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MODULES

eReg Module

- Categories " ) Attendee Info ” -\ Agenda & Options H 114 Hotel & Travel H (j Fees & Payment u\y Look & Feel ”ﬁ-‘.ﬂ Adv. Settings ]l

The eReg module has everything necessary to create your event registration and
it supports housing and travel management, payment collection, look and feel,
and comprehensive reporting. This module also includes a viral ticketing function
that automates payments and refunds to attendees who pass and receive a viral
code through social networks such as Twitter, Facebook and LinkedIn.



Event Info Tab

Event Info Tab: the Event Info tab consists of three sub-sections - Basic Details,
Event Emails, and Registrant Rules. You can change between the three by
clicking the links in the sub header section.

& Eventinfo’| [SERENLITE
Basic details Event emails Registrant rules

1. Basic Details Tab: this section has the basic details for your event, be sure
this information is entered correctly because these details are often used
throughout the registration process and other modules.

NOTE: * The asterisk next to a field label means that this field is required so you
need to insert something in order for the system to allow you to save it and
continue.

-Event Name and Status: input all the details of your event

¥ Event name and status

Eventname * | Infinite Conferencing - Maria |

Event code | 11111 |

EventURL "= https:iiwww.etouches.com/ || custom redirects |

Event Status * Fre-Event -
[]* " Include on Event Calendar

Maximum Registrations 100

Registration Close Date - | El| Q)
Registration Closed .| B
Message
Event Description -| B4

Program Manager | |
Internal Use Omly

Client Contact | |
Internal Use Omly
Lodging Motes .| B2
Internal Use Omly

-

e Event Name: enter the name of your event; this is the name that will be
used throughout the database to identify your event.

e Event Code: a reference code can be assigned to your event which is
used for internal purposes only.



Event URL: by default your event will have a URL that consists of the
event number at the end. But you can assign a more relevant URL to your
event by typing an ending into the text box. This will be your new URL.
Account: the account name shown in the dropdown box is the account in
which the event is placed, and determines who has access to the event.
Event Status: your event status is displayed in the dropdown box. Until
you are ready to make your event live you should always keep your event
in “Pre-Event” status. When in pre-event, any registrants are marked as a
test and payments are sent to a test payment gateway. The “Live” setting
will make your event take live registrations. “On-site” will close the event to
public registrants and give you additional on-site functionality on the back-
end. Sold-out, Cancelled, and Archived will all close the site to additional
public registrations.

Include on Event Calendar: check this box if you want this event appear
on your event calendar.

Maximum Registrations: if you input a number in this field, once that
many people register, the event will automatically close to new registrants.
Registration Closed Date: if a date is entered here then the event will
automatically close to new registrants once the specified date passes.
Registration Closed Message: if you entered a registration closed date,
you can create a message that will appear on the welcome page informing
new registrants why the event is no longer available.

Event Description: if you enter a description about your event it will
appear when an attendee saves the date to their outlook calendar.
Program Manager: enter the name of the person who manages the
event. This is for internal use only.

Client Contact: if you are managing this event for an external client, enter
the name of the contact person with the client here. This field is for internal
use only.

Lodging Notes: any information entered here can be used to keep the
lodging management informed. These notes will be placed at the top of
the hotel report.



-Event Location: input general details about the location of your event

¥ Event location

Location name
Address line 1
Address line 2
City

State
Postcode
Country
FPhone

Email

Map/Directions Link

Address line 1 & 2: address at which your event takes place.
City: enter the city at which your event takes place.

State: state in which your event is being held.

Postcode: zip code for the location of your event.

Country: country where your event is being held.

Phone: this is a phone number linked to the location of the event.
Email: this is an email address linked to the location of the event.
Map/Directions Link: this field allows you to enter a link to a map
showing where the event will be taking place.

-Event Date & Time: in this section you can adjust the settings associated with
your event date and time

¥ Event Date & Time

Start Date 10/282010 5 [3:30pm ()

End Date 10/282010 5 |5:00pm ()

Date Format mmiddiyyyy -
Display day of the month with letters (eg. 3rd, 5th etc)
Time Format 12 hour clock (8:00 am) -

Please note: these are the date and time formats that your registrants will see as they register. To alter the format of dates and times that you see when managing
your event in the back end, go to setfings.

Time Zone [GMT-05:00] Eastern Time (US & Canada) -

Time Zone Description

DatefTime in this Time

Zone | 2011-06-07 13:14:41

Start Date &Time: date that your event starts.

End Date & Time: date that your event ends.

Date Format: select your preferred date format using the radio buttons.
Time Format: select your preferred time format using the radio buttons.
Time Zone: select a time zone for your event from the dropdown box.
Time Zone Description: once you have selected a time zone, you can
input a brief description about the time zone in the given section.



e Date/Time in this Time Zone: the time and date for the time zone
selected is displayed in this box. When you change the time zone, the
time will change.

-Links & Contact Information:
a. Without URL link

¥ Links & contact information

Event home page | |
Contact info .| B8

b. With URL link

¥ Links & contact information

~~

Event home page ’T'ww.inﬂniteconferenu:ing.u:om|

[7] Linkthe event logo to the event home page specified above

[7] Linkthe Registration Time-out page to the event home page specified above
[7] Include alink to the event home page specified above on all registration pages
[7] Include this link when someone emails afriend from the "tell a friend” popup

Contact info .| B8

e Event Home Page: if you have a home page for your event and would like
to include it on the site, input the URL here. Once you input something,
four checkboxes will appear with additional options. Check the ones that
you want to apply to your event.

e Contact Information: enter any contact information for people who can
help attendees with questions regarding registration.

2. Event Emails Tab: Emails are usually sent out for incomplete registrations,
initial confirmations for registrations, and hotel confirmations, but you can
create as many custom emails as you need. In your emails you will want to
provide the name of the email sender and the email address that the email is
coming from.

© Eventinfo t- Categories || /4 Attendee Info || =\ Agenda & Options |[.1.* Hotel & Travel || () Fees & Payment |[(.+) Look & Feel || (=} Adv. Seftings

Basic details Event emails Registrant rules



-Emails to Event Registrants:

¥ Emails to event registrants
Email subject Email type = edit copy delete
Hotel Confirmation Hotel confirmation 1=} ]
Incomplete registration for *feventnamer* Incomplete registration = i
Confirmation for */eventnamer™ Initial confirmation % =] filf
Add email

e Adding an Email: to add an email click the “Add email” button, this will
populate a new window that looks like the screenshot below. There you
can enter all the email information.

Email editor x

¥ General details +

Email type Initial confirmation -

From (email) | |x

From (name) | |

BCC (email) ' | |

Motes -
Internal use only

m

¥ Email content

Subject | %
Format . @ HTML&Text ) HTML Only ) TextOnly m
HTML content ~| Ed
Text content -
View Merge Fields || Send TestEmail

¥ Attachments

Add attachment

¥ Recipient settings

This email should be sent when registrantis a

Public registration
Admin registration [

Send this email to the following categories

All attendee categories




-General Details:

Email Type: there are 6 types of emails to choose from, the following are:

a. Incomplete Registration: this email type is automatically sent to a
registrant when they do not complete their registration. Its purpose is
normally to ensure the person realizes that their registration was not
finalized, and gives them a link to the event site so they can try again.

b. Initial Confirmation: this email type is automatically sent when a
registrant first registers for your event. It will normally thank them for
their registration and provide them with a link back to their registration
record where they can see the details of their registration.

c. Hotel Confirmation: this email type is not sent out automatically by
the system — an administrator will need to trigger it from a registrant’s
record when applicable. It's normally used when you are managing the
room block internally.

d. Registration Cancellation: this email type is another that is not sent
automatically. When a registration is cancelled the person managing
the event can quickly trigger this email from a registrant’s record.

e. Hotel Cancellation: this email type is similar to the registration
cancellation, but it is intended for when a registrant just cancels their
hotel rather than their registration for the event itself. It is not sent
automatically by the system.

f. Custom Email: this email type can be used for whatever purpose you
desire. Once you've selected this type you'll be given an opportunity to
enter a name to identify the email, and you can then send it to your
registrants from their attendee records.

From (Email): enter the email address of the person you want the email

to come from, note that people may reply directly to this email.

From (Name): enter the name of the person that you want to email to

come from.

BCC (Email): enter the email address of anyone you want included on the

bcce line. Multiple email addresses can be entered here but should be

separated by semi-colons.

Notes: these notes are for internal purposes, to help you and your

colleagues identify the email.

-Email Content:

Subject: information entered here will be used as the subject line for your
email, be sure to make the subject obvious so the recipient does not
delete it.

Format: use the radio buttons to select the format of your email. The
different formats are listed below:

a. HTML: this format allows you to bold your text, insert images, and
make your email livelier. HTML emails are also more likely to be
blocked by spam filters and not everyone can view it.

b. Text: the text format is more functional but cannot have any
formatting, only new lines.



c. HTML & Text: with this format you can send both a text and HTML
email out.

e HTML Content: use this HTML editor to add information to your email. To
open the HTML editor click the icon to the right.

e Text Content: if you selected “Text Only”, or “‘HTML & Text” as a format,
you will see a text content field where you should enter the information
that will be displayed for the users who cannot view HTML emails

e View Merge Fields: click the “View Merge Fields” button to view a list of
the merge fields that you may want to use for your text content box. Merge
fields can be added to the HTML content using the HTML editor.

e Send Test Email: it is strongly encouraged that you send yourself a test
email to be sure everything is displaying the way you want. To do this click
the button labeled “Send Test Email.” A screen will then populate that
allows you to choose which email address to send your test email to and
also choose a registrants information to be sure merge fields are working
correctly.

-Attachments:

e Attachments: you have the ability to add attachment to your email using
the tool in this section. The attachments that are available are ones that
have been uploaded in your accounts attachment database. To add an
attachment highlight it by clicking it, and select the add arrow. Every
attachment on the right side of the table will be attached to your email. For
more information on uploading attachments see the “New Interface
Guide”.

-Recipient Settings: in the recipient settings section you can specify specific
categories that the email will be sent out to by checking the boxes as well as
whether the email should be sent for public and/or admin registrations.

-Schedule Email Blasts:

¥ Scheduled email blasts

No scheduled email blasts found

% Use this section to schedule your custom emails to be sent at a certain time to specified registrants. Please note that only "Custom” emails can be scheduled to go out as an email
blast here

You have not currently scheduled any email blasts for this event. In order to schedule an email blast, please click the button that says "Schedule email blast™.

Schedule email blast

e Schedule an Email Blast: use this section to schedule your custom
emails to be sent at a certain time to specified registrants. Please note
that only Custom emails can be scheduled to go out as an email blast
here. In order to schedule an email blast, please click the button that says
"Schedule email blast".
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Email editor

¥ General details

Email type Custom email + || Schedule email

Custom email name

From (email)

|

|
From (name) | |
BCC (email) " |

Motes -
Internal use only

¥ Email content

Subject | %

Format' @ HTML&Text © HTMLOnly © TextOnly
HTML content .| B8

Text content -

-Emails to Event Administrators:

¥ Emails to event administrators

No event administrators found
Event administrators are people who receive email alerts when certain events happen - for example a person completes a registration, updates their booking or falls incomplete.

You have not currently created any event administrators for this event. In order to create one, please click the button that says "Add administrator”

Add administrator

] Send email notications for admin registrations

« Add Administrator: event administrators are people who receive email
alerts when certain events happen - for example a person completes a
registration, updates their booking or falls incomplete. In order to create
one, please click the button that says "Add administrator" and fields like
the ones below will appear.

¥ Emails to event administrators

Email address ‘& Incomplete reg alerts ‘& New reg alerts &/ BCC initial confirmation & Updated reg alerts &/ delete
[l Do notsend alers - O Do notsend alerts - i
Add administrator

[]*. Send email notications for admin registrations

11



3. Registrant Rules Tab: this is the section that you would use to set up
different type of registrant rules such as permitting group registration, guest
registrations, and modifying existing registrations.

9 Event Info Qj Categories. d Attendee Info dAgaru:la&Optwls "B“ Hotel & Travel u Fees & Payment | .+, Look & Feel 5:3 Adv. Seftings
Basic details Event emails Registrant rules

¥ Group registration permissions

[ Allow your registrants to create group bookings

¥ Guest registration permissions

[ Allow registrants to register a guest as part of their booking

¥ Registration modification permissions

[l Allow registrants to log back in to their registration and modify it

-Group Registration Permissions: allow registrants to register multiple
registrants within the same group. This allows certain information to be copied
between registrants avoiding unnecessary data entry, and can allow your
registrants to pay as a group.

¥ Group registration permissions

Allow your registrants to create group bookings

Allow the following categories to create groups:
[T An attendee categories

[C] Member

[[] Non-Member

[T] Hide Primary Attendee on additional attendees and confirmation pages
(Can be used ifthe primary attendee iz merely the person booking the registrations and is not actually attending)
0 Pre-populate the first additional registrant's info with the primary registrants info
[ Pre-populate all additional registrant's info with the primary registrants info
[7] Public Registrations: Discount codes entered by primary atiendee applies automatically to all members of the group
[ Admin Registrations: Discount codes entered by primary attendee applies automatically to all members of the group
[”] Display Atendee Category on Additional Attendees/Payment/Registration Record page for multiple attendees
[ Aow each attendee to pay with a different payment method (not recommended with Google Checkout or PayPal payment methods)
[[] FORCE each attendee to pay with a different payment method
[ send confirmations to all in group (if unchecked confirmation will only go to the primary attendee)
Maximum number of additional attendees to allow per registration.

-Guest Registration Permissions: allow registrants to bring a spouse or partner
to the event, and optionally charge an additional fee for them to do so.

12



¥ Guest registration permissions

Allow registrants to register a guest as part of their booking

Allow guests to be registered by the following attendee categories:
[7] AN attendee categories

[T Member

[T] Non-Member

You can add a fee for booking a guest by going to Fees & Payment = Standard fees.

-Registration Modification Permissions: allow registrants to return to your site
at a later date and change their registration details.

¥ Registration modification permissions

Allow registrants to log back in to their registration and maodify it

[ Allow modifications to attendee category & sub category

Allow modifications to information on the following pages:
[C] Attendee info

[] Agenda

[] Options

[] Hotel booking

[T] Travel booking

[C] Guestinformation

(] Management approval

[C] Add additional attendees

[] Cancel attendees

Landing page when attendees log in:
Welcome page -

Attendees must complete the following information to modify their registration
Field 1 Email address -

Field 2 Reference number -

[] Modifications available to administratars only

13



Categories Tab

Cateqories Tab: use categories to customize registration experience for different

types of registrants. Categories are used to divide the registrants in your event.
For example, common categories are; sponsor, speaker, member, and non
member.

v Attendee categories

Category name # sub cats public admin edit copy delete

Member 0 A (=] o)
Non-Member 0 iz} =] i}
Add category

-Add Category: to add a category select the “Add Category” button, doing so will
populate a new window. This new page will ask you questions in four different
categories.

-General Details: in the general details you will need to enter the name,
description, maximum attendees, and message one the max is reached of the
category.

e Category Name: enter the name of your category here, this is the same
name that will be displayed on the live site. Category names are often
something like; “Sponsor, Speaker, Attendee, etc.”

e Category Reference: enter a reference number for this category here.

e Category Short Name: if your official category name is long, you can
enter a short name for it here which will be used in reporting. A good short
name could be an abbreviation or simple word that you will understand for
reporting purposes.

e Description: enter a brief description about your category here. By default
this description will appear in a “More Info” link next to the category name,
but can be changed in advanced settings explained below.

e Maximum Attendees: if you have a maximum amount of attendees that
can register for this specific category then you can enter that number here
and when the number is reached the attendee will see the message of
your choice.

e Message once max is reached: if you set a maximum amount of
attendees then when that number is reached, the message inputted here
is the message the attendees will see.

14



-Sub Categories: a sub-category is another secondary option that a registrant
has to pick after selecting a certain category. When you click “Add Sub-Category”
a window will populate.

Category editor

¥ General details

Category name
Category reference

Category short name
Description .| B3

Maximum attendees

Message once maxis .| B8
reached

¥ Sub categories

No sub categories found
£ You have not currently created any sub categories for this category.

In order to create a sub category, please click the button below labelled "Add sub category™

Add sub category

-Visibility Settings: in this section you can choose whether or not a category will
be visible to public or admin users.

e Public Users: check this box if your public registrants can select this
category.

e Admin Users: check this box if people registering people using the
“‘Admin Registration” can select this category.

-Advanced Settings: in this section you can change advanced settings and
preferences for your category

1. Description opens in a pop up window: if you want the category’s
description to open up in a pop up window instead of under the category
name

a. Popup Width: if you checked the box to have your description
open in a popup window then you will be able to edit your pop up
width here

b. Popup Height: change the number of pixels in this field to change
the pop up height

2. This category is only available between certain dates: select this
checkbox if this category should only be available for people registering
between certain dates and times.

15



3. A password is required to register for this category: if this category
requires a password then check this box. When checked you will see a
button added to the right that says “View/Edit Passwords”.

a. View/Edit Passwords: you can add passwords in two different
ways: by cutting and pasting data or importing from a CSV excel
file. Once passwords have been entered, click “Save & Stay” to
save the passwords.

e Include this category on event calendar as an event in its own right:

Show this category as an event on the event calendar in its own right.

People will be able to click on the event and be brought to your eReg site

with the category already selected.

¥ Visibility settings

Visibility by user type visible

Public users

Admin users
Visible questions Visible hotels

¥ Advanced settings

Description opens in a pop-up window
Popup width | 400 Popup height | 400

| This categary is only available between certain dates
| Apassword is required to register for this category

[ " Include this category on event calendar as an event in its own right

Group booking settings

Looking for group booking settings within this category? Please note that you have to enabled group bookings by
going to eReqg seltings = Event Info = Registrant Rules.

16



Attendee Info Tab

Attendee Info Tab: This section will ask the primary questions that you need to

have answered by all or the majority of the registrants. The most common
guestions that are needed are already setup in the active questions. The
guestions on this page are divided up into sections based on the page the
guestion is designated to appear on. These pages include Welcome, Attendee
information, Select agenda, Options, Spouse/Partner Page, etc. The next tab are
the inactive questions which is where the systems default questions go when you
try to delete them because they cannot be deleted.

Active Questions Tab: active questions are questions that are ready to be
added to your attendee information page.

¥ Active questions

Show questions on all pages -

Welcome page questions Input type visible required edit copy delete
Email Address Single line of text =i A =]
Other Identifier Single line of text =i |} |} A =]

Attendee information page questions Input type visible required edit copy delete
Verify Email Address Single line of text =i A =]
Prefix (Mr, Mrs, Dr etc) Single line of text =i |} |} i) =]
First Mame Single line of text =i A =]
Widdle Mame Single line of text =i = = A =]
Last Mame Single line of text =i A =]

e Welcome Page Questions: any questions listed under this section will be
displayed on the welcome page, the same page that the category
selection is. By default, the email address question, and other identifier
guestion are placed in this section. You can also add a question by
clicking “Add question”.

e Attendee Information Page Questions: to add a question click the “Add
question” button under any of the page sections.

e Add Question Button: At this time you will have to enter in all the
information for your question which is split into sections

17



Question editor x

¥ Question text -
Question | B2
Short name
Question footer -| B8

m

¥ Page, format & validation

Page Welcome page -

Input type Heading (no input) -

¥ Visibility settings

Visibility by attendee category visible required
All attendee categories [l
. Member [l
MNon-Member [}
[l
O

a. Question: The first thing you have to do is input the question itself by
either typing it into the box or adding style to it using the HTML editor logo
to the right.

b. Short name: if you choose to enter in a short name for this question it will
appear on the attendee record and on reports where space is limited

c. Question Footer: Question footers are used when you want to add
information underneath the question such as instructions.

d. Page: in this dropdown box you will select which page you want your
guestion to be visible on, depending on what you choose, this is where the
question will be located on for editing on the active questions page.

e. Input Type: this is one of the most important parts of your question,
choosing the attendees required input. Depending on the input type that
you choose, more fields will populate under the dropdown box and for
guestions that require multiple options, a button to the right of the
dropdown box will say “Specify Options.” Some of the fields that will
appear include: position text, attendee input, and to hide option names.

f. Visibility Settings: This section allows you to choose if you want your
section to be visible either or both by attendee category or user type, so
you can check off is you want it to be visible to specific categories that you
have created, public users or to admin users.

g. Advanced Settings:

Display a record of the question & the response on the payment &
confirmation pages: This setting allows you to specify whether or not an

18



attendee’s response to the question is displayed on the payment and
confirmation pages. In general, you will probably want to display most
fields to the attendee on these pages, but if you have a lot of questions
and find that the page is getting too long, you may want to make some of
these responses invisible.

Inactive Questions Tab: If you have an inactive question that you would like to
make active again, you simply go to the question in the inactive section and then
click the edit icon.

Active questions Inactive questions

¥ Inactive questions

Inactive questions Input type visible required edit copy

SkypedMTwitter ID Single line of text gﬂ ] |} A 5

[E save & stay [Z save & Exit

19



Agenda & Options Tab

Agendaisessions Speakers Options/ercnanmse

Agenda & Options Tab: This is where you can set up your agenda, ask
attendees to select which sessions they will attend, and ask attendees to specify
anything else they want to purchase.

Agendalsessions Speakers Options/Merchandise

Agenda/sessions Tab: This section allows you to add sessions to your event
that registrants can choose to attend. You can assign fees to these sessions on
the Fees & Payment Screen. To add a session, click on “Add a session”. Or you
can upload your sessions by using a .CSV file.

¥ Agenda page

Date & time Session details Input type visible required edit copy  delete

Single session (no input) =) i |

Add session J Update via Excel

¥ Session type, date & time i

Session type Single Session (Mo Inputh -

pae o[ [
stattime [ QlEndtme o[ Q)

Pasition the time tothe left of ~ the otherinformation.

m

¥ Session details

Session heading .| B8

Session name | |

I:l Bold session name D ltalicize session name

Session reference | |

MName for badge | |

Session description .| B8

Certification credits /| |

| Preview session info page || Edit session info layout
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Agenda Page: The agenda page section of the site allows you to add or edit the
sessions you are offering your attendees during the course of the event
Session type, date & time:

Session Types: there are three types of sessions to choose from; Single
Session (No Input), Single Session (Checkbox), or Multiple Sessions
(Radio Buttons).

a. Single Session (No Input): a session header only displays the
session heading. No options are available to select from. This is
used mainly for notifications that do not allow registrants the option
to choose to attend or not.

b. Single Session (Checkbox): use this option when you have a
single session that you want your registrants to be able to choose
whether or not to attend. The option will consist of a checkbox.

c. Multiple Sessions (Radio Buttons): this option is used when you
want to give your registrants multiple options to choose from. These
options will appear as radio buttons.

Date: enter in the date that the session will take place in, be aware that
sessions that are on the same day will all be grouped together on the
registration site showing the attendee that a day has been changed.
Start time & End time: using the dropdown boxes, select the start and
end time of the session.

Position the time: you have the option of where to position the time
around the heading and other information.

Session Details:

e Session Heading: optionally enter some text to appear above your
session.

e Session Name: input the session name here.

e Session Reference: you can use this if you have a specific code you
want to reference this session.

e Name for badge: this is the name that will appear on your badges,
you would use this feature if the session name was too long to fit on a
badge and you have a short name for it.

e Session Description: the session description will appear to your
registrants either below the session or in a popup box depending upon
your selection.

e Certification Credits: if you want your registrants to get some sort of
credits for attending this session then you can enter the number of
credits here.

Visibility Settings:

Visible by Attendee Category: if you want your session to have different
visibility settings for different categories then uncheck the top box and
check certain boxes next to each category. If you want the option to be
required then check the box in the required column.

Visible by User Type: in this subsection you can make your session
visible or invisible to public and/or admin users. Check the boxes to your
liking.
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¥ Selection restrictions

Force registrants to select a certain number of item({s) from the agenda page to proceed:

Aftendee Category Minimum Sessions ' Maximum Sessions '/
All Categories o - MNiA -
Member o - Mk -
Mon-Member o - Mk -

o - MIA -

o - MIA -

0 - MIA -

0 - MNIA -

0 - MNIA -

[=] save & stay =l save & Exit

Selection Restrictions: If you scroll down to the bottom of the agenda page,
you will see an option to make the registrant select a certain amount of options
from the agenda page in order to continue. For example, this is helpful when you
have a total of five different sessions that the registrant is allowed to choose to
attend or not and you want the registrant to choose at least three of them. If none
are required to be attended then you can select the number three from the
dropdown box in this option.

Agenda/sessions Speakers Options/Merchandize

Speakers Tab: Use this tab to create speakers who are speaking or presenting
at your event. Click on “Add Speaker” in order to create a speaker.

¥ Speakers

No speakers found
Lise this page to create speakers who are speaking or presenting at your event.

You have not currently created any speakers for this event. In order to create a speaker, please click the button labelled "Add speaker” below.

Add speaker

[=] save & stay 2l save & Exit
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Speaker editor x

¥ Speaker details J+
Prefix | |
First name | |
Middle Name " | |
Last Mame | |
Suffix | |
Title | |
Company | |
Image - 3
Fl [
Bio .| B8
| Preview Speaker Info Page || Edit Speaker Info Layout
¥ This speaker is speaking at the following sessions
Date Hame delete
| Assign session(s) to this speaker
[=] save & stay [l save & Exit o

Speaker Details:

Prefix: add the prefix of the speaker if applicable

First Name: input the speaker’s first name

Last Name: input the speaker’s last name

Suffix: add the suffix of the speaker if applicable

Title: enter the title of the speaker here

Company: enter the company of the speaker here

Image: upload an image of the speaker from the database

Bio: use this field to input a bio of the speaker

Assign Session(s) to this speaker: click this to assign a specific session
to a speaker
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Agenda/zessions Speakers OptionsiMerchandise
[=] save & stay [=l save & Exit

¥ Options page questions

No options found
This section allows you to add options to your event for attendees to choose from. You can assign fees tothese options on the Fees & Payment Screen.

You have not currently added any options to your event - to do so click on the button labelled "Add option™ below.

Add option

¥ Selection restrictions
Registrants must selectatleast 0 = item(s)from the option page to proceed.

[=] save & stay [l save & Exit

Options/Merchandise Tab:

Options Page Questions: this section allows you to add extra services to your
event for attendees to choose from. Click on “Add Option” to insert an additional
service.

Selection restriction: If you add a minimum number of options then registrants
will receive an error if they try to proceed from the options page without having
selected at least that number of items.
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Fees and Payment Tab

—_—
R EE el & Fees & Payment [©

Standard Fees Discount Codes Payment Seftings

Fees and Payment Tab — The fees & payment tab consists of three different
pages; Standard fees, Discount Codes, and Payment Settings. Below is a
detailed explanation of Standard Fees.

T ERTeh| & Fees & Payment |[©

Standard Fees Discount Codes Payment Settings

Standard Fees Tab - The standard fee page has two sections, price points and
standard fee structure. The standard fee section is divided by category, session
details, option details, and anything that can have a fee associated with it. Prices
are separated into columns by price points.

¥ Price points

4~ m Price points allow you to specify a date and time at which prices will automatically change.

You have not currently added any price points for this event. To add a price point click the "Add Mew Price Point™ bution below.

& Add New Price Point

Price Points: Price points allow you to charge a different amount depending on
the date and time when a person registers. The reason you may want to enter a
price point is if you have a cheaper registration fee for people who register by a
certain date, instead of going into the system and changing the price manually,
you can set up a price point to automatically change the price at any given time
and date.

¥ Price points

date time delete

Price Point 1 | = Q @

(&) Add New Price Point

Adding a Price Point: to add a price point simply click the button labeled “Add
New Price Point” under the current price points (if any). This will add a blank
price point in the price point box. Once you have added the price point you can
enter in the date and time you want it to end on. To delete a price point, click the
delete icon directly to the right of the date and time.
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¥ Standard fee structure

“ 7, Specify fees for each category, session or option listed below. Please note that any price points left completely blank will be assumed to be unused - the system will ignore that
N price point and charge the next available price. If you want to charge a fee of 0 for any particular price point you will need to specify the 0

Attendee category Prior to 06/30111 12:00 am Full Price ($)
Member
Non-Member 3 50.00 |
] I
I s |
] I
| |
] s ]

Standard Fee Structure: Once you add and save a price point, the price point
date is added as another column for prices in the “Standard Fee Structure.”
Please note that any price points left completely blank will be assumed to be
unused, the system will ignore that price point and charge the next available
price. If you want to charge a fee of $0 for any particular price point, you have to
specify the $0.

Standard Fees Discount Codes Payment Settings

Discount Codes Tab: The discount code page is where the discount codes
associated with your event will be listed. A discount code is a code the registrant
will enter during the beginning of their registration that will provide them with a
certain discount. The layout of the discount code page is simple. The codes are
listed and there are 5 (plus your standard edit/cop/delete icons) columns that
display certain information. Click on “Add Discount Code” to get started.

¥ Discount Codes

No discount codes found
Discount codes allow you to modify the fees charged based on the code entered by the attendee.

You have not yet created any discount codes for this event. To do so, click the button labelled "Add discount code™ below.

Add discount code |I Export to Excel || Delete unused codes
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Discount code editor x

¥ General details -

Code *

Motes
Internal Use Omiy

[ Allow attendee to skip pre-approvedipre-loaded data requirements with code

Direct link hitps:fiwww.eiseverywhere.com/164147discountcode=

m

¥ Discount Settings

Type* = () Assign specific prices for each item
) Assign percentage discount
) Assign fixed discount

¥ Availability W

Maximum attendees |:|
Available from - | = [©)
Available to ) | Ell Ql

Only available when atleast /| |attendees are already registered in a group

Can be used once for every :laﬁendee(s} in the group

Availability by attendee category visible

All attendee categories

Message if unavailable

When a registrant selects this discount code:

m

The next in the group can enter any available discount code

¥ Alternative codes to access this discount

| Add atternative code || Import alternative codes

B Save & Stay @ Save & Exit i

General Details: In this section you have to input the name of your discount
code as well as any notes that apply to it. You also have the option to allow an
attendee to skip pre-loaded data requirements when the codes are used.
e Code: Enter the code that the registrant will have to use to get the
discount. Please note that the registrant will have to enter in the code the
same exact way it is typed in this box.
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e Notes: These are notes associated with your code in case you have a
code with similar names and want another way to identify them, you can

enter in any notes here.

e Allow attendee to skip pre-approved/pre-loaded data requirements
with code: This checkbox gives this discount code the ability to skip

specific requirements that you’ve put in place, such as preventing people
from registering with certain email addresses entered in the pre-approved

data.

Discount Settings: In this section you have to choose the type of discount code
you want to create. You can choose this type by selecting one of the three radio

buttons.

e Type: For the discount code type you have three options - assign a

specific price for each item, assign percentage discount, and assign fixed

discount.

a. Assign specific prices for each item: specific prices allow you to

specify exactly what you want to charge for any chargeable item in
your event. You can reduce the cost of any one item and leave the
prices of other items untouched. This process may take a long time if
you have a lot of items with prices that the discount code can be used
for but it is very specific. Once you choose this option, a list of
everything in your event that has a price will be listed.

. Assign percentage discount: percentage discounts allow you to

automatically discount prices by a set percentage. Percentage
discounts are much quicker to add, but they do not allow you too much
flexibility as specific prices. For example, if you add a 20% discount,
then every item in your event will be discounted by 20% when a
registrant uses it. If you are using a percentage discount you will see a
place to assign the percentage you want to use under the “Discount
Settings” tab. You also have the ability to give some guidance on
which specific pricing areas you want to discount. You can apply the
percentage discount to categories and sub categories, to session
(agenda selections), and to options.

. Assign fixed discount: fixed discounts allow you to automatically

discount prices by a set amount. Fixed discounts work in a similar way
to the percentage discounts, but rather than taking a percentage from
every fee in your event they will subtract a fixed currency amount. If
you are using a fixed discount you will see a place to assign the
currency amount you want to use under the “Discount Settings” tab.
You also have the ability to give some guidance on which specific
pricing areas you want to discount. You can apply the fixed discount to
categories and sub categories, to sessions (agenda selections), and to
options.

Availability: If you do not want usage of your discount code to continue

indefinitely, this section provides you with several ways to limit who can use the

code, when they can use it, and in what circumstances.
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e Maximum Attendees: Use the maximum attendees box to specify the
maximum number of attendees that can use your discount code. Once
that number of people have used it then it will no longer be available to
new registrants.

e Available From/To: This field allows you to choose the specific dates that
you want the discount to be available from and how long. Select the full
date that the discount code is available from and to.

e Only Available when at least: In this field you can choose the option to
have the discount code only to work when a certain amount of attendees
are already registered in the group. For example, if you wanted the
discount code to be available after 5 attendees are already registered then
you can put 5 into the field.

e Can be used once for every: In this field you can choose the option to
have the discount code only be available for a selected person based on
the order in which the attendees register. For example, to have the
discount code be available to every fourth person, you can input 4 into the
field.

Availability by attendee category: This checkbox represents who will be able
to use the discount code. If you want every category to be able to use this code
then check the top box, if not, uncheck the box and select the specific categories
manually.

Alternative codes to access this discount: You can add or import alternative
codes that registrants will be allowed to use.

¥ Viral Ticketing

/= Viralticketing is an exciting way to quickly and easily boost marketing efforts. It's very simple - each person that registers for your event is given a unique marketing code, which
\_) entities anyone who registers that they referred to a discount. Now for the clever bit - to incentivize the original registrant to do your marketing for you, you also offer them a refund on
their fee for each person they refer.

To enable viral ticketing, check the box below, then enter the discount you wantto give to people who are referred by an existing registrant, and the refund you want to give to the original
registrant
v Enable Viral Ticketing for this event
Discount offered g 15 discount on total cost, for each person registering as a result of a referral
Refund to original registrant . § 20 (per referral)

Usage limit per code 100

Message when limit reached Sorry, the discount has reached its limit.

|5] Save & Stay LB Save & Exit

Viral Ticketing: it is an exciting way to quickly and easily boost marketing efforts.
Each person that registers for your event is given a unique marketing code,
which if they share then their friend can receive a discount. To incentivize the
original registrant to do your marketing, then you also offer them a refund on their
fee for each person they refer.
e Enable viral ticketing for this event: check the box as shown in the
screen shot above to enable Viral Ticketing.
e Discount offered: enter the discount you would like to give to people who
are referred by an existing registrant.
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e Refund to Original Registrant: enter the refund you want to give to the
original registrant here.

e Usage limit per code: specify the maximum number of times that each
viral discount code can be used.

e Message when limit reached: specify the error message that will popup
when the limit is reached.

-\ Agenda & Options .{gine.l&T{avel # Fees&F‘ayment.' .2 Look & Feel gﬁMvSettngs

Standard Fees Discount Codes Payment Settings

Payment Settings Tab: The payment settings page allows you to edit the
currencies used by your event and the ways in which your registrants can pay for
your event. You can also specify other payment related text such as your terms
and conditions or your cancellation policy. The payment settings page consists of
three sections: Payment Methods, Currencies and Other Payment Information.
These three sections are described in detail below.

¥ How are you taking payment for your event?

Payment method public admin edit delete
Credit Card # ]
Check # ]
Invoice = )
PayPal = o}
Google Checkout A i
Wire Transfer & i
¥ Which currencies are you using?
The standard currency is the currency in which all prices are specified, and the currency unit which is sent to your payment gateway when a3 payment is submitted
If you wish to display other currencies on your site alongside the standard currency, click the “Add another currency” button below.
Standard currency US Dollar (8) -
Drag and drop the currencies to reorder Payment gateway Exchange Rate delete
US Dollar ($) $1=51

Add another currency

¥ Other payment information

Terms & Conditions -| B2
Cancellation policy : B4
Privacy policy : Ed
Paymentinstructions : Ed
Receiptissued by : B4

[} Do not pre-populate billing information from attendee information
[} Hide Payment Instructions if amount owed is zero

[} Allow registration to continue iftransaction fails

[ save & Stay =l Save & Exit
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How are you taking payment for your event?: There are different
payment methods you can choose from such as pay on door, credit card,
check, invoice, PayPal, Google checkout, wire transfer, and/or Paypal
Express checkout. Depending on the payment method you choose, you
can select your settings.

Which currencies are you using?: You can use the currency section to
dictate the currencies displayed by your event when the registrant has to
pay. The standard currency is the currency in which all prices are
specified, and the currency unit which is sent to your payment gateway
when a payment is submitted. There are 28 pre-loaded currencies to
choose from.

Other payment information: section of the payment settings page is where you
enter in the regulations or important information about the payment.

Terms & Conditions: any terms and/or conditions that apply to your
payment settings should be entered here. You can use the HTML editor to
format the text.

Cancellation Policy: input any information about a cancellation policy
here, you can use the HTML editor to format the text.

Privacy Policy: input any information regarding the privacy policy here,
you can use the HTML editor to format the text.

Payment Instructions: input payment instructions in this field, you can
use the HTML editor to format the text.

Receipt Issued By: input the receipt issued by text here, you can use the
HTML editor to format the text.

Do not pre-populate billing information from attendee information:
use this checkbox if you would prefer to force your registrants to type in
their billing information again on the payment page instead of pre-
populating.

“Hide Payment Instructions if amount owed is zero”: checking this box
will hide the payment instructions if the attendee’s total amount due is
zero.

“Allow registration to continue if transaction fails”: checking this box
will allow the attendee’s registration to go through even if their transaction
fails.

31



Look & Feel Tab

@ Look & Feel

HeadersiFooters Template Event Logo Colors & Fonts

Look & Feel Tab: the look and feel tab consists of four separate pages: the
Headers & Footers tab, Template tab, Event Logo tab, and Colors & Fonts tab.
To navigate through these pages click the correct tab under the main “Look &
Feel Tab.”

1. Headers & Footers Tab: The headers/footers page has two sections to it,
the top sections consists of the header/footers, and the bottom section which
is the “Custom Pop-up Windows.” The layout of the headers/footers section is
similar to the categories where the type of header or footer is on the left, the
next column displays any notes assigned to the header or footer, and then
you have the standard edit, copy, and delete buttons all the way to the right of
the header or footer.

@ Look & Feel

HeadersiFooters Template Event Logo Colors & Fonts

¥ Page headers/footers

No headers or footers found
Page headers and footers allow you to customize the appearance of any page in the registration process with your own text and images.

 You have not currently created any headers or footers for this event. In order to create a header or footer, please click the button labelled "Add headerfooter” below.

Add header

Adding a Header: To add a header or footer, click the button labeled, “Add
header” as shown in the screenshot above. Clicking this will open a header/footer
editor similar to the question editor.
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Headerifooter editor x

¥ General details -
Appears on Global -
Type Page header
Motes -
Internal Use Only
¥ Header/footer content -
Content .| B8
View Merge Fields
¥ Visibility settings
Visibility by user type visible i
Public users
Admin users
Visibility by attendee category visible
All attendee cateqgories
Visibility by registration status Visible
All registration statuses -
Visibility by lodging status
All lodging statuses
Visibility by travel option visible
All travel options
[=] save & stay [El save & Exit ™

General Details: in this section you will have to input the basic information about
your header or footer such as where it should be displayed, type, and the
information in it.
e Appears on: use this dropdown box to select where you want the header
or footer to appear in your event.
e Type: use this dropdown box to select one of the four types: header,
footer, right side bar or left side bar.
¢ Notes: these notes are for your internal use only.
Header/footer content: this is where you input the actual information that will be
displayed on the header/footer.
e Content: The edit the content click the HTML editor and then input the
information you want, then click save.
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Visibility settings: in this section you can edit the visibility settings for your
header or footer. You can adjust visibility settings by user type, category, status,
lodging, and travel option.

¥ Custom pop-up windows

No custom popups found
£ Custom pop-ups allow you to create your own mini-pages that can be used around your reg-site. For example, if you have terms and conditions for your event that you want to add
\_) as a pop-up window on the payment page, you can create them on a page here. You will receive a link to the page you just created which can be added in to your headers and
footers above.

You have not yet added any custom popups. To add a popup, click on the button labelled "Add custom pop-up” below..

Add popup

Custom Pop-up Windows: Custom pop-ups allow you to create your own mini-
pages that can be used around you registration site. For example if you have
terms and conditions for your event that you want to add as a pop-up window on
the payment page, you can create them on a page here. You will receive a link to
the page you just created which can be added in to your headers and footers
above. Below is the layout of the Custom pop-up page, the first column displays
the name of the pop-up. The next column is the URL that is associated with each
pop-up window. Then all the way to the right is the standard edit, copy, and
delete buttons.

Add Popup: to add a custom pop-up click the button labeled “Add custom pop-
up” towards the bottom of the page. After doing this a small pop-up editor will
appear.

Custom popup editor x

¥ General details g
Name
Content .| B8
Motes -

View Merge Fields

General Details: in this section you will have to input the basic details of your
custom pop-up, such as the name, content and notes.
¢ Name: input the name of the pop-up here, this will help you identify your
pop-up for easy access to make edits.
e Content: this is the content that will be displayed in the custom pop-up,
you can use the HTML editor icon to format that text to your liking.
e Notes: input any notes associated with the custom pop-up here. Notes
are for internal use only to help you and your colleagues identify the pop-

up.

34



e View Merge Fields: click this button to open a window that will display
merge fields that can be inserted into your custom pop-up. Merge fields
can also be inserted when using the HTML editor.

2. Template Tab: in this subsection you can choose to use a created template
as your look & feel for your event.

Headers/Footers Template Event Logo Colors & Fonts

¥ Use a Look & Feel Template

Look & Feel Template Mo Template Selected -

Template Preview

)
etouches
P e
mt s Mame Eme Al e wET delew
23 Tax Taning s [ ]
12 Tazng Tz BrImEmg oo A @

Look & Feel Template: select a look & feel template from the dropdown list of
templates that are available to your account.

3. Event Logo Tab: on this page you will upload the logo you would like to be
displayed on the top of every page of the registration site. When you get to
the event logo tab you will see a section with an upload bar.

@ Look & Feel

Headers/Footers Template Event Logo Colors & Fonts

¥ Upload Event Logo

Upload Logo:

Recommended image size is 730 pixels wide and belween 100-400 pixels high
Automatically resize the image if more than 750 pixels wide

¥ Select Logo From Image Database

l‘f)} Image database

Doeren Mayhew Familes for D.. Global Traffi... GRM Healthcare Ap.. iMicronews Infinite Market Probe
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Upload Event Logo: you can browse for the file you want to upload as your
event logo. Generally the system cooperates best with jpeg type files. Under the
upload bar is a checkbox that gives you the option to have the system
automatically resize your image if it is more than 750 pixels wide. The reason this
is helpful when checked is because then the logo will not distort your page in any
way. After you have selected your image, the page will change to display your
image.

Select Logo From Image Database: in this section you have to select an image
from your image database to use as your event logo. The image database can
only be accessed by an account administrator.

4. Colors & Fonts Tab: The colors and fonts tab is where you manage your
site’s background, color and styles of fonts and other colors. This page is
divided into three sections: template, the page colors section, and the fonts
section. To the right of the page colors section is a small screenshot of what
your event will look like depending on which colors you select.

\2) EventInfo r\:j Categories d Attendee Info f_.\ Agenda & Options e Hotel & Travel ,_3‘ Fees & Payment "® Look &Feel t‘:‘j Adv. Settings

Headers/Footers Template Event Logo Colors & Fonts

¥ Page colors

Page Background Preview
) Solid color etoﬁghes

@ Gradient
Fade from _to this l:l SR m——
). Background image e tame
2z
Other Colors
Menu Background _ [Resetto Defaulf]
Sub Menu & Headers :l [Resetto Defaulf]
Inner Page :l[Resetto Defaulf]
Table Row One :l [Resetto Defaulf]

Table Row Two :l [Resetto Defaulf]

Page Colors: The page colors section is where you choose the background
color for your registration site and the other colors.

e Page Background: the page background section is where you select
which style your background will be.

e Solid color: this option makes your background one solid color, but you
then have the option to add a drop shadow to the main table.

e Gradient: this option makes your background a gradient which is one
color fading into another color. You can choose the two colors to use in
your gradient.

e Background image: if you want to use an image as a background instead
of the other options then select this option. You will then have to choose
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the image from the image database. Depending on the size of the image,
it will overlap throughout the page.

¥ Fonts & font colors
Header Font Standard Font Menu Links Standard Links Button Styles
Type Arial - Type Arial - Siza 13 = pixels rumuosuet . AT >)
size 13+ pixels Size 12 ~ pixels r“'IUUUE'uEI :l Mouse Edit button styles

aver
coior NN coior NN

Mouse
over

a Save & Stay L_gi Save & Exit

Fonts: In the fonts sections you can alter the type, size, and color of fonts for
different parts of the event.

e Header Font: change the header font by using the dropdown boxes for
the type and size, and click the color box to change the color of the font.

e Standard Font: change the standard font by using the dropdown boxes
for the type and size, and click the color box to change the color of the
font.

e Menu Links: use the dropdown box to change the size of the menu links.
You can also click on the color boxes to change the color of the font when
your mouse is over the link and when it isn’t.

e Standard Links: you can click on the color boxes to change the color of
the standard links when the mouse is over the link and when it isn’t.

e Button Styles: Select from a list of button styles, or use the button
generator to create your own.
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Advanced Settings Tab

£ Adv. Settings

General zettings Language & wording Pre-Approved Data Pre-load Data Approval External review Integravens vustom vode

Advanced Settings Tab: The advanced setting tab has seven sections. These
sections are: General Settings, Language & Wording, Pre-Approved Data, Pre-
Load Data, Approval, External Review, Integrations, and Custom Code.

1. General Settings Tab: On the general settings tab there will be four
sections: Registrant Rules, Visual/Aesthetic Settings, Payment/Invoicing
Settings, and Other/Miscellaneous.

£ Adv. Settings

General zettings Language & wording Pre-Approved Data Pre-load Data Approval External review Integrations Custom Code

¥ Registrant rules (modifications, groups, guests)

Looking to setup group bookings, guests or modifications? Please note that they can now be modified on their own page here: Event info = Registrant rules

Registrant Rules: The registrant rules can be modified on the Event Info page.

¥ Visuallaesthetic settings

Display event name in the page header of every page

Hide the registration progress bar while registering

Disable welcome page

Remove "Mew Registration™ and "Modify Registration™ buttons from welcome page

Hide attendee category from registrants on the "New Registration™ and "Additional Attendees” page
Switch the order of agenda selection and options tabs during registration

Make each date of agenda selections a separate page

Do not display session dates on the agenda page

Do not display session dates on the registration record page

Switch the order of adding additional attendees and completing the booking on the additonal attendee page
Do not display attendee category'sub category on Registration Record/Print Record page

Left align record page options

OooooOOoOoooooOmO

Remove "Print Record” button from record page

Visual/Aesthetic Settings: in this section you will specify the visual settings for
your event.
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¥ Payment/invoicing settings

Apply Sales Tax to items with fees

Provide an "Apply Code” button when entering a discount code

Do not display prices alongside items with fees

Do not display a running total cost at the bottom of pages

o to payment page even if there's no payment required

Allow attendees to generate an invoice from Registration Record page
Jse event name and email address when sending manual invoices

[temize selections an attendee invoices

(5T T T i

Split out Sales Tax on the invoice as a percentage of the grass charge

Currency Formatting
Decimal point . -
Thousands separator |, -
Example 1,239,870.08

Payment/Invoicing Settings: in the payment/invoicing settings tab you can
select all your payment settings. Just like the visual settings above, you can
check the options you would like to apply and continue with any other information
that populates based on an answer.
Currency Formatting: in this subsection you can change the format of the
currency your event is using.
e Decimal Point: input the character that you want the system to identify as
the decimal point.
e Thousands Separator: input the character that you want the system to
identify as the thousands separator.

¥ Other/miscellaneous

Cio not allow registrants to resume incomplete registrations

Alter the initial registrationflodgingftravel statuses of my registrants

Automatically assign a unique auto-incremented number to each completed registration
Allow badge printing from registration record

Ask registrants for attendee category before "Mew Registration”™ page.

Redirect registrant to an alternative page upon registration completion

Add to Outlook links should set a reminder

OOOOoCOoODOoOoO

Include category/sessionfoption codes on repors
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Other/Miscellaneous: in the section labeled “Other/Miscellaneous” you can
choose to select miscellaneous settings for your event. A few of these
checkboxes, when checked will populate more information that will be needed to
fill in.

2. Language & Wording Tab: the language and wording tab is where you
set the languages of your event and customize the standard system text.
You have 27 languages to choose from. Customizing standard text in your
event is useful if you want to rename a page, change the order of words,
or enter something completely different.

@ Event Info R“j Categories. d Aftendee Info Q Agenda & Options it Hotel & Travel Ej’ Fees & Payment || . <) Look & Feel # Adv. Seﬂings"

General settings Language & wording Pre-Approved Data Pre-load Data Approval External review Integrations Custom Code

¥ Language Settings

Eventlanguage(s) English [C] Arabic
[] Chinese (Simplified) [] Chinese (Traditional)
[[] Czech [] Danish
[] Dutch [] Finnish
[] French [] French Canadian
[] German [] Greek
[] Hebrew [] Hungarian
[] Mtalian [] Japanese
[] Korean [] Morwegian
[] Polish [[] Portuguese
[] Romanian [[] Russian
[ Slovak [[] Spanish
[] Sswedish [] Thai
[] Turkish

Language Settings: in this section you will have to select which languages by
checking the appropriate checkboxes. Once you have selected the languages
you want, you will have to select a default language for your event, and if the
registrant wants a different language, they will be able to switch the language on
the actual registration site.
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¥ Customize standard system text
#= The following is standard system text, but you can change the system text on an event-by-event basis if you wish. To change the default text, hit the "Customize” button next to the text
"’ yOU Wantto change

Remember, changing the text here will change it everywhere it appears on your eReg site! You can see the page(s) on which the text is used by looking atthe checkboxes in the table below,
and you can view only the text that appears on a certain page by using the select box below.

Show me text that appears on All Pages -
Show translations for No translations -
Standard English Text {red text has Welcome MW Modify  Attendes  SelS® o) Tiavel Mstchmabing AUHINS poy o, Registmtion oo Telle
been modified for this event) Agenda Aftendees Record Friend
= (If you have been given a special v ¢ v v

identifier please enter it here)
Customize | [Cancel Registration]
Customize | [Clear Selection] < v
Customize | * v ' ' '

Customize Standard System Text: in this section you will see a long list of the
standard text that you are able to edit for your event. You have the option to
choose to see the text that only appears on certain pages by changing the
dropdown list. Before you edit any text, be sure to check which pages your
changes will appear on. To do this, simply look to the right of the text and if there
is a green check under the page, then that text appears on that specific page. To
customize the text, click the customize button to the left of the text. Then a
window will open in which you will need to enter the new text. Any text that is
edited will have red font displaying that it has been changed.

3. Pre-Approved Data Tab: in this section you will be able to change the
settings of your pre-approved registrants as well as select which
categories they can register for.

------ helpiigns | 14 Hotel & Travel |[ (/' Fees & Payment ||\ +) Look & Feel | jE« JEL K Settings |

General zettings Language & wording Pre-Approved Data Pre-load Data Approval External review Integrationz Custom Code
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¥ Pre-approved data

People must have been pre-approved in order to register as:

[] Anl attendee categories
[ Member
[ Non-Member

OO O0OOQ

Pre-Approve based upaon the following field:

Email Address -

[ Automatically selectthe category for the attendee, based upon the Pre-Approved category

Pre-Approve based upon which field: select which of the fields on the
welcome page you want to use to pre-approve your registrants.
e Email Address: if email address is selected the registrants will be pre-
approved based on the email address they use.
e Other Identifier: if other identifier is selected the registrants will be pre-
approved based on the other identifier entered.
Email Suffixes: to pre-approve registrants based on the suffix of their email
address, enter the suffixes in this field separated by a semicolon.

4. Pre-load Data Tab: if you want to pre-load attendee's data based upon
their response to a certain question, you can do so by using this page.
There are four different types of pre-loading: do not pre-load data at all,
pre-load from previous registrations, pre-load from event specific
database, and pre-load from the contacts database for this account.

\’:‘) Event Info Q;j Categories d Attendee Info L} Agenda & Options || ¢ Hotel & Travel ﬁ), Fees & Payment || .+ Look & Feel # Adv. Set'tings-'

General settings Language & wording Pre-Approved Data Pre-load Data Approval External review Integrations Custom Code
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¥ Where should our preloaded data come from?

Do not pre-load data at all @ Pre-load from previous registrations Pre-load from event specific Pre-load from the contacts database
database

Mo data will be preloaded. The system will search for previous Your contacts database is a single
registrations with the same email Create a database of details that should database that can be used to pre-load
address, and pre-load matching fields in be preloaded when somebody registers registrant data for your entire account

to the new registration for this event

¥ Which registrations should have data preloaded for them?

Preload data for:

All attendee categories 7

Preload data for:

Public registrations v

Admin registrations Fi

¥ Advanced Settings

Show public registrants an error message if no preloaded record is found.

Show admin registrants an error message if no preloaded record is found.

If preload is successful automatically select the following category for the registrant:

-

Do not pre-load at all: no data will be pre-loaded. Use this option if you do not
have to pre-load.

Pre-load from previous registrations: this is the default setting. The system
will search for previous registrations within the same account, and pre-load
matching fields in to the new registration. Use this option if you have many
registrants who may have attended a previous event and are attending a similar
event.

Pre-load from event specific database: upload data that will be pre-loaded for
this event only. Use this option if you only have a few registrants that you want to
upload yourself. In order to upload a file, it needs to be a .csv file. Once it is
uploaded it will link to the registrants email to pre-populate their information. The
fields of the .csv file should match up to the attendee information field in eReg.
When the .csv file does not contain one of the fields then put a blank field in its
place as shown below.

Pre-load from the contacts database: create a single database to pre-load
data for attendees for the entire account. Use this setting if you have a master
database for your account, and all events in this account will pre-load data from
this database. You can set this up by going to cross-event reports and the
number database.

Which registration should have data preloaded for them? Here you can limit
the pre-loaded information for public and admin registrations, as well as by
categories. This can be done by checking the appropriate checkboxes.
Advanced Settings: in the pre-load advanced settings you can make sure no
one can register for the event unless they are already pre-registered. This can be
done by checking the appropriate checkboxes.

5. Approval Tab: On this page you can choose whether or not you want to
approve each registrant as they register for the event. This option is

43



located in the standard approval settings. Under the management
approval settings you can check the box that requires registrants to obtain
approval from managers in order to register for the event. This allows the
system to automatically email certain managers to ask for their approval.

.- ) Eventinfo || c- Categories Attendee Info || =\ Agenda & Options || i ° Hotel & Travel .y Fees & Payment » ) Look & Feel #_n.d'.!.Settings'

General settings Language & wording Pre-Approved Data Pre-load Data Approval External review Integrations. Custom Code

¥ Standard approval settings

Turn on the standard approval process for this event.

Selectinitial approval status based upon category.

Member Pending Approval -
Mon-Member Pending Approval -
Pending Approval -

Pending Approval -

Pending Approval -

Pending Approval -

Pending Approval -

[ Do notupdate approval status when a registrant returns to modify their registration

¥ Management approval settings

= Turn on the management approval process for this event

E Save & Stay @ Save & Exit

Standard Approval Settings: in this section you can adjust the standard
approval settings for your event.
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v M approval

Turn on the management approval process for this event

Select supervisor using
Aftendee category Free-Form Text Fields Pre-loaded List Both Force Selection

Member & (@] (@] Email:
MNon-Member & € & Email:
Email:
Email:
Email:
Email:
Email:

Pre-lnaded supervisors

Free-form explanation: .| B8

Pre-loaded list explanation: - @“

Managerisupervisor 1 email:
Subject | Manager/supenvisor 1 email

Manager/supervisor 1 email - 28
Body

Management Approval Settings: in this section you can turn on the
management approval settings for this event and adjust the settings.

e Attendee Category: this is the list of attendee categories that you have
available.

e Free-Form Text Fields: select this radio button if you want to use free
form text fields.

e Pre-loaded List: select this button if you want to use a pre-loaded list.

e Both: select this option if you want to use both - pre-loaded list and free
form text fields.

e Force Selection: inputting an email address here would force this as a
selection.

e Preloaded Supervisors: clicking this box would open up the window
displayed below. Input the first name, last name, initial email, and second
email of each of the preloaded supervisors.

e Free Form and Pre-Loaded Explanations: if the above option for free-
form, pre-loaded list, or both was selected, use this field to input an
explanation for each. You can use the HTML editor to format the text.

e Emails: in this section you can input the information for each email. Input
the subject and body of the email in these sections.

e View Merge Fields: click this button to view a list of the merge fields that
can be added to your emails. You can also add merge fields using the
HTML editor.

6. External Review Tab: you can add an external reviewer that can view
certain details about your registrations and approve or reject them.

.- Eventinfo "Cj Categories. d Attendee Info \__s Agenda & Options

General settings Language & wording Pre-Approved Data Pre-load Data Approval External review Integrations Custom Code

11" Hotel & Travel ,_y Fees & Payment |[(2) Look & Feel | € G0 R o0
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¥ External reviewers

Reviewers can log in to review the data for this event at https:/iwww.eiseverywhere.com/eregireview/index.php?eventid=16414

No external reviewers found

% An external reviewsr is a person who can view certain details about your registrations and approve or rejectthem. This can be useful in situations like a "Call for papers™ where you
want external subject matter experts to review and approve the details that were submitted

You do not yet have any external reviewers. To add an external reviewer click on the button labelled "Add reviewer” below.

Add reviewer

External Reviewers: you can add the review in this section.

e Add Reviewer: an external reviewer is a person who can view certain
details about your registrations and approve or reject them, but cannot see
the reviews from other reviewers. A power reviewer is a type of external
reviewer who can see all reviewed people and their reviewers. However, a
power reviewer cannot see non-reviewed people and is unable to review
anyone.

¥ Overview page

Edit header/footer

Ne fields on the overview page

The first page that a reviewer sees when they log in is the overview page. This takes the form of a report - with each registration for review appearing on a single line. The page is
‘\) sortable and can be filtered by attendee category.

You do not yet have any fields on this page. To add a field click on the button labelled "Customize fields™ below.

Customize fields

Overview Page: the first page that a reviewer sees when they log in is the
overview page. This takes the form of a report — with each registration for review
appearing on a single line. The page can be sorted and can be filtered by
attendee category.

¥ "Review" popup

No fields on the "review" popup

4 The review popup appears when a reviewer clicks on the “review” button next to a record. This is normally used to display more information than you could otherwise fit about the
\) registration on the overview page

You do not yet have any fields on the popup. To add afield click on the button labelled "Customize fields™ below.

Customize figlds

Display ratings from other reviewers

Review Popup: the review popup appears when a reviewer clicks on the
‘review” button next to a record. This is normally used to display more
information than you could otherwise fit about the registration on the overview

page.

¥ Available ratings

No ratings found
Reviewers can rate each of your registrations. At its most simple it could just be an approve/decling, but you might prefer to add more ratings that your reviewer can choose.

You do not yet have any available ratings. To add a rating click on the button labelled "Add rating™ below.

Add rating
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Available Ratings: reviewers can rate each of your registrations. At its most
simple it could just be an approve or decline option, but you might prefer to add
more ratings that your reviewer can choose.

7. Integrations Tab: this is the section where you can set up all your
integrations. Each integration will take you through specific steps to get it set up.

.= ) Event Info || - Categories Aftendee Info || =\ Agenda & Options || i ° Hotel & Travel .y Fees & Payment ||+ Look & Feel #.ﬂ.ﬂ'J.Settings'

General settings Language & wording Pre-Approved Data Pre-load Data Approval External review Integrations Custom Code

Caspio Settings

[
102
lf Set up your caspio integration settings for this event here.

Cligbook Settings

C

Set up your cligbook integration settings for this event here.

quook

Elogua Settings

ELOQUA

Set up your eloqua integration settings for this event here.

Facebook Settings
facebook

Set up your facebook integration settings for this event here.
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=IMIS—

MASSIVEG 0D

Onstream

FF22222222MEDIA

Passkey

- -~
Pathable

L e e e

sale;%ﬁrce.com

Success, Mot Software:

Imis Settings

Setup yourimis integration settings for this event here.

Massivegood Settings

Setup your massivegood integration settings for this event here.

Onstream Settings

Set up your onstream integration settings for this event here.

Passkey Settings

Setup your passkey integration settings for this event here.

Pathable Settings

Set up your pathable integration settings for this event here.

Salesforce Settings

Setup yvour salesforce integration settings for this event here.

NnuTravel

Technology Solutions

Nutravel Settings

Set up your nutravel integration settings for this event here.

8. Custom Code Tab: in this section you will be able to input any custom
text or code that you would like to be placed either on the top, bottom, or
both parts of your registration record. If you want to input text on the top of
the page, input the information in the section labeled “Custom Code (Top
of Page)” and for the bottom, enter the information in the section labeled
“Custom Code (Bottom of Page).” You can also enter in merge fields into
this custom code by clicking the “View merge fields” button under the text

box.

# Adv Seftinns

General settings Language & wording Pre-Approved Data Pre-load Data Approval External review Integrations Custom Code
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¥ Custom Code (Top of Page)

Registration Record

¥ Custom Code (Bottom of Page)

View Merge Fields

Registration Record

| View Merge Fields |

[= save & stay [=l save & Exit
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eMarketing Module

F eMarketing | eSurvey Dashboard

This module allows the user to create emails and the mailing lists. You can also

keep track of the subscribers, unique views, and obtain detailed reports that can
help you measure the success of your emails.

Create New Email || Create New Mailing List

Recently sent emails

Email name Mailing list Sending date &time  Sentto Unique views (total) Unsubscribes Registered Bounces

Cassidian - 62811 Reminder Cassidian 6/28/11 Registered 06/28/20111:00 pm 147 33(99) 0 8 Full Details
Cassidian - 6/28/11 Reminder Cassidian 6/28/11 Registered 06/27/2011 300 pm 129 33 (80) 0 4
Boston Scientific 6/23/11 - Thank You ~ Boston Scientfic - 6/23 - Certificates/Attended  06/24/2011 3:45 pm 148 52 (1085) 0 0 4

Create New Email Button: You can create a new email by clicking the button
labeled “Create New Email” located at the top of the main page. Once you click
this button, a small window will open. In this window, you will need to create a
name for your email. This is the name that will be used on the site. Choose a

folder to place your email in so that you can keep your emails organized and it
can be used to determine who has access to the email.

Create email x

-

Email name * | |

From name * ' | Maria Vacas |

From email * | mvacas@infiniteconferencing.com |

Folder Mane

Create a Mailing List Button: Once you reach the point where you have
completed your email, before you send it, you have to have a designated mailing
list to send it to. You can create a new mailing list by going to “Create New
Mailing List” on the top of the screen. Once you choose to create a new mailing

list, before you get into the details, you have to create the name and place it in
your account first.

Create mailing list

Listname*

Folder Infinite Conferencing
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eHome Module

I A eMarketing | eSurvey Dashboard Bookmarks Setup | Support | Logout

Overview  eProject - eReg

The eHome event website builder, which is integrated with the eReg application,
is a tabbed, centralized micro-site that serves as the “face” of the event,
providing an overview of event details, sessions, venues and more, allowing full
flow-through for event delegates to online registration.
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My Website Tab

| @& My Website | F3

Website Editor General Settings

My Website Tab: this tab contains two sections - the Website Editor page and
the General Settings page.

& My Website

| Wiebsite Editor General Seftings

1. Website Editor Tab: this page displays your current eHome web page,
and it will be where you make any changes or add information to your web

page.

B My Website | [ N0

Website Editor General Settings

Summary

Summary Add new page QEdilpage @ Delete page @Reorder pages

Body @ Add content  Right Side @ Add content
Event Details A  Register Now At
Infinite Conferencing - Maria (" New Registration c",
1042812010 - 10/28/2010 —_——————
3:30 pm - 5:00 pm | mcl2ticad 0.'
Event Description A

Enter some info about your event here.

e Add New Page: by clicking the button labeled “Add new page” a window
will populate requiring more information about the new page.

e Edit Page: this button will display the same popup menu as the “add new
page” button. This is where you can make any changes to page.

e Delete Page: by clicking the “delete page” button, a notification message
will appear on your screen. If you are sure you want to delete the specified
page, select “OK”, if not select “Cancel’.

e Reorder Pages: The order that your tabs/pages are displayed under your
event logo is the same way your registrants will see it when they visit the
site. You can change the order of these tabs by clicking this tab.

e Add Content: You have the ability to add content to a section of your
page in 8 different types. To add new content to your page, find the
section of the page you want to add the content to, and click on this button.
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© My Website [N T
Website Editor General Settings

¥ General settings

[=] save & stay [l save & Exit

[l Automatically redirect my eReg welcome page to my eHome site

[] * Allow custom font sizes and formats in the HTML editor

¥ Advanced settings

Description Meta Tag Content - | |

Keywords Meta Tag Content - | |

[=] save & stay [=l save & Exit

2. General Settings Tab: in the general settings section, there are two
options available. You have the option to automatically redirect your eReg
welcome page to your eHome site which means that anytime a registrant
clicks the link associated with your registration page, they will be
redirected to your eHome site. The next option allows your font to be
custom sizes and formats in the HTML editor; this is used for the custom
content type.
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Look & Feel Tab

2 [ @& Look & Feel

Event Logo Colors & Fonts Advanced Styles

Look & Feel Tab: this tab contains three sections — Event Logo, Colors & Fonts,
and Advanced Styles.

VEEAl @ Look & Feel

Event Logo Colors & Fonts Advanced Styles

[=] save & stay [=l save & Exit

¥ Copy from eReg
[] . Use eReglogo for eHome

¥ Upload Event Logo

Upload Logo:

Recommended image size is 750 pixels wide and between 100-400 pixels high
Automnatically resize the image if more than 750 pixels wide

¥ Select Logo From Image Database
A:r Image database

o o o o o o o o

Doeren Mayhew Familes for D. Global Traffi... GRM Healthcare Ap... iMicronews Infinite Warket Probe

1. Event Logo Tab: if the event logo for your eHome site is the same as the
event logo from eReg then check this box. If you would like to use a
different logo, then uncheck the box and two more sections will populate.
You can either upload an image or select one from the Image Database.
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(7 ) My Website | K EITE A5

Event Logo Colors & Fonts Advanced Styles

Edswessin] 8 som o1

¥ Copy from eReg

= Use eReg colors and fonts for eHome

¥ Page colors

Page Background Preview
Solid color etouches
@ ' Gradient
Fade from _ to this : Famem e

Background image

Other Colors
Menu Background _ [Reset to Defaull]
Sub Menu & Headers l:l [Reset to Defaull]
Inner Page l:l [Reset to Defaull]
Table Row One l:l [Reset to Defaull]

Table Row Two l:l [Reset to Defaull]

2. Colors & Fonts Tab: if you want to use the same colors & fonts as in
eReg, then check the box in the first section. If you choose to select
different colors and fonts, then uncheck the box and you will see two new
sections populate. Then select the page colors and fonts you want for your
eHome site.
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'® Look & Feel

Event Logo Colors & Fontz

Top nav background

Top nav font

Top nav background (aver)
Top nav font (over)

Top flyouts background
Top flyouts font

Top flyouts background
(over)

Top flyouts font (over)

Side nav background

Side nav font

Side nav background (over)
Side nav fant (over)

Side Flyouts background
Side Flyouts font

Side Flyouts background
(over)

Advanced Styles

¥ Top navigation menu styles

[ ]
[ ]
[ ]
[ ]
[ ]
[ ]

[ ]
[ ]

¥ Side navigation menu styles

[ ]
[ ]
[ ]
[ ]
[ ]
[ ]

[ ]

3. Advanced Styles Tab: the advanced styles menu allows you to change
the colors of the navigation menus and adjust the width, padding, and

margins. To change the colors, simply click the color you want to change
and select a new color. To change widths, padding, and margins, use the

text fields and dropdown boxes.
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eSurvey Module

eSurvey | Dashboard

Take Survey  Survey Responses  Survey Summary

eSurvey polling allows you to get an idea of your attendee base with surveys
prior to the event (to help shape last-minute program changes), during the event
(to develop industry trend data) and post-event (to process feedback to be
considered in future events).
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Survey Settings Tab

Events | eMarketing eSurvey Dashboard Bookmarks Setup | Support

Survey Settings  Edit Survey  Take Survey

Logout

Survey Responses  Survey Summary

Survey Settings Tab: the survey settings tab has two sections — basic settings
and advanced settings.

# Survey Settings '

Basic Settings Advanced Settings

[= save & Stay [l save & Exit
¥ Basic details

Survey Mame * KPMG Test Survey |
Survey URL

https:iwww. etouches.comlesurvey! |

Status Testing -

¥ Survey events

Link survey to an event

Type event name or number

1. Basic Settings Tab:
e Survey Name: enter the name of your survey here.

e Survey URL: type an alternative YRL by which people can reach your
survey.

e Status: select the status of your survey: testing, live, or inactive.

Survey Events: add another event that this survey is connected to. Type in the
appropriate event name or event ID to search for the available events.
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¥ Numbering & buttons

v Use question numbering
@ Mumber each page of questions separately
Mumber questions over entire survey
Done button text Done
Previous button text Previous

Mext button text Mext

¥ Thank you page

Upon completion @ Redirect to standard eSurvey thank you page
Redirectto another website
Redirect to the public summary report

Message Thank wvou for taking the time to complete this survey. = @3

¥ Public summary report

Make a summary of the survey results publicly available

El] Save & Stay L._g'l Save & Exit

Numbering & Buttons:

e Use question numbering: if you use question numbering then your
survey questions will automatically be numbered when you view the
survey.

e Done button text: enter the text you want to appear on the “Done” button
here.

e Previous button text: enter the text you want to appear on the “Previous”
button here.

e Next button text: enter the text you want to appear on the “Next” button
here.

Thank You Page:

e Upon completion: configure what people should see when they complete
the survey.

e Message: this is the message that will display to respondents when they
complete your survey.

Public summary report: Making your survey results publicly available allows
you to easily display a summary of the inputs to any interested parties without
requiring that they have a login.
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¥ Survey Seftings

Basic Seftings Advanced Settings

[=] save 8 stay Pzl Save 8 Exit
¥ Advanced Settings

[l Automatically change registrant's status in eReg when survey is completed
[ Prevent repeat responses from the same eReg attendees

Select event domain hd

[=] save & stay [=l save & Exit

2. Advanced Settings Tab: checking this box allows you to automatically
change registrant’s status in eReg when the survey is completed.
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Edit Survey Tab

A Prev First Page ~ Hext b

(=} Print survey &) Add question

Current Page: First Page
Add page @ Edit page @ Delete page @ Reorder pages
No questions found on this page
You have notyet added any questions to "First Page™

~ Toadd a question, click on the "Add question” button

Edit Survey Tab: you can make changes to your existing survey through this
section.
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Look & Feel Tab

@ Look & Feel

Template Survey Logo Colors & Fonts

[=] save & stay 2l Save & Exit

¥ Use a look & feel template

Look & feel template ' |No Template Selected [«

Template Preview

etouches

Zurewy Huma

Surmy Qe

Look & Feel Tab: you can set up your survey template with this section including

the logo, colors and fonts.
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Take Survey Tab

Events | eMarketing SN Dashboard Bookmarks Setup | Support | Logout

Survey Settings Take Survey Survey Responses  Survey Summary

Please take a few moments to complete this brief survey on today's Webcast.Your feedback will help us to improve future live
Webcast programming offered.

1. Please rate your overall satisfaction with this Webcast experience: *

0 Very Satisfied () Satisfied (7 Meither Satisfied i) Dizsatisfied
Mor Dissatisfied

2. How would you rate the quality of the content? *

i~ Excellent = Good 7 Neutral i Fair i~ Poor

3. How would you rate the quality of our speakers? *

7 Excellent ) Good =) Neutral iy Fair =) Poor

4. How would you rate the technology of this Webcast, including registration and viewing? *

Excellent Good Meutral Fair Poor

Take Survey Tab: this tab will allow you to test the survey before you send it out
to your registrants.
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Survey Responses Tab

Events | eMarketing SN Dashboard Bookmarks Setup | Support | Logout

Survey Settings Take Survey Survey Responses  Survey Summary

]J Export Data (& Clear incompletes. View: ‘Defaultvisw E‘ i Filter: ‘Comp\ela responses i

1 record returned 44 of1 b ki Records Per Pm_]e
edit | delete [Response #* [pate Started [Date Completed [P Address [Browser [Operating System [status
| @ 150874 [05/11/2011 9.08 am_[05/11/20118:19.am_|216.55.52.198 | [unknown |complete Test) |

Survey Responses Tab: in this tab you can see the list of responses to your
survey.
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Survey Summary Tab

[l include incompletes &l Export to PDF (= Print charts
Response Summary Count Percent
Total Responses [ ] 1 100.0%
Complete Responses [ ] 1 100.0%
Incomplete Responses [ ] 0 0.0%
Please rate your overall satisfaction with this Webcast experience: Count Percent
Very Satisfied [ ] 1 100.0%
Satisfied [ ] 0 0.0%
Neither Satisfied Nor Dissatisfied [ ] 0 0.0%
Dissatisfied [ ] 0 0.0%
Times answered 1 100.0%
Times skipped 0 0.0%

Survey Summary Tab: this tab will give you a summary of the survey results.
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QUICK START

Creating an Event

In order to organize your events you may want to first add a folder.

1. Click on CREATE FOLDER (located on the top left hand corner).

Quick links

[ Create event

3 Create folder

Make sure Parent Folder is your company’s name, for example “Infinite

Conferencing”.

Add folder

Parent folder

Folder name

Infinite Conferencing -

Company Mame

2. Click on CREATE EVENT (located on the top left hand corner).

Quick links

[l Create event

C3 Create folder

3. A window will appear where you will enter the event name, event code (for your
internal purposes) and the folder that you want to place it in. Once you are done,
click on SUBMIT to create the event.

Event name *
Event code
Falder

| Wy Evenf |

Infinite Conferencing = Company Mame

(2 submit | &3 cancel
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4. A window where you can activate the registration module will appear. In order to

use an etouches module, you have to activate it for your event. Activating a
module means that you are turning that module on for use within this event. By

activating eReg, for example, you are creating your registration site for that
event. Select eREG.

nclwale modules for Event Management Training

In order to use an etouches module, you have to activate it for your event. Activating a module means that you are turning that module on for use within this event. By activating eReg, for example, you are creating your
registration site for that event. Please click on a module below to activate it

eProject
eProjectis an easy to use tool ideally suited for Project Managers or any one involved in a long term project with multiple tasks.

eHome
Integrated with the eReg application, eHome allows users to build a customizable, tabbed micro-site to display information about their event, sessions, venue and more.

eReg
‘Whether its online or on-site, eReg makes the registration process simple

5. After you have selected the eReg module, you will then have three options to

activate it. We recommend you use USE eREG QUICK START because the
system takes you through a few steps to create your registration settings.

l Activate eReq for Event Management Training

The eReg module has not been activated for Event Management Training. To do so, select one ofthe options below.

2 Use standard eReq setffings
" get up eReg for this event using the default settings.
5y Clone eReq settings

If you have created another event within efouches, you can ‘clone"the seftings from that event and use them as the basis for creating specific seftings for this event.

& Use eReq qguick start
Setup eReg using the guick start. Follow some simple steps that will walk you through the most commonly used settings.

Step 1: Basic Details

The quick start guide will open up and you can follow the steps as they appear.

1. First you may want to add the basic details of the event, if so then click on the

YES UPDATE BASIC DETAILS button. If you want to skip to the next step then,
click on the NO GO TO NEXT STOP button.

tiﬂ eReg Quick Start: Event Management Training

Basic Details => Aftendee Categories => Questions —=> Agendapage = Eventlogo => Colors & Fonts => Quick Start Complete

Do you want to update your event's basic details?

The basic details section is where you enter the basics about your event name, venue, date, time, etc.

2. When you click on YES, then you will open up a screen where you can insert all

the information you choose. Once you are done with this portion, you can click on
CONTINUE QUICK START.
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Basic Details = Aftendee Categories =» Questions => Agendapage => EventlLogo > Colors & Fonts = Quick Start Complete

E Continue guick starll

¥ Event name and status

Eventname * ' | Infinite Test |

Event code | |

EventURL " hitps:fwww.etouches.com/ || Custom redirects |

Ewvent Status * Pre-Event -
[T]* " Include on Event Calendar
Maximum Registrations |:|
Registration Close Date - | E | Q|

Registration Closed .| B2
Message

Event Description .| B8

Program Manager | |
Internal Use Only

Client Contact | |
Internal U'se Only

Lodging Notes .| B8
Internal Use Only

NOTE: The highlighted fields are the ones you will be filling in most of the time.

Event name
Event URL (custom URL that describes the name of event or company)
Event Status (always in Pre-Event until you go Live)
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¥ Event name and status

|Eventname* | My Event | |

Event code | |

Event URL - https:iwww.etouches.comi| awesome |[ custom redirects |
+ That URL iz available.

|Event Status = | Pre-Event |+ |

| Include on Event Calendar

Maximum Registrations |:|

Registration Close Date mm  dd Wy hh mm  amépm
COT s [ el (ol (o]
Registration Closed Ed
Messane
Event Description Ed

Frogram Manager | |
Intarnal Ulae Qnly

Client Contact | |
Infernal Ulse Only

Lodging Motes B4
Internal Ulse Onjly

Event Description (option do create it through HTML)
Click HTML editor in right corner to open up the HTML Editor window.

Day of Week, Month Day, Year</p>
<pr<hbrDescription:</b> <hr /= il
Dezcription of event goez here</p> M

Event Description <p style="font-size: 1lepx;"><b>Title of Event</b> <br fb-E

7 8

Edit in this window. If you need to edit the html source code, click the ‘Source’
button.
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0|
o

©VHTML Editor - Mozilla Firefox

SHesl )| htkps:f fvaww, giseverywhere, comfloggedinghtmleditor php?id=descriptionfeventid=15537&accountid=1181&m=eReg

BR@SES Y B E S B 7 U x x| M|
=i W EEESQ | 4-¥- 5]

]
11
11
mr
]
]
]

Title of Event
Day of Weel, Month Day, Year

Description:
Deseription of event goes here

Speakers:
Speaker Name, Speaker detajls|

Please complete the registration form to attend this event.

Event Date &Time (unless there will be multiple events they will be registering
for)

¥ Event Date & Time

mm dd Wy hh mm amipm
Start Date E'I [v] [v] [v]

mm dd Wy hh mm amipm
End Date E"'l [v] [v] [v]

Date Farmat ® rmmid diyiny O ddimmiynany O Day, mmiddhnnsg O Dray, ddfmmmnany O Day, mon d

Time Format ' & 12 haur clack O 24 hour clock
Fleaae hote: these are the date and me formatsa that yvour registrants will see as they registe
o seltings.

Time Zone | [GMT-05:00] Eastern Time (US & Canada) ]

Time Zone Description

DateTime in thiz Time

Tone 2010-09-02 11:53:35

Step 2: Attendee Categories

Registrants for your event could fall into different categories, such as exhibitor,
sponsor, attendee, speaker, spouse, etc. Here is the chance to create different
categories for which registrants will sign up, thus allowing them subsequently to
follow the registration path unique and appropriate to their grouping. You may
need to add categories if this registration is for multiple events (i.e. the same
event on the same day but at two different times; or like the example below the
same event on October 6th and on October 19th.)
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Teen Depression
A free webeast for parents and school staff brought to yow by Families far Deprassion Awarens2ss.

Email Address™ | mromera@infiniteconferencing.corm|

Please select from the following options:*

Category 1 ) Wednesday, October Gth at Gpm EasterniSpm Central
Category 2 () Tuesday, October 159th at Bpm Eastern/Spm Central

g *= Reqguired Field

You also may need to add a category if people need to pay to register.

Flease complete the registration process.

Email Address*

D Code

(Ifyou have heen given a special identifier please enter it here)

Attendee Categary Customer Behavior and Acceptance of Dynamic Pricing $75.00
Friday, September 10, 2010 at 1:00pm EST
If ol have g Corgn Code, piease entar it In the 10D Code figid above.

1. Click on YES CREATE CATEGORY if you would like to create category(s) for
your event. Click on NO GO TO NEXT STEP if you do not have to create a
category.

tiﬂ eReg Quick Start: Event Management Training

Basic Details —» Attendee Categories —> Questions —> Agendapaqe —> Eventlogo = Colors & Fonts = Quick Start Complete

Do you have different categories of registrants?

Registrants for your event could fall into different categories, such as exhibitor, sponsor, attendee, speaker, spouse, etc. Heres
a chance to create different categories for which registrants will sign up, thus allowing them subsequently to follow the
registration path unique and appropriate to their grouping.

2. The category editor screen will appear where you can add the category name
and description (usually you do not have to fill in other fields). If applicable, add a
sub-category using the same method. When you are done creating your
categories click SAVE & EXIT.
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Category editor

¥ General details i

Category name | |

Category reference | |

Category short name | |

m

Description .| B4

Maximum attendees I:l

Message once maxis .| B8
reached _ 4

¥ Sub categories

No sub categories found

r You have not currently created any sub categories for this category.

In arder to create a sub category, please click the button below labelled "Add sub categony™

E Save & Stayl @ Save & Exit | i

You will see the list of your created categories and you can continue with the
quick start by clicking CONTINUE QUICK START.

iﬂ# eReg Quick Start: Event Management Training
Basic Details => Attendee Categories —> Questions = Agends page = Eventlogo —> Colors & Fonts = Quick Start Complete
ECommueqmcksmn
v Attendee categories
Category name # sub cats public admin edit copy delete
Member 0 iz =] ]
%=l continue quick start

Step 3: Questions

While eReg automatically pre-populates this section with basic questions about
each registrant, here is a chance for you to edit existing questions or add more
guestions during the registration process. You may want to ask "Are you
attending this event for the first time?" or "Do you belong to any of the following
professional organizations?" You can also tailor specific questions for each
category of registrants.

Click on YES CREATE/EDIT QUESTIONS if you would like to create category(s)
for your event. Click on NO GO TO NEXT STEP if you do not have to create a
category.
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ifﬂ eReg Quick Start: Event Management Training

Basic Details = Altendee C: > Q i = Agenda page => EventlLogo => Colors & Fonts => Quick Start Complete

Do you have specific questions you would like to ask registrants?

‘While eReg automatically pre-populates this section with basic questions about each registrant, heres a chance for you to edit
existing questions or add more questions during the registration process. You may wantto ask "Are you attending this event for
the firstime?” or “Do you belong to any of the following professional organizations?” You can also tailor specific questions for
each category of registrants.

2. The active questions screen will appear where you can select the questions that

will appear on the Welcome Page and on the Attendee Information Page. Under
the “Visible” column, check the boxes of the information you want to collect.
Check the “Required” box if it is required. You can also easily copy, edit and
create new questions. Once you are done, click on CONTINUE QUICK START
for the next step.

Basic Details => Aftendee Categories = Questions => Agendapage = EventLogo => Colors & Fonts = Quick Start Complete
[l Continue quick start
¥ Active questions

Show questions on all pages -
Welcome page questions Input type visible required edit copy delete
Email Address Single line of text = A =] I
Other |dentifier Single line of text = [} (=] A =]
Attendee information page questions Input type visible required edit copy delete
Werify Email Address Single line of text = (i) =]
Prefix (Mr, Mrs, Dr etc) Single line of text = [} (=] (i) =]
First Name Single line of text = (i) =
Middle Name Single line of text = [} (=] A =]
Last Name Single line of text = A =]
Suffix Single line of text = [ (=] A =]

Step 4: Agenda Page

Here you can build a program of activities for your event, allow any or all
registrant categories to sign up for sessions, and establish pricing for each, if
applicable.

Click YES ADD AGENDA ITEMS to create sessions or NO GO TO NEXT STEP
to skip this step.

tiﬂ eReg Quick Start: Event Management Training

Basic Details => Attendee Categories => Questions => Agendapage => Eventlogo => Colors & Fonts => Quick Start Complete

Would you like to create an agenda for your event?

Heres a chance for you to build a program of activities for your event, allow any or all registrant categories to sign up for
sessions, and establish pricing for each, if applicable. You can get as detailed as necessary by following the prompts, even
including items like meal options.
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click on SAVE & EXIT.

2. Add all details regarding the session (description, speakers, credits, etc) and

¥ Session type, date & time

Session type Single Session (Mo Input) [v]

mm dd

Sl B
starttime | |endtme [ ]

Pasition the time tothe left of M the other information.

¥ Session details

Session heading

Session name |

Session reference |

Mame for badge |

Session description

Certification credits [ |

| Preview session info page || Edit session info layout

¥ Speaker Details

[= save & Stay =L Save & Exit

You will see the list of your created sessions and you can continue with the quick

start by clicking CONTINUE QUICK START.

ﬂﬂ eReg Quick Start: Event Management Training

Basic Details = Aftendee Categories = Questions —> Agendapage —> EventlLogo => Colors & Fonts => Quick Start Complete

I E Continue quick start I

B(‘.ﬂnlinne quick start

v Agenda page

Date & time Session details Input type visible required edit copy delete

i Single session (no input) A = i
¥ Selection restrictions

Force registrants to select a certain number of item(s) from the agenda page to proceed

Attendee Category Minimum Sessions & Maximum Sessions &

All Categories

Member
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Step 5: Event Logo

Brand your event by adding your company logo here. You may have to edit and
resize the logo to fit in an image that is 750 pixels wide.

1. Click the YES UPLOAD EVENT LOGO button to upload your event logo or NO
GO TO NEXT STEP to skip this step.

fﬂ? eReg Quick Start: Event Management Training

Basic Details —> Aftendee C: ies = Questions => Agendapage = Eventlogo => Colors & Fonts => Quick Start Complete

Do you have an event loge?

Help brand your event by adding a strong and vibrant logo here ‘ |

2. Browse for your logo and click UPLOAD when you are ready. Click on
CONTINUE QUICK START when you are done.

fﬂﬂ eReg Quick Start: Event Management Training

IE Continue quick startl
¥ Upload Event Logo
Upload Logo:

Recommended image size is 730 pixels wide and between 100-400 pixels high
Automatically resize the image if more than 750 pixels wide

Upload

Basic Details => Attendee Categories = Questions =* Agenda page = Eventlogo => Colors & Fonts => Cuick Start Complete

Step 6: Colors & Fonts

Part of making your event look good is creating your color scheme and fonts to
match the company’s look. Use the colors and fonts page to alter the color of
your pages, and the font that your text is displayed in.

1. Click the YES UPLOAD EVENT LOGO button to upload your event logo or NO
GO TO NEXT STEP to skip this step.

11;? eReg Quick Start: Event Management Training

Basic Details => Aftendee Cateqories => Queslions —> Agendapage —> EventlLogo => Colors & Fonts => Quick Start Complete

Would you like to customize the colors and fonts of your registration site?

Part of making your event look good is creating your color scheme and fonts. Use the colors and fonts page to alter the color of
your pages, and the font that your text is displayed in.
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2. Most of the time the fonts can be left as is. The colors you will usually be
changing are:

e Page background: select if solid color, gradient or background image (for
background image, you may have to pull from company’s website)

e Menu Background

e Sub Menu & Headers

L% [l Continue quick start
¥ Page Colors
Page Backaround Preview
O solid color etoﬂc‘hes
@ Gradient
Fade from [ t-this ] - ane o .
(@] Background image = ﬁ =
Other Colors
wenu Background [N [Reset to Defaul
Sub Menu & Headers [ | [Resetto Defaul]
Inner Page [ | [Resetto Defaulf]
TahleRowOne [ | [Resetto Defaulf
Tahle RowTwo [ | [Resetto Defaulf
¥ Fonts & font colors
Header font: Standard font: Menu links: Standard links: Button styles
Type Arial w Type | Arial ~ Size |13 |+ | pixels
- wouse out [N Design [»]
Size |13 || pixels Size | 12 || pixels Mouseout| |
color I color I mouseover [ ] mouse over [N Font | Verdana v

3. When you are done click CONTINUE QUICK START.
LE!. Continue quick start

Final Step: Quick Start Complete

This completes the Quick Start setup. You will have a few options: preview the
registration site, continue modifying eReg settings, or activate another module.

J# eReg Quick Start: Event Management Training

Basic Details => Attendee Categories => Questions =» Agendapage => EventlLogo => Colors & Fonts => Quick Start Complete

Quick Start Complete!
Congratulations you have completed the eReg Quick Start. We have just brushed the surface of the full functionality available in this medule. If youd like to discover more, click "Continue modifying eReg settings” below.

Further options

i, Preview my registration site
% Continue modifying eReq seftings
&= Activate another module
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Creating a New Look & Feel Template

In order to add templates on the “Look & Feel” tab, you will need to create them.

1. Click on SETUP - DATABASES/TEMPLATES.

Support | Logout

My settings .

Account settings

eMarketing | eSurvey | Dashboard

Overview | cProject eHome

eReg

Manage users

Databasesftemplates ¥

2. Click on the LOOK & FEEL option from the drop down menu and click on
the ADD LOOK & FEEL button.

My settings

Account settings

Manage users

Databasesftemplates ¥ [ESlgie=tee

Documents
Domains I
Stay [zl Save & Exit Emails
Images

Look & Feel

Sessions

Tracks

I[N

T | B DatabasesTemplates

Contacts Documents Domains Emails Images Look & Feel Sessions Speaker S Tracks

¥ Look & feel templates

Name = Status edit  copy delete
Infinite Demo Active A 5 i
Onstream Active A 1= il

3. Fill out the Name & Status section.
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¥ Name & status

Mame
Status Active -

MNotes »

e Name: input the name of the template here, this will help you identify your
template so be sure to use a unique name.

e Status: use the dropdown box to select the status of your template. The
options include - active and inactive. If you plan to use the template be
sure you use the active status.

e Notes: input any notes regarding your template here, any notes entered
here are for internal purposes only.

4. Fill out the Page Colors section.

-

Page colors

Page Background

Preview
Solid color

2 Gradient
Fade from [N to this

Background image

238 TaxTaing mEZmEsm

Other Colors m Tazing Taz mabiimating com

W i

Menu

Background _ [Resetto Defauli]

Sub Menu &

Headers l:l [Resetto Defauli]
Inner Page |:| [Resetto Defauli]

Table Row

One l:l [Resetto Defauli]

Table Row

Two l:l [Reset to Default]

e Solid Color: this option makes your background one solid color, but you
then have the option to add a drop shadow to the main table.

e Gradient: this option makes your background a gradient which is one
color fading into another color. You can choose the two colors to use in
your gradient.

e Background Image: if you want to use an image as a background instead
of the other options then select this option. You will then have to choose
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5.

the image from the image database. Depending on the size of the image,
it will overlap throughout the page.

Other Colors: the other colors section has five more options for colors
that deal with the inner page. You can change the colors by clicking on the
color itself to change it or by clicking the “Reset to Default” link to the right
of the color.

Fill out the Fonts & Font Colors section.

¥ Fonts & font colors

Header Font Standard Font Menu Links Standard Links
e T oo s vaies OO
Size 13 ~ pixels Size 12 ~ pixels MGUOS“E; 1] MUGUVS; [ ]
Color _ Color _ MG;IUS; :
Button Styles
Test Button 0

Edit button styles

Header Font: change the header font by using the dropdown boxes for
the type and size, and click the color box to change the color of the font.
Standard Font: change the standard font by using the dropdown boxes
for the type and size, and click the color box to change the color of the
font.

Button Font: you can change the button font by using the dropdown box
and selecting a new font type.

Menu Links: use the dropdown box to change the size of the menu links
and you can also click on the color boxes to change the color of the font
when you mouse is over the link.

Standard Links: you can click on the color boxes to change the color of
the standard links when the mouse is over the link.

Fill out the Event Logo section.
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¥ Event logo

Select image

Logo align: Center -

Select Image: Click the button labeled “Select Image” to select an image
from your image database. Then search for the image in the database and
select it. This will then display the image in the empty field with the option
to remove the image.

Logo Align: Once you selected an image to use as your event logo you
can change the alignment of your logo by using the dropdown box and
selecting either - center, left, or right.
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Creating Emails through eReq
(Emails are specific to the event)

1. Click on your event.

Recent Activity 112 registrations today Show all statuses E| Listview il
l!; Desktop == Testing == Sabrina [«] Cnange columns
[v] Event name City Start date #Reg Status clone  delete m
10083  Sabrina’s Demo Event 021610 MiA 03/15/2010 4 Live | =] i

13644  Custom Listen Page Event A 06182010 ] Live | =] finf

16414  Infinite Conferencing - Maria MIA 100282010 o Pre-Event | =] g

16821  Multi Session Test /A 10/29/2010 o Pre-Event =] i)

21033 How to Recycle Your Webinar Content A 032212011 103 Closed | =] jim)
24741 |nfinite and Rally Point Webinars MIA 06/23/2011 113 Live ] o
26092 EventManagement Trainin MIA A o Pre-Event =] i

2. Click on eREG.

Events

etouches

@ Infinite Conferencing - Maria (#16414)

EBvent name * | Infinite Conferencing - Maria |

Eventcode ' | 11111 |

Event city . | |
Folder ' | Testing = Sabrina [=]

3. Goto EVENT EMAILS TAB under the Event Info tab.

4. Click on the following ADD EMAIL to add an email such as your confirmation
email, thank you email, etc.
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@ Eventinfo

Basic details Event emails Registrant rules Promotion / Social

[&=] save & stay =l save & Exit
¥ Emails to event registrants

Email subject Email type =

edit copy delete
Hotel Confirmation Hotel confirmation A =) i
Incomplete registration for */eventname/* Incomplete registration A =] i
Confirmation for */eventnamer™ \ Initial confirmation A B i}

5. The email editor window will appear where you can insert your information.

Email editor

¥ General details

Email type Initial confirmation -
From (email) | mvacas@infiniteconferancing.com |@
From (name) | Maria Vacas |
BCC (email) - | |
Motes -

Internal use only

¥ Email content

Subject | Confirmation for *leventname/s® |@'

Format @ HTML & Text () HTML Only ) Text Only

HTML content Dear */fname/*<br /><br />Thank you for registering
for #/eventname/*, please find your registration
record at the below

Iy

1

Text content Dear */fnames/*

o

Thank you for registering for */eventname/*, please

1

[=] save & stay [El save & Exit

e From (email): You can change this or keep the same if you would like.

e From (name): You can change this to your company name or keep the same if
you would like.

e Subject: You can change this or keep the same if you would like.

e HTML content: This is where you should insert the HTML version of your email.
Click the button on the right corner to open the HTML Editor. You may want to
include the date of the event, add the event URL link by using the INSERT/EDIT
LINK button, insert a top banner image by using the INSERT/EDIT IMAGE
button, dial-in numbers (if necessary), and entry codes (if necessary).
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=] Source 2R RN SV
' G

DI Insert/Edit Link i—
N,

[
|

Li

I

|
¥
[Tl
I
(|
i
]

| |j https: | femaw, siseverywhere. comyloggedin/htmleditor php?id=htrlcontentengfeyventid=15554&accountid=115 1 &m=eReg
| El Source | [E] Bma :ﬁﬂ;,cgfﬂabﬁxth"lj
JeE sE[El==sl-c J[@Ozeh 4 3]
b} o
T |InseﬂIEdtImage|

6. Once you are done creating your email, you can test it out by clicking on the
SEND TEST EMAIL button. You can find it when you start scrolling down the
Email Editor screen.

Email editor H 4
From (email} mvacas@infiniteconferencing.com (] B

From (name) ' | Maria Vacas |

BCC (email) ' | | |

Motes -
Internal use only

m

¥ Email content

Subject | Confirmation for *leventnamer |®

Format @ HTML & Text (O HTMLOnly ) Text Only

HTML content Dear */fname/*<br /><br />Thank you for registering .| B8
for */eventname/*, please find your registration L
record at the below

m
L

1

Text content Dear */fname/*

m »

,_
=

1

Thank you for registering for */eventname/*, please

| Wiew Merge Fielis || Send Test Email

[=] save & stay [=l save & Exit

7. When you are completely satisfied with your email, you can click on the SAVE &
EXIT button.

Fzl save & Exit

83



Creating Emails through eMarketing

1. Click on eMARKETING to start creating your email.

SRS eSurvey | Dashboard

2. Select the CREATE NEW EMAIL button.

I| Create Mew Email |I Create New Mailing List|

3. Enter the “Email Name”, and select the folder where you want to save that
email from the drop down menu. Once you are done, click on SUBMIT.

Create email x

-~

Email name * | |

Fromname * ' | Maria Vacas |

From email * | mvacas@infiniteconferencing.com |

Faolder Maone -

4. Enter the email details by using the EMAIL DETAILS TAB. This is where
general information about your email is displayed. You can also add notes,
change the sender’s information, subject line, and the email type. Once you
are done, click on SAVE & STAY.

9 Email Details

[=] save & stay [l Save & Exit

¥ Name & Notes

Email name * \Testemall
Event | [=]

MNotes -

¥ Email Details

Senders name ' | Maria Vacas |
Senders email * | mvacas@infiniteconferencing.com |
Subject line | |

[ Use template

Email format ' @ HTML & Text © HTWML only © Text only
Unsubscribe message ‘ To unsubscribe fram this mailing list, please click here |

IESave&stayIE Save & Exit
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Name & Notes: in this section you can change the name of your email, assign it
to an event, and add internal notes.

e Email name: this is where the name of your email will appear.

e Event: if you want to assign this email to an event, select that event
from the dropdown box.

e Notes: add any notes associated with the email here. Notes are for
internal purposes only.

Email Details: you can edit the email details in this section, you also have the
ability to choose a template for your email, and select your email type.

e Sender’s Name: input the name of the person that the email is coming
from.

e Sender’s Email: input the email address that the email will be coming
from.

e Subject Line: place the subject line that you would like your attendees
to view for this email here.

e Use Template: if you have preloaded a template, then you can check
this box which will eliminate the option to choose from email types. If
you choose to use a template, the tabs at the top of the page will
change, replacing the HTML and text tabs with the template tab.

e Email Types: if you choose not to use a template, you can select from
one of the email types available; HTML & Text, HTML Only, or Text
Only

e Unsubscribe Message: this text will appear at the bottom of your
email allowing your recipients to unsubscribe from the mailing list. You
can edit the verbiage by deleting the current text and adding your own.

5. Enter the HTML content by using the HTML CONTENT TAB.

¥ HTML Content

[= FERONE RS e & W S@E0 QoNEE @ & E R MergeFieds

= - L @S B r u S E=ESEGA-Y-

== iz iE X' XK. ghe 4h ah = =2 7] T 4 HE W L || [Normal - ||Default Font ~||Size

[Briormal] EHTHML CuPreview Words:0 Characters:0

View Merge Fields

HTML Content: in this section you can insert the HTML content that you want in
your email. The HTML editor functions the same way as the HTML editor in eReg.
You can also insert merge fields into your HTML content. A merge field is a code
that pulls information from a specific field that may be subjective to different
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registrants, such as company or name. See below for details. Once you are done,
click on the SAVE & STAY button.

View Merge Fields: if you choose to add a merge field to your email, click the
button labeled VIEW MERGE FIELDS located at the bottom right of the page.
Once you click this button a small window will open that looks like the screen
shot below. Locate the merge field that you want to insert into your HTML
content. Then highlight it and copy the text. Once you have done this go back to
your HTML content and paste the text where you want it to appear within your

email.

Available Merge Fields
¥ Subscriber Merge Fields

*lfaddress1/* Address Line 1
*lfaddress2r™ Address Line 2
*laddress 3 Address Line 3
*lccemail® cc email
*Icityr* City
*lcompanyl® Company
*lcountry’™ Country
*lemail Email Address
* el Extension
*Ifanf Fax
*fnames® First Mame
*Nnames* LastMame
*Imname* Middle Mame
*'mphone® Mobile Phone
*Inonusstates® State/County/Province (Mon-US)
*lother_id™ Other |dentifier
*Iprefiu™ Prefix (Mr, Mrs, Dr etc)
*Iskype_twitter_ims™ Skype/iMTwitter 1D
*Istates LIS State
*leuffin™ Suffix
*fitler Job Title
*fwphone® Work Phone
*Izipl* Zip (Postal Code)

6. Enter the text content by using the TEXT CONTENT TAB. In this section you
should input the text that your recipient will see if their email browser does not
automatically display HTML content within an email. Text content will always
be shown, but items in HTML content such as images, or links may not be
visible.
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B Save & Stay E Save & Exit

¥ Text content

7. Add attachments to your email by using the ATTACHMENTS TAB. If you
choose to add an attachment you will have to browse your computer for the
file you want by clicking the BROWSE button in the “Add an Attachment”
section. Once you have located the proper field, and opened it to upload your
document you then can click on the SAVE & STAY button towards the bottom
of the page. This will complete the upload and you will now see the file in the
“Current Attachments” sections. To view an uploaded document, click the
view icon to the right of the document name. You can delete an uploaded
document by clicking the trash icon located to the right of the document
name.

) Emai Details 'u HTHL Content H@Tenc«wem Iimd Send Emai

H Save & Stay @ Save & Exit

¥ Current Attachments

File Name view delete

¥ Add an Attachment

Add Attachment

E Save & Stay a Save & Exit

8. Once you have created a mailing list and have completed the setup of your
email you will visit the SEND EMAIL TAB. On this tab you will have the ability
to choose the mailing list you would like to send the email to as well as a
particular date, time, and specify the time zone.
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¥ Send!/Schedule this Email

Send this email to * Select a mailing list E
Date &time ' |g7111/2011  [F] |2z00pm O
Time zone * [GMT-05:00] Eastern Time (LS & Canada) |Z|

[l Automatically exclude any subscribers added to the mailing list before a specified date and time.
Allow subscribers to unsubscribe from just the mailing list, rather than your entire account
Submit

¥ Currently scheduled/sent

No email blasts found
p - This section allows you to see all the email blasts that you have scheduled or sent.

Youwe not currently sent or scheduled any blasts.

Send/Schedule this Email:

e Sent this email to: here you can select the mailing list that you want to
send this email to. If you want to send this email to multiple mailing lists
you can revisit this page and choose a different mailing list and resend the
email.

e Date & Time: here you will select the Date & Time that you want the email
to be sent.

e Time Zone: here you will select the time zone you are using to specify the
date & time of sending.

e Checkbox 1: check this box if you want to exclude sending the email to
anyone on the mailing list who is already registered for the event
associated with the email.

e Checkbox 2: check this box if you want to give your registrants the option
to unsubscribe from the mailing list only instead of the entire account.

Currently Scheduled/ Sent Emails: in this section you can preview scheduled
or sent emails as well as the mailing list, date, time, status, and sending progress
associated with them. You can also choose to edit or delete a scheduled email.

9. Click on TEST THIS EMAIL button to test to send a test email to yourself.

SUE LG eSurvey | Dashboard

Test this Email  Send this Emaill  View Reports

10. Enter the email that you want to send this email to as a test and click on
SEND TEST once you are done.
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Send a test email »*

Recipient email *

| mvacas@infiniteconferencing.com

Send Test |C
S|

lose Window

&
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Setting up Payment Gateway and Fees

Step 1: Create a Payment Gateway

First, you need to create a payment gateway in the system so that you can
accept payments from your registrants.

NOTE: You can have more than one payment gateway if you would like.

1. Click on the SET UP TAB.

eMarketing | eSurvey | Dashboard Bookmarks Support | Logout

My settings

Account settings

Recent Activity 34 registrations today Manage users

Databasesftemplates ¥

IE Desktop == Testing == Sabrina

2. Click on the MODULE SETTINGS TAB.

& Account Details

General Details Event Organization Custom Fields Event Calendar Custom Client Login

¥ eReg settings

Language settings

Set up account level language translations, this will be used as the defaults across all events.

Payment settings

Setup payment gateways and processors that you will use to take payments, and edit other payment related settings such as discount codes that can be used in more than one event across your account.

4. You can add your payment gateway by clicking on the ADD PAYMENT
GATEWAY button.

ount Details ecurity Settings -\ Databases/Templates TR £ Module Settings.

[l save & stay [E save & Exit

¥ Payment gateways

Name = Gateway

Payflow Pro/Websites Paymenis Pro & i i
Payflow ProfWebsites Payments Pro 2] hinj
Payflow Pro/ebsites Payments Pro & i
Payflow Pro/Websites Payments Pro o2 o

Add payment gateway

90



5. The payment gateway editor window will appear where you will be able to add
the “Gateway Name” and select a “Payment Gateway” from the drop down menu.

Payment gateway editor *

¥ General details g

Gateway name

Payment gateway hd

¥ Gateway settings
¥ Event folder settings

Filter by events folder
All folders

[=] save & Stay =L save & Exit I

6. Once you select your payment gateway, the appropriate “Gateway Settings” will
appear down below. Depending on the gateway you choose, the processor will
determine the details that you will need to input. Contact your payment gateway
provider to obtain this information. Once you are done, you can select SAVE &
EXIT.

7. You can check to see if the payment gateway has been set up correctly by
clicking the testicon ¥ next to the appropriate gateway.

[& save & stay [E save & Exit

¥ Payment gateways

]
]

Name = Gateway test
Payflow Pro/Websites Payments Pro (Ef’-‘
Payflow Pro/Websites Payments Pro &
Payflow Pro/Websites Payments Pro o2
Payflow Pro/Websites Payments Pro &
Payflow ProfWebsites Payments Pra o

delete

RERERR
El Eb B EF

8. If the payment gateway has been set up correctly, then it will give you a message
that says “Your test transaction was successful”.
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Test transaction x
Yourtestiransaction was successful! -

FMREF: E14E2FOD0OY92 \

RESPMSG: Approved

ALUTHCODE: 010101

HOSTCODE: 00

IAVS: M

PREFFSMEG: Mo Rules Triggered
FOSTFPSMSG: Mo Rules Triggered

Step 2: Link Payment Gateway to your Event
After setting up your payment gateway, you will now need to link it to your event.

Go back to the home page by clicking on the EVENTS tab on the top of the page.

eMarketing eSurvey Dashboard Bookmarks Setup Support Logout
ouch

Quick links Recent Activity 35 registrations today Show all statuses [~] ﬂ
Gcreate event Ll; Deskiop == Testing »> Sabrina @ Change columns
(LA Create folder D Event name City Start date #Reg Status clone  delete
Fold A 10083  Sabrina’s Demo Event 021610 MNIA 0315/2010 4 Live =]

olders
o= 13644  Custom Listen Page Event NiA 06/18/2010 E] Live =]

ub?;erf:m “| 16414  Infinite Conferencing - Maria NiA 10/28/2010 0 PreEvent B i

h\r:ﬂmte Conferencing 16821 Multi Session Test MNIA 10/29/2010 o Pre-Event =] i

; D kmec 21033 Howto Recyele Your Webinar Content NiA 03/22/2011 102 Closed 5 i

E'“ETesting 24741 |nfinite and Rally Point Webinars NIA 062312011 3 Live | =]

26092 Event Management Training NIA NIA o Pre-Event 5 i

1. Search for your event through the folders on the left and click on your event.

Quick links Recent Activity 35 registrations today
ECFEEtE event lﬁ Deskiop == Testing == Sabrina
[Z3 Create folder [} Event name
10083  Sabrina’s Demo Event 021610
Folders A )
f om 13644  Custom Listen Page Event
Desktop - ) ) )
16414  Infinite Conferencing - Maria
£ GrRM T DE—
Ellnﬂnite Conferencing 16821 Multi Session Test
LD kmpe 21033  Howto Recycle Your Webinar Content
{ El[li'lTesting 24741 Infinite and Rally Point Webinars
22 Jauraheilmanproductior 26092  Event Management Training
#2 onstream
() PHOTON Consulting, L
[li'ISabrina
\
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Click on the eREG TAB.

t‘ Ah [T eMarketing | eSurve Dashboard Bookmarks Setup | Support Logout
@ Infinite Conferencing - Maria (#16414) Event URL https:/fwww etouches com/16414
Eventname = | Infinite Conferencing - Maria ] Registrations by date [+
Eventcode | 11111 |

Event city ‘ | 1g

" - 3

Folder | Testing = Sabrina [=] 3

61

3
3]
22
1
e

29 Oct 02 Nov

&
o
=S
@
o
i
5]
)
=8

Event emails

Email name Subject
Maria Test

Event surveys

Survey name

Click on the FEES & PAYMENT TAB.

Events eMarketing eSurvey Dashboard

et?)ﬁ'c':hes

eHome

Overview  eProject

& Infinite Conferencing - Maria (#18414) Event URL https:/fwww etouches com/16414

© Eventinfo . .
Basic details Event emails Registrant rules Promotion / Social

[= save & stay [l save & Exit

Click on the PAYMENT SETTING TAB.

{4 Categories e pwismmil, /\genda & Options |[ % Hotel & Travel |0 AR

Standard Fees Discount Codes. Payment Settings

[&] save & stay =l save & Exit

¥ How are you taking payment for your event?

Payment method public admin edit delete
 Credit Card #A i)
| Check #A i)
 Invoice #A i)

This section is for you to create and edit the available payment methods that your
attendees can use to pay when they register. To add a payment method, click on
ADD PAYMENT METHOD.

NOTE: You can add multiple payment methods.
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‘4 Catagories attendeeinfo |[ -\ Agenda & Options |[ju* Hotel & Travel |RCIREEF TR ST

Standard Fees Discount Codes Payment Settings

[=] save & stay [ save & Exit
¥ How are you taking payment for your event?
Payment method public admin edit delete
 Credit Card A i)
 Check A i
 Invoice A i)
: PayPal & o
Google Checkout 24 g
* Wire Transfer @# o
Paypal Express Checkout A g

The Payment Method Editor window will appear where you can select the
method and depending on what you select, then you will need to fill in the
appropriate information. For example, if you are selecting credit card then you
will need to select the payment gateway that you will want to use, which cards
you will be accepting and the billing information that you will be collecting. Once
you are done, you can select SAVE & EXIT.

Payment method editor

¥ General details

Payment method Credit Card -

¥ Credit Card processing settings

Select payment gateway Infinite Conferencing -

Map eReqg field to gateway -

Which card types are you accepting? [Select all | Remove all]

[] American Express [ Diners club [] Discover [7] Mastercard [7] Visa
[7] Vi=a Electron [] Delta [] Maestro [] JCB [] Solo

Do registrants need to provide the 3 or 4 digit security number from the back of their cards (CWVW)?

[T *es, registrants must provide the CWV

¥ Billing information

Credit Card payment heading
I

Esvessm][s sneson

Step 3: Creating Fees
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If you have not set up categories by now, then you will have to set it up before
you start setting up fees for your event.

Setting up Categories

1. Click on your event.

Recent Activity 109 registrations today

Show all statuses Iz‘ List view :I

[] Change columns

|-J Desktop »> Testing »> Sabrina

D Event name City Start date #Reg Status clone delete it
10083  Sabrina's Demo Event 021610 NiA 0315/2010 4 Live = jm)
13644  Custom Listen Page Event MiA 06/18/2010 e Live | =] i}
16414  Infinite Conferencing - Maria MNIA 10/28/12010 o Pre-Event 5 |}

2. Click on eREG SETTINGS.

[ATTIEN eMarketing | eSurvey | Dashboard Bookmarks Setup | Support Logout

et?)ﬁ‘c?hes

@ Infinite Conferencing - Maria (#16414) Event URL https:/iwww etouches com/ 16414

Eventname * ‘ Infinite Conferencing - Maria | Regisirations by date E‘
Eventcode ./ [ 11111 |
Eventcity | | 1 ]
Folder | Testing > Sabrina [=] 1

N L ]

&
o
a
@
o
=3
I
o
a

29 Oct 02 Nov

Event emails

Email name Subject
Maria Test

Create email

Event surveys

Survey name

3. Click on the CATEGORIES tab.

9 Event Info

Basic details Event emailz Registrant rules Promotion / 5

4. Click on the ADD CATEGORY button to add your categories.
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¥ Categories Attendee Info -\ Agenda & Options

[E save & stay [El save & Exit

¥ Attendee categories

Category name # sub cats public admin
* Member 0

=]
H| =

- Non-Member

=
=

SSHS!
SN

REERERR|E
rigffiic

B & E B E

=
=

Add category

Fill in the information that you would like to have, you basically just need the
“Category Name” filled in order for it to work. Click on SAVE & STAY to add
multiple categories and when you are fully done creating them then you can click
on SAVE & EXIT.

Category editor x

¥ General details *

Categoryname - | |

Category reference | |

Category short name | |
Description .| B8

m

Maximum attendees |:|

Message once max is .| B8
reached

¥ Sub categories

No sub categuries found
You have not currently created any sub categories for this category.

In order to create a sub category, please click the button below labelled "Add sub categaory™.

[ 3 1

[=] save & stay [ save & Exit il

You will then see a list of all the created categories and now you can assign their
appropriate fees.

¥ Categories. Attendee Info =\ Agenda & Options

[ save & stay [ save & Exit

v Attendee categories
;.

[ategory name # sub cats public admin edit copy delete
@ Member 0 5 jing
MNon-Member 0 =) jin




Linking the Fees to Categories

Click on the FEES & PAYMENT tab.

@ Infinite Conferencing - Maria (#16414) Event URL hitps:/iwww etouches comi16414

S— s e— tiendes info,. | [E\. Agenda & Options. |G tosia Trave NG

Discount Codes Payment Seftings

Standard Fees

[ save & stay |2l save & Exit

¥ Price points

date time delete

Price Point 1/06/30/2011  [5] [1200am @ @&

(& Add New Price Point

You will be taken to the Standard Fees screen where you can insert the prices
for each category. Once you are done click on SAVE & EXIT at the bottom of
the page.

(-) Eventinio |/ Categories Anendes info_|[ -\ Agenda & Options_|[ - Hotel & Travel |NCRNCREEUNTRY () Look & Feel |((+} Adv. Setings

[ save & Stay [Z save & Exit

¥ Price points

date. time delet
Price Point 1 |06/20/2011  [5]|[12:00am Q| &
S - —

(& Add New Price Point

w Standard fee structure

(77 Specity fees for sach category, session or option listed below. Plesse note that sny price points left completely blank will be asumed to be unused - the system will ignore thet price point and chargs the next available price. If you want to
\ charge & fee of 0 for any particular price point you will need to specify the 0

Attendee category Prior to 06/30/11 12:00 am 06/30i11 12:00 am - 12/31/69 7:00 pm Full Price (S)
(— SR
— E— —
— C— —
] ] ]
— C— —
i — i —  —

[H save s stay [ save & Exit

You are done creating the Payment Gateway and Fees. The below screen will
show you how the fees will look like for the registrants.

Welcome Attendee Information egistration Record

You are currently testing this event

Email Address™

ID Code
(If you have been given a special identifier please enter it here)

Please select from the following options:™

) Member $100.00
) Non-Member $50.00

Continue c'} * = Required Field
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1. Click on eSURVEY.

Events

eMarketing RECRTRTE

2. Click on the CREATE SURVEY button located on the left of the page.

3. Enter then name of your survey in the “Survey Name” field. Type an alternative

Creating a Survey

Dashboard Bookmarks

Setup

Support

Logout

Quick links

I Create survey

C3 Create folder

URL by which people can reach your survey in the “Survey URL”. Select the folder
where you would like to place your survey. Click SUBMIT to create the survey..

Create Survey x

Survey Mame *
Survey URL

Folder

hitps:ifwww etouches. comiesurvey!

Mane

& Submit

3 cancel

]

-

s

4. To add a question, click on the ADD QUESTION button.
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@ Infinite Test (#11583) Survey URL http:/iwww.etouches.comiesurnveyi11583

Current Page: First Page 4 Prev. FirstPage - MNext b

Add page Q[ Edit page (@ Delete page @ Reorder pages [B] Print surveyl] & Add question

No questions found on this page
You have not yet added any questions to “First Page™.

To add a question, click on the "Add question” bution.

[} Add page [ Edit page @ Delete page [} Reorder pages (=) Print survey & Add question

5. Fill out the general settings of your question.

e Page: select the Page of the survey that this question should appear
on from the drop down menu.

e Question Text: enter the text that should appear with the question.

e Name on Report: enter a short name for this question that will be
used for reporting.

e Question Type: Select the type of question you want this to be. Once
you select the type, the window open up more options depending on
what you choose. (The example below shows you the options when
you select radio buttons — add the Choices, Look & Feel/Positioning).

Once you are done, click on SAVE & EXIT.

Edit question *®

e

¥ General Settings il

Page First Page «

Question text How many webinars have you done this year? -| B8

Name on report ' | webinars |

Question type Radio Buttons (Multiple choice, one answer) -

m

Display format Vertical -

Question is Visiole [C] Required

¥ Choices
Choice Label| 25 | i}
Choice Label| 6-10 | m |
Choice Label| 11-15 | il

[ Addchoice || mport choices

[l Randomize the order of the choices

99



¥ Look & Feel / Positioning

Cwerall Width Percentage « 100% ofthe page «

Position . Question text appears above ¥ theinput(s)

Margins " Left E pixels Top E pixels Right D pixels Bottom pixels

¥ Question Logic
No logic found for this question

In order to add logic to this question you must first create a "Radio Button”, "Dropdown Box™ or "Checkboxes”™
\ question that appears before this question in the survey.

[=] save & stay =l save & Exit

6. You will now see that your survey question has been saved. Continue the
ADD QUESTION process if you want to add more questions in your survey.

@ Infinite Test (#11583) Survey URL hitp:/iwww etouches comiesurveyi11583

4 Prev FirstPage [

Current Page: First Page
(=) Print survey | 3 Add question

Add page | Editpage @ Delete page [ Reorder pages

b g @
4. How many webinars have you done this year?
® 25
© 610

® 11-15

Add page Q{ Editpage (@ Delete page @ Reorder pages (B] Print survey &) Add question

7. There is an option to add a page to the survey. You can use this feature for
adding an introduction of the survey at the beginning or for thanking the
survey taker at the end. Click on ADD PAGE.
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@ Infinite Test (#11583) Survey URL http:ifwww etouches comiesurveyi11583

Current Page: First Page 4 Prev FirstPage v Next b

|- Add page ||| Edit page @ Delete page [ Reorder pages (=) Print survey (& Add question

i@
1. How many webinars have you done this year?
© 25
© &1

@ 1115

(=) Print survey & Add question

|- Add page [ Editpage & Delete page |2 Reorder pages

8. Fill out the information necessary:
e Name: this is the name of the page that you are adding.
e Position: select where the survey should appear — at beginning of
survey or at end of survey.
e Notes: these notes are for internal purposes to help you identify your

page.
Once you are done click on SAVE & EXIT.

Add page to survey x

¥ General Settings -

Name || |

Position Atend of survey -

Motes -

[=] save & stay [l save & Exit

9. Now you can add other questions or enter a brief sentence to this new page
by using the ADD QUESTION button.

- HNext b

Current Page: Thank You 4 Prev ThankYou

Add page Q Edit page @ Delete page Reorder pages @ Print survey @ Add guestion

B o

Thank you for taking the survey!

10. You also have the option to reorganize the survey pages in the exact order
that you would like your registrants to view it. Click on the REORDER
PAGES button and drag and drop the survey pages in the desired order.
Once you are done reordering the pages, then you can select SAVE & EXIT.
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Current Page: Thank You 4 Prev ThankYou ~ HNext b

|- Ada page [ Editpage & Delete page (=) Print survey (& Add question

Bl E

Thank you for taking the survey!

Reorder pages
Drag and drop the survey pages in to your desired order:

First Page
dfsd
Thank You

-

11.To delete a page, you can use the DELETE PAGE button. A confirmation
window will appear where you can select OK to continue with the deletion.

4 Prev  ThankYou = Hext b

Current Page: Thank You

=} Reorder pages (=) Print survey (& Add question

@ Delete page

|-} Add page [ Edit page

Bl E

Thank you for taking the survey!

o T

oy Areyou sure you want to delete this page? WARNING: This will also
WY deletethe 2 questions currently on this page.

| ok || cancel |
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Testing your Event

You should test your event registration before launching it live.

1. Click on your event.

Recent Activity 118 registrations today Show all statuses E‘ ﬂ
l,@} Deskiop == Testing == Sabrina |;| Change columns
1] Event name City Start date #Reg Status clone delete it
10083  Sabrina's Demo Event 021610 MNIA 031512010 4 Live =]

13644  Custom Listen Page Event MIA 06/1812010 9 Live =]

16414  [nfinite Conferencing - Maria MIA 10/28/2010 o Pre-Event = iz}

16821  Multi Session Test MNIA 10/29/2010 o Pre-Event =] oW
21033 Howto Recycle Your Webinar Content MIA 03/22/2011 103 Closed =] i
24741 Infinite and Rally Point Webinars MNIA 06/23/2011 114 Live =
26092 EventManagement Training MiA (BT o Pre-Event =] jim]

2. The Event URL will always be at the top right part of the screen. Copy that event
URL and paste into another browser or just click on it.

@ Infinite Conferencing - Maria (#16414)

I Event URL https:ifwww.ctouches.comi16414 I

Eventname * | Infinite Conferencing - Maria

‘ Registrations by date IZ‘

Event code [ 11111

Event city |
Folder ' [Testing > Sabrina =

o — L D e D

=2
o
2
o
g
b
o
a

29 0ct 02 Nov

Event emails

Email name Subject
Maria Test

Event surveys

Survey name

3. This is what your event will look like to registrants and you can test the whole

registration process.

Attendee

- .
Welcome Information

Powered by

etouches

)
etouches

You are currently testing this event

MNew Reqgistration c

H " =
"\ verisign
Trusted

VERIFY b
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Setting Up Facebook Integration

1. Click on your event.

'L i Deskiop == Testing == Sabrina @ Change columns
1D Event name City Start date #Reqg Status clone  delete m
0083  Sabring’s Demao Event 021610 MIA 0311512010 4 Live =] jin
13644  Custom Listen Page Event MIA 06182010 e Live | =] fif
16414  Infinite Conferencing - Maria MIA 102812010 a Pre-Event =] jm)
16821  Multi Session Test MNIA 10/29/2010 a Pre-Event =] fiif
21033  Howto Recycle Your Webinar Content MiA 032212011 103 Closed =] im]
24741  nfinite and Rally Point Webinars MIA 06/23/2011 114 Live =] jin
26092 Event Management Trainin MIA MIA a Pre-Event | =] fif

2. Click on the eREG TAB.

Logout

cProject  cHome |NEREH

@ Infinite Conferencing - Maria (#16414) Event URL hitps:iwww.etouches com/16414

@ Eventinfo PR
Basic details Event emails Registrant rules Promotion

[H save & stay [l save & Exit

¥ Event name and status

Event name * ‘ Infinite Conferencing - Maria |

Event code \ 1111 |

4. Click on the INTEGRATIONS TAB.

Aﬁ Adv. Seftings

General settings Language & wording Pre-Approved Data Pre-load Data Approval External review Integrations Custom Code

5 Agenda & Options 2 Hotel & Trave ¥ Fees & Paymen G a0k & Fee ¥ Adv Settings

‘General seftings Language & wording Pre-Approved Data Pre-load Data Approval External review Integrations Custom Code

¥ Integrations

Caspio Settings

[
103
l: Setup your caspio integration settings for this event here.

Clighook Settings

.
C I’qt)‘oo k Set up your cligbook integration settings for this event here

ELOQUA [
Set up your elogua integration settings for this event here.

Facebook Settings

facebook

Set up your facebook integration settings for this event here.
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6. Click on the CONNECT WITH FACEBOOK button.

@ Infinite Conferencing - Maria (#16414)

4 Hotel & Trave 3 Fees & Paymen @ NI TATT | £ Adv. Settings
External review Integrations Custom Code

General settings Language & wording Pre-Approved Data Pre-load Data Approval
¥ Facebook Integration

_Connect with your Facebook Account
f Connect with Faceboolk

7. A small window will open asking you to provide your login credentials for
Facebook. Enter this information and click LOGIN.

f Facebook Login

Log in ko use your Facebook account with etouches.
Email:
Password:
[Jkeep me lagged in
Forgot wour password?
Sign up for Facebook

8. A window will appear where you need to be sure you input an event location,
start and end date, as well as a start and end time in order for it to integrate
properly. Once you have entered the general details for your event, you can

publish the event on Facebook. To do this click the button labeled PUBLISH
EVENT ON FACEBOOK.
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TasT T T2 T, T os OTT Oy SUeoToe

ptions || 14 Hotel & Travel || (- Fees & Paymen AN $F Adv. Settings
Pre-Approved Data Pre-load Data Approval External review Integrations Custom Code

Name: John Wayne
Location:

Publish your event on Facebook
Add your event details hers as you would like them to appear on Facebook.

I EventName*I [ Infinite Demo ]

Tagling ./ | |

Haost* | Infinite Conferencing |

Eucat Cateaon: ’—vl
Start Date & Time =} 01/11/2011 10:00 am
End Date & Time *f . 0111/2012 12:00 pm
Location =" Webinar
City *
Description Picking the right goals and objectives i1s the key to

success for any campaign. Many businesses focus
primarily on the wrong set of goals, investing both

< |

I Publish Event on Facebook | I

9. Alink will appear on the top to view your event or edit your event on Facebook.

£¥ Adv. Seftings
General seftings Language & wording Pre-Approved Dala Pre-load Data Approval External review Integrations Custom Code:

r

¥ Facebook Integration

Connected to Facebook
Name: John Wayne
Location:

Your event has been edited!
Go to hitp/iwww.facebook.com/event.php?eid=183718621653266 to VIEW your event on Facebook. }

Go to hito/iwww.facebook.comleditevent.php?eid=1837 18621653266 to EDIT your event on Facebook.

Update your event on Facebook

Add your event details here as you would like them to appear on Facebook, or edit directly on Facebook here: hitp ifwww faceboolk. com/editevent php2eid=1837 18621653266

Event Name * [ Infinite Deme |
Tagline [ |
Host* | Infinite Conferencing |
Event Category * | Mestings v || Business Meeting v
Start Date & Time = 011112011 10:00 am
End Date & Time * 0111/2012 12:00 pm
Location * Webinar
City*
Description Picking the right goals and objectives i3 the key to

success for any campaign. Many businesses focus
primarily on the wrong set of goals, investing both

% [[=

Update Event on Facebook Il Cancel Event on Facebook

10.You will then be able to access the event via your Facebook website. From

Facebook you can invite friends, colleagues, etc to attend.
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+ Select Guests to Invite

1 Attending

- John Wayne

See Al

Infinite Demo
You are Attending - Share - Public Event

Time

Location

Created By

More Info

Tuesday, January 11 at 7:00am - Wednesday, January 11, 2012 at 9:00am

Webinar
Al Lusayli, United Arab Emirates

John Wayne, etouches

Picking the right goals and objectives is the key to success for any campaign.
Many businesses focus primarily on the wrong set of goals, investing bath time
and maney only to receive poor results. Learn how to set mare reslistic,
achievable goals by looking at specific metrics and understanding how to executs
a successful webinar,

Share: ﬁ Post #] Link Phote '3 Video

Write somethina...

Remove from My Events * Export

Facebook @ 2011 - English (US)

ﬁ Edit Event @ Message Guests

About - Advertising - Developers - Careers - Privacy - Terms - Help
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Setting up Salesforce Integration

NOTE: You need to have enterprise license or above for Salesforce to integrate
with etouches.

1. Click on your event.

2 Desktop == Testing == Sabrina @ Change columns
1D Event name City Start date #Reg Status clone  delete m
10083  Sabring’s Demo Event 021610 MIA 031512010 4 Live | =] jim

13644  Custom Listen Page Event MIA 06182010 e Live | =] fif

16414  |Infinite Conferencing - Maria MNIA 102812010 0 Pre-Event | =] jm)

16821  Multi Session Test MiA 10/29/2010 ] Pre-Event =] im]

21033  Howto Recycle Your Webinar Content A 032212011 103 Closed | =] i

24741  Infinite and Rally Point Webinars MIA 062312011 114 Live | =] jim)

26092 Event Management Trainin MIA MIA a Pre-Event | =] fif

2. Click on the eREG TAB.

A’ eMarketing | eSurvey | Dashboard

Overview  eProject  eHome

@ Infinite Conferencing - Maria (#16414) Event URL https:iiwww.elouches comi16414

@ Eventinfo

Basic details Event emails Registrant rules Promotion / Social

[H save & stay [l save & Exit

¥ Event name and status

Event name * ‘ Infinite Conferencing - Maria |
Eventcode ' [ 11111 |

4. Click on the INTEGRATIONS tab.

# Adv. Settings

General settings Language & wording Pre-load Data Approval External review Integrations Custom Code

5. Scroll down until you find the SALESFORCE button and click it.

S f:ll e ‘&’ﬁ)me- com Salesforce Settings

Success. Not Software: Setup your salesforce integration settings for this event here.

6. You will then need to enter your Salesforce account details:
- Username
- Password
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- Security Token — If you do not know your Security Token you can log onto
the Salesforce account, enter your username and password, go to the
Setup page, select Security Controls on the left hand side menu, then you
will select Network Access and within that menu you will see that there is
an option to have your Security Token reset, and it will be emailed to you.
Once you have entered and saved your Salesforce account details, click on
SYNCH SALESFORCE FIELDS button.

& Infinite Conferencing - Maria (#168414) Event URL hitps:/iwww.etouches.com/ 6414

L) Eventinfo || Categories |/} Aftendeeinfo || -\ AgendaOptions || Hotel& Travel || () Fees &Payment | Look&Feel |[ESRRrmEsmgy

General seftings Language & wording Pre-Approved Data Pre-load Data Approval External review Integrations Custom Code

@ Save & Stay B Save & Exit
¥ Salesforce Login Details

Username

Password
Security Token

P

Synch Salesforce Fields

@ Save & Stay B Save & Exit

If the account details entered are correct your registration site will be synched
with Salesforce. You will then be presented with a window where you will have
the option to select fields that eReg will map to Salesforce. If the fields are
mapped then etouches will check to see if the information matches, and if it
doesn't, it will update the field in Salesforce with the information in that field in
etouches.

¥ Contact Field Mapping

Selectwhich fields in eRegy should map to which flields in Salesforce. fthe flelds are mapped then etouches will check to see ifthe information matches, and if it doesn't it will update the fleld in Salesforce with the
information in that field in etouches

Link Link
Email Address | Email hd ® Other Identifier v
FirstName | FirstName » O Middle Name v
Last Mame | Lasthame ~ O Joh Title | Title i O
Company ~ Address Line 1 | MailingStreet v O
Address Line 2 v City | MailingCity > O
US State | MailingStale ¥ o Statefouum“’(fzg‘mg 3
Zip (Postal Code) | MailingPostalCode v O Country | MailingCountry > O
Work Phane | Phone - O Extension .
Fax | Fax - O ot emall i

Contact Record Type Mo Contact Record Type Selected &

Cefault Campaign hd
¥ General Settings

O Automatically synchronize registrants with Salesforce.com
Allow etouches to create new records in Salesforce
How should eReg decide which accountto place the new recards in?
O Donatuse an account
O Always use the default Salesforce account
O Match to an existing account based upon their Company name in eReq. [fthat account doesnt exist then use the default Salesforce account,
@ Matchto an existing account based upan their Company name in eRed. Ifthat account doesnt existthen create a new Salesforce account with the same name as their company in eReg.

Specify new account record type
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Description of Fields:

Contact Field Mapping

These are the eReg fields that were built and used within the Attendee
Information Tab, for example, First Name, Last Name, Company, Email Address,
etc.

The dropdown boxes that are on the right hand side of each eReg Field hold the
fields that are located within your Salesforce Contact Record Types, so you
should be able to map the First Name field from eReg to the First Name field in
Salesforce, as long as that field exists within Salesforce.

¥ Contact Field Mapping

Selectwhich fields in eReg should map 10 which flelds in Salesforce. Ifthe fields are rmapped then etouches will check to see ifthe information matehes, and it it doesn't itwill update the field in 5
inforrnation in that field in etouches.

Link Link
Email Address | Email ~ ® Other [dentifier v
-~
First Mame lanother_Random_Field__c ® Middle Narme v
Wssistantlame + -
LastN Job Title | Titl
ASLMAIME L ssistantPhone © ov e LT v ©
Cormpany Bithdate Address Line 1 | MailingStreet ~ O
Department
Address Line 2 |Description City | Mailing City w O
Email
State/County/Province
LS State (Non-LUS) v
Zip (Postal CodeyH One Country | MailingCountry A O

n
Languages__

OO0 0

Work Phone |_astMame Extension
LeadSource
Fax |Level ¢ i email
hailing City
Contact Record Type (MailingCourntry e

MailingPostalCode
Default Carmpaign MailingState
MailingStreet b

General Settings
This section allows you to determine etouches should integrate with your
Salesforce account. You have three options that you can select:

Option 1: Automatically synchronize registrants with Salesforce.com
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¥ General Settings

(Automatically synchronize registrants with Salesforce.com j

Select the times of day that you want the synchronization ta run®
Synch Time One

hh mm amipm

05 | |00 % | | am w

Synch Time Two
hh mm amipm

07 » | |00 | pm »
How many registrants should be synchronized each time?
25w
Synchronize all Registration Statuses
Synchronize all Attendee Categories
O Do not check the "Synch with Salesforce” option by default
Allow etouches to create new recards in Salesforce
How should eReq decide which account to place the new records in?

O Do not use an account.
O ahways use the default Salesforce account
@ Matchto an existing account based upan their Company name in eReg. Ifthat account doesn't existthen use the default Salesfarce account.

Match to an existing account based noon the Qrmnany name in eEen bat account doesn't ex hen create 2 new Salesforce acooiint w

This option will allow your Event to automatically synch with Salesforce.
- You can select when the synchronization should run, once or twice a day.

- You can decide on how many registrants should be synchronized each
time. If you selected 200 from this drop down list. The system will
automatically synch up to 200 registrations at the time you specified. (Be
aware that once the first 200 are synched, on the next scheduled synch
the system will start with #201).

- You can determine if all registration statuses should be synchronized or
you can select specific status.

- You can also specify which categories should be synchronized.
- Do not check the "Synch with Salesforce" option by default: If the Synch
with Salesforce checkbox is unchecked by default then someone will need

to turn it on for each registrant as they register in order for them to be
automatically synched.
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Autarmatically synchronize registrants with Salesfarce.com

Select the times of day that you want the synchronization to run®
Synch Time One

hh mm am/pm

OF7 % | |00 % | | am w

Svnch Time Two
hh mm amfpm

07 ~|[00 «| [pm

Haowe many registrants should be synchronized each time?
200 »

] Synchranize all Registration Statuses

Activated

Qpen

Confirmed

L] cancelled

\WaitList

[ attended

[ Mo Show

] Synchranize all Attendee Catedories
[ staff
Aftendee

Do not check the "Synch with Salesforce” option by default

Option 2: Allow etouches to create new records in Salesforce.
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¥ General Settings

Automatically synchronize registrants with Salesforce.com

Selectthe times of day that you want the synchronization to run?
Synch Time One

hh mm  amipm

05 w | 00 % | am

Synch Time Two
hh mm o amipm

a7 % | |00 % | pm %

Howe many registrants should be synchronized each time?
25 v

Synchronize all Renistration Statuses
Synchronize all Attendee Categories

O Do not check the “Synch with Salesforce” option by default

[AHEIW etouches to create new records in Salesforce J

How should eReq decide which account to place the new records in?

© Do not use an account
O Always use the default Salesforce account
® match to an existing account hased upon their Company name in eReg. [fthat account doesnt exist then use the default Salesforce account.

Specify your default Salesforce account
Fazila Default Account &
Allow etouches to modify records in Salesforce
Allow modifications to records that were not created by etouches

Q Modify Salesforce Record only if the efouches record was last updated more recently than the record in Salesforce
® Modify Salesforce Record regardless of which record was updated more recently

Add a note giving details ofthe fields etouches has chanoed each time 3 Salesforce Record is modified.

O Matchto an existing account based upon their Company name in eReg. Ifthat account doesn't exist then create a new Salesforce account with the same name as their company in eReg.

The option allows you to specify how the system should behave if a new
registration takes place in etouches and an account is not recognized in
Salesforce for this record.

So there are four options you can choose from of how eReg should decide
which account to place the new records in:

a. Do not use an account.
When you sync the records in etouches, the records will not be assigned
to an account.

b. Always use the default Salesforce account.
You will create a “default” account in Salesforce that might be called
etouches, or the name of your etouches event, and all new records that
come in and register will fall into that default account. You will then want
to create a new Salesforce account for that record to fall into. This might
make it easier because you will know all NEW records fall in the same
place.

You will need to specify the default account you would like it to fall in.
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Allow etouches to create new recaords in Salesforce

How should eReg decide which account to place the new records in?

) Dinnotuse an accoont

® Alwvays use the default Salesforce account. j

) Match to an existing account based upon their Company name in eReg. Ifthat account doe
O Matchto an existing account based upon their Company name in eRed. Ifthat account doe

[Speciﬁ;ynurdefaultEaIesfnrce account j

Mo Account Selected &

c. Match to an existing account based upon their Company name in
eReg. If that account doesn’t exist then use the default Salesforce
account.

The synchronization will attempt to find the Salesforce account that
matches the registration, and if it finds a match by the company name, it
will place that new record in that account.

If that company’s account cannot be found in Salesforce, the new record
will automatically fall into the Salesforce default account that was created
for this registration.

NOTE: Don’t forget to specify the default account name, otherwise it will
not be assigned to an account.

Allow etouches 1o create new records in Salesforce
How should eReg decide which account to place the new records in?

C Do not use an account
luays 1se the default Salesfores accaun i

O Matchto an existing account based upon their Company name in eReg. Ifthat account doesn't exist then use the default Salesforce account.
ATCh T an easing account Dased Upon el Company name N eReg. TiHat account S0esHT exstNen creale @ New Salesmice accountwih the same name as their company in eReg

Specify new account record type

Mo Account Record Type Selected @

d. Match to an existing account based upon their Company name in
eReg. If that account doesn’t exist then create a new Salesforce
account with the same name as their company (eReg Company
name).

The synchronization will search for an account with the same company
name that is in the eReg registration record. If it cannot find a matching
account it will create a new account in Salesforce with that company name.
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Allow etouches to create new records in Salesforce
How should eReg decide which account to place the new records in?

© Do natuse an account
(B Always use the default Salesforce account,
aE

henusethe de gsforce account

(&) Mateh to an existing account based upan thelr Campany name in eReq. IFthat account doesnt existthen create a new Salesforce account with the same name as their company in eRey

Specify new account record type

Mo Account Record Type Selected &

Option 3: Allow eTouches to modify records in Salesforce

¥ General Settings

Automatically synchronize registrants with Salesforce.com

Selectthe times of day that you want the synchronization to run?
Synch Time One
hh mm amipm

05 w | 00 % | am

Synch Time Two
hh mm o amipm

a7 % | |00 % | pm %

Howe many registrants should be synchronized each time?
25 v

Synchronize all Renistration Statuses

Synchronize all Attendee Categories

O Do not check the “Synch with Salesforce” option by default
Allow etouches to create new records in Salesforce

How should eReq decide which account to place the new records in?

© Do not use an account

O Always use the default Salesforce account

® match to an existing account hased upon their Company name in eReg. [fthat account doesnt exist then use the default Salesforce account.

O Matchto an existing account based upon their Company name in eReg. Ifthat account doesn't exist then create a new Salesforce account with the same name as their company in eReg.

Specify your default Salesforce account

Fazila Default Account &

EAHDW etouches to madify records in Salesforce ]

Allow modifications to records that were not created by etouches

Q Modify Salesforce Record only if the efouches record was last updated more recently than the record in Salesforce
® Modify Salesforce Record regardless of which record was updated more recently

Add a note giving details ofthe fields etouches has chanoed each time 3 Salesforce Record is modified.

This area focuses on already existing Salesforce accounts that you have and
whether or not the synchronization from eReg to Salesforce will allow
modifications to those standing accounts.

Allows etouches to modify recards in Salesfarce
Allowe modifications to records that were not created by etouches.

® Maodify Salesforce Record anly ifthe etouches record was last updated mare recently than the record in Salesfarce
O Modify Salesforce Record regardless of which record was updated mare recently

Add a note giving details of the fields etouches has changed each time a Salesforce Record is modified.

- Allow modifications to records that were not created by etouches.

- Modify Salesforce Record only if the etouches record was last updated
more recently than the record in Salesforce.
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- Modify Salesforce Record regardless of which record was updated more
recently.

- Add a note giving details of the field’s etouches has changed each time a
Salesforce Record is modified.
This option will tell you what was updated within each account record in
Salesforce. So if the phone number or address was updated, there will be
a note within the record describing what was updated during the
synchronization.

For example, attendee’s personal details were updated in etouches, therefore
there are notes in Salesforce informing you of what was updated:

MNote
Lindsay Smith

Note Detail | edit ]| pelete |

Hote ODwner  Tim Cumiming
Related To  Lindsay Smith
Private
Title 2 Fields Updated By eTouches: 24 Mar 2010

Body | MailingStreet: Updated from empty to 98 Rutter Street
Mailing City: Updated from empty to Birmingham

Created By Titm Cumiming, 312472010 3:53 A
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Check Registrations

1. Click on your event.

|-} Desktop > Testing > Sabrina [] Change columns
D Event name City Start date # Reg Status clone  delete a0
10083  Sabring’s Demo Event 021610 MNIA 0315/2010 4 Live ] m

13644  Custom Listen Page Event MIA 06182010 a Live =] i

16414  Infinite Conferencing - Maria A 102812010 ] Pre-Event | =] jin

16821  Mulli Session Test MIA 10/29/2010 a Pre-Event =] i

21033  Howto Recycle Your Webinar Content MIA 03/22/2011 103 Closed | =] i

24741  |nfinite and Rally Point Webinars MNIA 06/23/2011 114 Live | =] O

26092 EventManagement Training MIA MNIA Q Pre-Event =] fiif

2. Click on the eREG — REGISTRANT LIST.

eMarketing | eSurvey | Dashboard
Overview  eProject eHome @ eReg
) eReg Settings
Preview Event List: Infinite Conferencing - Mari
Confirmaj .&.4;. Bublic Reqistrai Bt Name Last Name Company
UDIC Feglistratan ” ”
ters ﬁ Admin Registration
|18 Records Returned
OPQRSTUVWXYZAI W Reports &Funclions | 4 4 [1[~]of1 b bl
ame Last Mame * 83 Registrant List Registered Modif]
h Brice (J Summary Report 10M5/2010 11107
sa Harris ﬁ Hotel Report 10/08/2010 100
BT Peters . 10/08/2010 10/0
=g Travel Report
na Eodrinnes A0S0 A0

3. You can see the complete list of all the registrants to your event. There
are search fields to help you search for a specific person.

Registrant List: Infinite Conferencing - Maria
\ Confirmation # _ Email Address First Name Last Name Company
| | -4 Search € Reset

Bl Export Data 7 Apply Filters 18 Records Returned % Report Settings
ABCDEFGHIJKLMNOPQRSTUVWXYZAN 4 4 [1[=]ot1 b bl ReooldsPerPaqe
[ |conf# First Name Last Name * Company Registered Modified Cancelled =
[[] (1451051 [Tesi] |Sarah Brice Infinite 10M15/2010 11/01/2010

[F] [1435375[Tes] |Melissa Harris dasdasd 10/08/2010 10/08/2010

[[] |1435745[Test] |Lauren Peters dasdasd 10/08/2010 10/08/2010

[] [1438037 [Tes] |Sabrina Rodrigues dasdasd 10/08/2010 10/08/2010

[[] (1436040 [Tesi] |Gabriela Ross dasdasd 10/08/2010 10/08/2010

7] [1448718 [Tesl] |Gabriela Ross dasdasd 10M4/2010 10/14/2010 3
[[] |1451151 [Test] [Mindy Smith Infinite 10152010 10/15/2010

] (1451159 [Test] Mindy Smith Infinite 10152010 10/15/2010

[F] (1451070 [Tesf] Mindy Smith Infinite 10M5/2010 10M5/2010

[F] [1451055 [Tesf] Mindy Smith Infinite 10M5/2010 10M5/2010

[] [14508685[Test] (Mindy Smith Infinite 10152010 10/15/2010 —
[] [1436028 [Tesl] (Maria Smith dasdasd 10/08/2010 10/08/2010

[F] (1435437 [Tesf] |Rania Toren dasdasd 10/08/2010 10/08/2010

= laseszon moce lman Infint 14010010 14042040

] »
(Wi Chickea Racords =]
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4. You can change the report settings by clicking on the REPORT
SETTINGS button.

Registrant List: Infinite Conferencing - Maria
Confirmation # _ Email Address First Name Last Name Company
[ I I I I | 4 search €3 Reset

] ExportData " Apply Filters 18 Records Returned % Report Settings
ABCDEFGHIJKLMNOPQRSTUVWXYZAI 4 {ﬂf“/ wl

[ |conf# First Name Last Name * Company Registered Modified Cancelled =

[C] |1451051[Test] |Sarah Brice Infinite 10/15/2010 11/01/2010

[F] |1435375(Test] |Melissa Harris dasdasd 10/08/2010 10/08/2010

[C] [1435745[Test] |Lauren Peters dasdasd 10/08/2010 10/08/2010

5. The “Report Settings” window will appear allowing you to organize the
fields in the order that you would like to view your report by simply
dragging them. Once you are done, click on SAVE & EXIT.

Report Settings x

¥ Fields on the registrant list 7
(
First Mame
LastMName
Company
* Reqgistered
Modified
Cancelled

+% Select fields on the registrant list

¥ Fields on the popup

o Show more information about a registrant when mouse is moved over Conf#

[=] save & stay| 2l save & Exit i

6. You have the option of exporting the data into an excel, CSV, or PDF file.
Click on the EXPORT DATA button and select which format you would
like your data in.

118



Registrant List: Infinite Conferencing - Maria
Confirmation # Email Address First Name Last Name: Company
-, Search EJ Reset
EJ Export Data §7 Apply Filters 18 Records Returned % Report Settings
QJKLMNOPURSTUVWXYZAII 4 4 [1[=]of1 b b Records Per Page |50 [~ |
[ |conf# First Name Last Name * Company Registered Modified Cancelled =
[F] |1451051 [Tes] |Sarah Brice Infinite 10/15/2010 11/01/2010
[] |1435375([Tes] |Melissa Harris dasdasd 10/08/2010 10/08/2010
[F] |1435745[Test] |Lauren Peters dasdasd 10/08/2010 10/08/2010

Export Options x

-~

Select the format that you would like your data in:

1] Excel (.xIs) f*a] CSV (.csv) . PDF (.pdf)

3 Close Window

7. There is also the option to filter the report by clicking on the APPLY
FILTER button. An “Apply Filters” window will open up where you can
select which registration statuses you want to filter and also you can select
time ranges to see if people registered before or after a given date. Click
on APPLY FILTERS to save your change when you are done.

Registrant List: Infinite Conferencing - Maria

Confirmation #  Email Address First Name Last Name Company

| -4 search ) Reset

ﬂJ Export Data §7 Apply Filters

18 Records Returned

% Report Settings

ABCDEFGHIJKLMNOPQRSTUVWXYZAI 4 4 [1[=]of1 b bl Records Per Page 50 [+ |
[ |conf# First Name Last Name * Company Registered Modified Cancelled Ll
[C] |1451051[Test] |Sarah Brice Infinite 10/15/2010 11/01/2010
[F] |1435375(Test] |Melissa Harris dasdasd 10/08/2010 10/08/2010
[C] [1435745[Test] |Lauren Peters dasdasd 10/08/2010 10/08/2010

}
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Apply Filters x

Registration Statuses -1
Declined Activated
Incomplete Open
In progress Add

Caonfirmed
Inactive IE' Cancelled
@ WaitList

Remaove Attended

Mo Show
Attendee Categories
Member
Man-Memb
an-Member Add
Remaove

Registered After

Registered Before

Balance All -

& Apply Filters |3 Close Window |

1
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Create your Reports

1. Click on your event.

l’@} Deskiop == Testing »> Sabrina Q Change columns
1D Event name City Start date #Reg Status clone  delete 0
10083  Sabring’s Demao Event 021610 A 03152010 4 Live B

13644  Cusiom Listen Page Event MIA 06182010 e Live | =]

16414  Infinite Conferencing - Maria MIA 102812010 a Pre-Event | =] jm)

16821  Multi Session Test MNIA 10/29/2010 a Pre-Event =] fiif

21033 Howto Recycle Your Webinar Content MiA 032212011 103 Closed | =] i

24741  Infinite and Rally Point Webinars A 06/23/2011 114 Live B

26092 Event Management Training MIA MIA a Pre-Event =] i

2. Click on the eREG — REPORTS & FUNCTIONS.

eMarketing Dashboard

Overview  eProject

) eReg Settings

) Preview Event List: Infinite Conferencing - Mari
Confirmal ) ) ) kt Mame Last Mame Company
,&,;, Public Registration ” ”

ﬁ Admin Registration

e _ 18 Records Returned
OPQRSTUVWXYZAI @ Reports &Functions | 4 4 [1]~]of1 b bl
ame Last Mame * 83 Registrant List Registered Modif]
h Brice @ Summary Report 101572010 11/07
5a Harris lﬁ' Hatel Report 1040872010 1040
gyl Peters 1040872010 1040
=g Travel Report
na Eodrinies A0NE 040 A00

3. There are different kinds of reports that you can choose from: Standard
Reports, and Custom Reports.

Standard Reports: the system already has a collection of reports that have been

created for your ease. Click on the one that you would like to see in order to
view it.
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rStandard Reports
Registrant list

Summary report

Hatel report

Travel report

Incomplete report

In progress report

Pre-loaded data report

Duplicate report

Compare registrants with another event
Transaction report

Reqgistration time report

Check in time report

Inigque companies report

External reference report
Registration update report

Emails sent report

Salesforce synch report

External reviewer repart

Weekly registration summary report

Custom Reports: this section allows you to generate your own reports with the
information that you need and in the format that you would like. Click on the ADD
REPORT function and enter all the necessary information in the “Custom Report
Editor” window.

Custom Reporting
No custom reports found
i Custom reports allow you to generate the information that you need in the format you need it.

You have not currently created any custom reports for this event. In order to create a custom repor, please click the button labellad "Add report™.

Add report

122



Custom report editor x

¥ General details

-

Name * | |x

¥ Fields in report

m

No fields found in this report

You can choose exactly which fields you want to appear in your custom report.

You have not currently specified any fields to appear in this report. In order to add fields to the report, please click the B
button labelled "Add fields™.

Add fields

¥ Standard report filters

Available Categories Selected Categories
Member
Mon-Member
Add
Remove

[=] save & stay [l save & Exit
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