requirements: 

Application Sharing 

Macromedia Flash 8.0 or higher can be used as an alternative component to view shared 
applications. 
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Logging into Event Central 

 

1. Go to the following URL: http://www.infiniteconferencing.com/eportal/ . 

2. Enter your username (which is the same as your Chair Code). 

3. Enter your Password (which is the same as your Participant Code). 

4. Click LOGIN. 
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Creating a Profile 

 

If you are logging in for the first time, you will be prompted to enter your contact information and 
upload a company logo.   

To go back to this page at any time, click on the MY ACCOUNT button from the top menu. The 
information you enter here will be shared with event participants when you are a presenter. 
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Event Central Dashboard 

 

If this is not the first time you are logging in, the “Conference Event Central” screen will display. 
This main screen contains information on upcoming events and past events.  When you click on a 
specific upcoming event you will open up a screen with different options such as editing, canceling 
the event, rehearsing the event and even showing registrant list. You can also create an Event 
through this interface as well as access your conferencing materials by clicking on the link. 
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Creating an Event 

 

To create an event, you will need to know the date and time of the event. You will be able to create a 
new event or copy from another event. If you need to go back to the Conference Event Central 
dashboard, just click on the CONFERENCE EVENT CENTRAL button at any time. 

 

1.   Click the CREATE an EVENT button on the “Conference Event Central” screen. 

 

 

2. Select whether to create a new event from scratch or use information from an existing event.  
Once you are done, click NEXT. 
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3. On the “Describe the Event” Screen you can fill in the following information. Click NEXT when you 
are done. 

a) Title 

b) Date of the event  

c) Time (Choose an option from the drop down menu) 

d) Time Zone (Choose an option from the drop down menu) 

e) Duration (Select from the drop down menu) 

f) Logo/Artwork (Click the BROWSE button to upload a logo for your Event) 

g) Event Description (You should include what the event will cover - Brief and specific description 
will allow you to deliver an effective message) 
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4.  On the “Host and Presenters” screen, you can fill in the following information. Click NEXT when 
you are done. Or if you need to go back to the previous screen, you can click on PREVIOUS. 

a) Host Name, Organization, Email Address (This is who the reminder/invitation emails will be 
“from”)  

b) You can add custom fields by clicking on “Create Custom Field” 

c) Presenter 1 Name, Presenter Organization, Presenter Email (NOTE: When the presenter logs 
in to WebInterpoint either for rehearsal or the actual event, then they need to use this same 
email address to authenticate them) 

d) Add Presenter (If you will have more than one presenter, click “Add Presenter”). 
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5. On the “Registration Requirement” screen, choose the information each attendee will be asked 
to provide when they are registering for the event. Click NEXT when you are done.  Or if you 
need to go back to the previous screen, you can click on PREVIOUS. 

a) Under Registration Information, select the registration information you want each 
registrant to fill out.  You may choose whether the question is required or not. 

b) Under Customer Registration Information, you may create custom fields by typing the 
information in the boxes.  For example, you may ask “What year did you graduate?” and 
select the status of the field, either required or not. 

c) Under Registration Approval, you can choose to approve each attendee before they can 
attend the event or attendees can be automatically approved after they register. 

d) Under Number of Attendees, you can limit the number of attendees for your event. (The 
default setting is 99 attendees, one host and 99 participants; contact us to increase the 
number of participants). 
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6. Under “Preview Attendee Registration page” you can preview how the Registration page will 
be presented to Attendees to register for your event. Review it carefully and if changes are 
required click PREVIOUS, otherwise click NEXT. 
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7. On the “Conference Details” Page, you will identify which conferencing features to use for this 
event. Click NEXT when you are done. Or if you need to go back to the previous screen, you 
can click on PREVIOUS. 

a. Web conferencing – Check the features you will be using (Published presentation, 
Application sharing, or Remote control). By identifying the features, a link to a 
customized system check will be included in the “Join” e-mail. 

b. Voice conferencing – If you will be using phone conferencing, check the box 
“Teleconference”, then enter the Access Numbers and Conference ID for this event. 
This information will also be included in the “Join” e-mail.   
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8. On the “Attendee Emails” page you can define if and when to automatically send before and 
after event emails. Email content can also be previewed in the viewing pane at the bottom of 
the page. Click NEXT when done or click PREVIOUS if you need to go back to the previous 
screen. 

a. Before the Event:   By default, the invitation and Registration approval will be sent 
according to your prior specifications.  You may choose when to send the First, Second 
and Third reminder. 

b. After the Event:  You can choose either the “Thank you for attending” and/or “Sorry 
you missed the Event” Emails. 

c. Preview the emails:  Select an email from the drop down menu and click “Preview”.  In 
order to preview the reminder emails, you must first select when to send them on top.  
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9. On the Summary Page, confirm the date and time of the event. You can still go back and 
change the date and time of the event after you save this event.  Click FINISH when done or 
PREVIOUS if you want to go back to the previous screen. 
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10. On the “Event Summary” page, you will see a confirmation of the event.  You will also be able 
to copy the Registration link to insert in any marketing material (e.g. emails, flyers, web sites 
etc.) that will be used to announce your event.  To go back to this page any time after creating 
the event, click on the Conference Event Central button on top, and then click on the event to 
view.  On the left panel, you can: 

a. View who has registered, and preview the registration form 

b. View the event emails 

c. Rehearse the Event 

d. Edit/Cancel or create a new event.  Click “Done” when finished reviewing the event. 

 

 

 

 

Registration Link 

Join Link 
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Editing an Existing Event 

 

1. Go to the Conference Event Central screen and click an event. 

 

 

2. To the left you will see the list of functions that are available. Click on EDIT THE EVENT. 
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3. You will be able to edit all your existing information.  You can go through all the tabs and 
make the changes that are necessary. When you are done you can click on the SAVE AND 
SEND button if you want to save your changes and send the update to registrants. Or you 
can just click on the SAVE button if you only want to save your changes. 
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Registrants 

To view registrants: 

1. To view the list of registrants, from the Conference Event Central screen, click on the 
REGISTRATIONS link. 

 

 

2. To view all registrants, choose “All Participants” from the drop down menu.  If during the event 
creation process you selected to manually approve registrants, then you will have the option to 
approve or deny them here.  If you selected to automatically approve all registrants, then you 
will not see these options. When you are done, click on the DONE button. 
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To approve registrants: 

1. You can either approve all registrants in one click by selecting APPROVE ALL. Or you can 
approve specific participants by selecting the ones that you would like to approve and clicking 
APPROVE SELECTED PARTICIPANTS. If you want to deny approval to a participant, then 
select the participant that you want to deny and click on DENY SELECTED PARTICIPANTS.  

 

 

To export the registrant list to an excel sheet: 

1. To export the whole list of participants, click on EXPORT REGISTERED PARTICIPANTS. 
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2. A confirmation window will appear, click on OPEN. 

 

 

3. The excel sheet will appear with the list of registrants. 

 

 

To email registrants: 

If your registrants do not have the email with the login information for your event, then you can send 
them a customized email through Event Central.  You can include the link to the registration page, the 
system check, the join page and the iCalendar attachment. 

1. Select the registrants that you would like to email and click on SEND E-MAIL TO SLECTED 
PARTICIPANTS. 
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2. You can type your own customized message and check off the boxes of the information you 
would like to see added to your email. Once you are done creating your email, click SEND. 
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Rehearse the Event 

 

1. To rehearse your event, click on the Event’s name on the Conference Event Central screen.  

 

 

2. Select on REHEARSE THE EVENT.  
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3. Click on the REHEARSE NOW button. 

 

 

4. You will then be redirected to your WebInterpoint session so that you can practice for the real 
event and you can upload the documents that you will share with your audience beforehand. 
Once you are done rehearsing, click on the SIGN OUT button.  
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Start the Session 

 

1. To start your event, click on the Event’s name on the Conference Event Central screen.  

 

 

2. Select on the START NOW button.  
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3. You can click on the START NOW button. By clicking on this button, the following will happen: 

 The Web conference will start and participants will be able to join. 

 Attendance and Registration data will be updated and reported at the end of the event. 

 Post event email will be sent after the end of this Web conference as designated during Event 
set-up. 

NOTE: Your event should be started 15 minutes prior to the start time.  Do not use this button to test 
the conference, since starting the conference will trigger all confirmation emails to be sent. Also once 
you click on the “Start Now” button, the session will automatically start. 

 

 

4. You will then be redirected to your WebInterpoint session. Once you start the event, then the 
participants will be able to enter it as well. Once you are done with the live event, click on the 
SIGN OUT button.  
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View Past Event Summary 

1. Click on a past event from the Conference Event Central screen. 

 

 

2. You will have the option to see who registered, you can view all the emails that were sent out 
for the event, and you can obtain the event history details. 
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To view who registered: 

1. Click on WHO REGISTERED?. 

 

 

2. A window with the list of people that registered will appear. You can send an email to 
participants, export the registered participant list to an excel sheet, and view participant details. 
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To view the event emails that were sent out: 

1. Click on VIEW EVENT E-MAILS. 

 

 

2. A screen will appear showing you the name of the emails that were sent out, the subject and 
the date that were sent will also appear.  You can click on them individually to view them fully.  

 

 

 



29 
 

To view event history: 

1. Click on SHOW EVENT HISTORY. 

 

 

2. A window will appear with the rehearsal and actual event activities that took place for your 
selected event. To view more details on each specific activity, you can click the appropriate 
link.  

 

 

3. For example, if you clicked on the event link then the following window will appear with all the 
details of the live event. 
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Logging Off 

1. Click on LOG OFF from the top of the screen at anytime to log off from Event Central.  

 


