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MANAGING YOUR EVENTS

The Administrative Calendar is the starting pomtrtanage all of your events. From this
form, you can define new events, edit existing ¢&veocancel events, copy events, run
reports, generate CEU documents, and register dar gvents. The Administrative
Calendar is composed of three sections:

« Event Search
 Event List
+ Event Detall

Select Category: |ACADEMIC DECATHLOM j

Show Event From: |January x| |2007 x| Through [Movember ~|[2008 x| « WLEE |

Add New Only Show Canceled Events [

January 2007

= 1f13/2007

Event Search:
This section defines what events are displayedhencalendar. Events can be found

using the following options: Category, Starting MorStarting Year, Ending Month, and
Ending Year.

The Category dropdown lists all categories you aecess. Use the Starting and ending
Months and Years to display events that occur dguiat range for the selected category.
To update the search results, press the Updatenbieiind next to the search fields.

To add a new event for a specific category, sehextlesired category, and press the Add
New Event button. This opens the Add Event Wiz&wee( Adding Your Everjpage 6]).



Event List:
This section displays all events that match thecbeariteria. The events are broken
down by month and year, then by date of event withe month and year. Each event
displays the date(s) of the event and the evelat tittach event has the following
commands:

» Edit — Opens the Edit Event Wizard (See Editing Buent[page 17]).

* Copy — Opens the Add Event Wizard with all inforraatpre-filled to match the
current event.

e Cancel — Prompts for cancellation confirmation thhemoves the event from
event list.

* Report — Opens the Report Launcher form (See Répaorichefpage 27]). Only
displays if registration is enabled for the event.

» Payment — Opens the Record Payment form (See R&@pmhent/page 26]).
Only displays if event has fee(s) associated with i

* Register — Opens the Registration Wizard (See Ragmn Wizard[page 42]).
Only displays if registration is enabled for theeety and event registration has
not expired.

Event Detail

This section displays detailed information for eaglent. Next to each event listed in the
event list is a small + icon. Clicking the + icopens the event detail section and
changes the + icon to -. This section displaydaiewing event information:

* Event Status
* Registration Time

e Start Time
« EndTime
* Price

* Registration Deadline

* Location(s) — with link to yahoo map
* Contact Information

» Description

« Comments

 URL Link

Clicking the — icon closes the event detail secéind changes the —icon to +.



ADDING YOUR EVENT

When setting up a new event, you want to defineegdnevent information (event
starting and ending dates/times), if the event suppregistration, where the event is
located, the costs of attending the event, the murob sessions the event has, and the
frequency of the event. All of this event informoatis entered in the Add Event Wizard.
The Add Event Wizard takes you sequentially throagderies of forms for defining your
new event. These forms are:

e General Information
* Location(s)

* Billing

* Session

* Recurring

» Confirmation

These forms are displayed in the wizard based uposwers to specific event
requirements. For example, checking the RecurBrgnt checkbox on the General
Information form makes the Recurring form availableeaving the Recurring Event
checkbox unchecked hides the Recurring Event foNavigate thru the forms using the
< Previous and Next > buttons found at the bottbmach screen.



Add Event Wizard
General Information

This form tracks the following information:
» Event Definition
* Registration Requirements
* Comments and Descriptions

Event Definition:

This section defines the following general inforroat Event Title, Recurring Event

(unlocks Recurring form in wizard if checked), $iteg and Ending Dates and Times,
Contact, Additional Category, and a URL link toite ®n the world wide web with more

information about your event.

“Event Title:

tecurring Event: r

" Start Date: 3972006 B Event start:|0E v| o = |.¢1M ~r|
“End Date: 37942006 B Event End: w =|.|o0 = |.a.w| v|
“Contact: Select Contact "I

Addtl Category: | MONE =l
ef Link URL: |h‘t[p;."|" (i p:ifarar, my site, com)
Ref Link Tent: | {Link to MySite)

The Category selected on the calendar definesritheagy category for your new event.
The Additional Category displayed in the Event Dgibn section gives you the option
to have the event display under a second categomeh.

This section has four required pieces of infornratio

 Event Title
e Start Date
 End Date
 Contact

Reqistration Requirements:

This section defines whether the general public remister for your new event. This
section is opened when Allow Registration is chdckdhe registration options are as
follows: Registration Type, Limit Group Size, Growgize Options, Allow Waitlist,
Registration deadline, Onsite Registration Time ltMBession Event (unlocks Session
form in wizard if checked), For Students (unlockadg limits), Region ,and Attendee
Option.




Rllow
Registration: ~
Reg Type: % rndividual Only o~ Group Only T User's Choice © Team

Limit Group Size: [

Group Size: IMED(imum j I
Allow waitlist: [~
*Reg Deadline: 'I'I,."E,"TE
*Check-in Time: | 01 ﬂ :|3D ﬂ IAM j
Multi-Session: I
For Students: v

Grade Limit: 1st j and I 12th j

Region: Iorth East 'I

Attl?ndee ¢+ Display a link on email confirmation that allows your registration contacts

Options: to update their group attendee information up to the registration
deadline. They cannot add or remove attendees without calling you {the
registrar).

¢~ Once registration is complete, registration contacts must call you (the
registrar) to update attendee information.

There are four types of registration:

* Individual Only — Registration is limited to onerpen. If a group of people
would like to register for this event they mustsinindividually. This is the only
option if Multi-Session is enabled.

* Group Only — Registration is limited to groups. gloup is composed of one
contact and all the attendees in the group. Theacb is not counted as an
attendee.

» Users Choice — Registration is available for batdividual registration and
group registration.

* Team — Registration is limited to groups. A teantomposed of a team contact
and team members. The team contact is not coastadeam member.

The limit Group Size feature can be used to setimamx group size or it can be used to
define the group/team size.

The waitlist feature defines whether registratiostill allowed when an event location is
full. This option is not available with Multi-Seesa events.

This section has two required pieces of informatibAllow Registration is checked):
* Registration Deadline
* Onsite Registration

The Region defines what set of organizations/distrare initially displayed when users
register for events.

Comments and Descriptions:
This section allows you to enter detailed informatabout your event.




Once all of your event information is entered, prige Next > button to continue. Any
errors or conflicts will display at the top of tfeem. If there are no errors or conflicts,
the Add Event Wizard advances to the next form.

Location

This form tracks the following information:
* What type of event
*  Where is the event

What type of event?

At the top of the Location form is an ITV Locati@heckbox. If your event is for ITV
then checking this box will limit the locations yaan choose to ITV enabled locations
only. Leaving this option unchecked gives you asde all locations in the system. ITV
events require one location to be defined as theaPy Location.

ITV events require a Maximum Attendee limit. THisits registration to the number
specified for the ITV event.

ITY Event?: r
Event Locations

Add Event Location Add
Event Locations:

Click on Location to edit or delete.

Where is the event?

Once you have defined the location type you wilhiM® add your location(s). There is a
selection list titled Event Locations on the fornhis list contains all locations already
defined for the event. Click on the “Add” buttam add a new location. This opens the
Add Location form. The location options are addak: Primary Location (For ITV
events only), Location, Maximum Occupancy, EventeD&tart Time, and End Time. If
the event is multi-session you can have only onation.

Event Locations

Region: IW Region Map
F Location: |Se|ect a Location j LET
F Max Occupancy:
" Event Date: 3/26/2008 -
" Start Time: 08 x| |00 =AM >
¥ End Time: 09 =] |00 =f|AM x|

The Region dropdown list is a tool you can useimatlthe

about which region your location is in, click oretRegion Map
link found to the right of the Region dropdown listThis
displays a map of the regions like the image fouantthe right.




This section has five required pieces of informatio
* Location
e Maximum Occupancy
* Event Date
o Start Time
 End Time

Once all of the information is entered, press taeeSbutton. Any errors or conflicts will
display at the top of the form. If there are nmes or conflicts, the location is saved and
you are returned to the Event Locations list. Yoewly added event location will
appear in the event locations list.

When adding a location to the event, if your evidation is not in the location
dropdown list it can be added by clicking the bNew button found beneath the location
dropdown list. This opens the New Location Forfrill in all information about the new
location and press the Save button. This saveséhe location to the system and
automatically sets the event location to your neadged location.

Building:

Room:

Address:

City:

|
|
|
| state: |MN | zip: |

ITY Enabled: [~

Region: |Se|ectaF’Legi|:|n ~| Region Map
>
Billing

This form tracks the following information:
» Event Fee
* Optional fees
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Event Fee
This section defines the following billing infornian: Billing Location, Event Price,
Charge options and Bill Me Option.

Host Drganizatiun:lSCSC - SOUTH CENTEAL SERVICE COOPERATIVE j

Event Price: | 0

The Hosting Organizations defines the following:
* Where payments should be sent if there is a fadtémd your event.
» Policy information displayed during registration €éther, Cancellation, ADA).
* CEU Organization Name, Signature and Background.

The Charge options define whether the event priticoes per attendee or per group/team
registration.

Payment Options
Bill Me Option: ¥ Enabled © Disabled EventWorks offers two payrment options: Bill Me and Send

Check, If the Bill Me aption is disabled the anly payrent
rmethod available will be Send Checl.

Send Check Comments: The_ Send Check Comrments appears next to the payrment

must be paid within 5 working davs orio option "Zend Check", Use tI'_ns field to give payment

I P o oEys p deadlines or other payment information for those paving by
checlk.

The Bill Me option defines whether or not a persegistering for the event can request a
bill. If the Bill Me option is disabled, the attdé®e must send in a check for their total
event fee.

The Send Check Comments is used to give paymendlides or other payment
information for those paying by check.

Are there optional fees?

Use this section to add optional fees to the evelh example of an optional fee is
offering lunch for a fee. There is a selection tiged Optional Fees on the form. This
section contains a button for adding new optiorasfand a list of all optional fees
already defined for this event. Click on the Addttbn to add an optional fee. This
opens the Add fee form. The fee options are aevist Fee Description and Fee
Amount.

11



Event Optional Fees
Add Mew Dptional Fee | !=-“’|' ! ]

Optional Fees:

Click on Optional Fee to edit or delete.

Enter the optional fee information and click thev&autton to save the new fee. Your
newly added fee will appear in the Optional Fesss li

Event Optional Fees

Fee: - ’—

Once all of your event fee information is entereelsp the Next > button to Continue.
Any errors or conflicts will display at the top tbfe form. If there are no errors or
conflicts, the Add Event Wizard advances to thet fiesm.

12



Session

This form only displays if the Mu-Session feature is enabled on the Ger
Information form.This form tracks the following informatic

» Session RgistratiorRequirements

» Sessionnformatior

Session Registration Requireme

Use this section tdefine the number of sessions eindividual must signup fcand for
entering your session information. There are tvetd§ for specifying the minimum au
maximum signup requirement

Attendee must signup for at least I3 Sessions.
Attendee can sign up for no more than I3 Ses5ions.

Add Session ﬂ_f{-_‘:j_/-

Session:

Click on Session to edit or delete.

Session Information

Use this section to maintayour event sessionThis section contains a button for add
new sessions and a list of all sessions alreadyeab for this event. Click on thAdd
button to add a new session. This opens the Aslsi@eorm. The session options ¢
as follows: Optional/All,Session Title, Room, Maximum Occupancy, Event D&tart
Time, End Time, Grade Limit (if student registratiovas selected on Gene
information form) and Descriptic

(= Opticnal Session ¢ All attendees get this Session

* Title: |
~ Room: I
* Max Occupancy: I
* Event Date:  Select Event Date x|

* Start Time: [01 =] :fo0 =] |Am =]
* End Time: |U1 j . IUU j IA[‘J] j
Grade Limit: I 1st j and I 12th j

Description: ﬂ

13



Fill in the session information and click the Séwgton to save the new session. Your
newly added session will appear in the session list

This section has six required pieces of information

* Optional/All
e Title
e Room

e Maximum Occupancy
 Event Date

e Start Time

e End Time

Once all of your session information is enteredgsprthe Next > button to Continue.
Any errors or conflicts will display at the top die form. If there are no errors or
conflicts, the Add Event Wizard advances to thet fepm.

To create a session that all attendees get (welenesting, closing meeting, etc), click
the circle to the left of the text “All attendeest ghis session”.

14



Recurring

This form only displays if the Recurring featureeisabled on the General Information
form. This form tracks the following options:

* Weekly Frequency
* Monthly Frequency
* Yearly Frequency

Weekly Frequency

The weekly option defines the weekly interval bedswevents, the days of the week the
events fall on and an ending date. If your eveucs weekly, select the Weekly option
at the top of the form. This displays the weeliyians. Select your weekly interval and

the day(s) of the week the event falls on, and theter the ending date. No event is
added after the ending date.

Event Intervals

Dccurs: & weekly O ronthly © Yearly

Recur every |1 "I week(s) on:

[T sunday [ Monday [ Tuesday [ Wednesday
[T Thursday [ Friday [ Saturday

*Ending Date: |3/17/2006 [

Monthly Frequency

The monthly option has two options. Option 1 dedithe day of month the event falls
on and the monthly interval between events. Opfatefines the occurrence with the
day or day of week the event falls on and the mgntiterval between events. Each

option also has an ending date. Select your momptions then enter the ending date.
No event is added after the ending date.

Event Intervals

Dccurs: © weekly & ronthly O Yearly

& Day |15j of every |1 j maonth{s)
" the |F|rst d IDay ﬂ of every |1 j month({s)

*Ending Date: 372006 a

15



Yearly Frequency

The Yearly option has two options. Option 1 deditiee Month and the day of month the
event falls on. Option 2 defines the occurrenctn whe day or day of week the event
falls on with the month. Each option also has iadireg date. Select your yearly options
then enter the ending date. No event is addedtaieending date.

Event Intervals

Occurs:  weekly T Monthly ™ yYearly
" Every IJ-:lnuur_‘f "I "I
@ The |First x| [Day x| of [January 7|

*Ending Date: 71142008 B

Once all of your recurring information is enterguess the Finish button to continue.
Any errors or conflicts will display at the top die form. If there are no errors or
conflicts, the Add Event Wizard advances to thet fiesm.

Confirmation

This form displays a saved message if there wererras or conflicts. If an error or
conflict is found, the error is displayed on thenfiowith a link to the form in the wizard
to correct the error or conflict.

Plue Ezrth Ares High School is listed as a location for the event on 3/16/2006, but the avent goes fram
3/17/2006 to 3/17/2006,

Flease go to General Information to extend the event or go to Location Information and modify the location
date.

Event Session Conflicts

essfon 1 is listed as a session for the event on 3/16/2006, but the event goes from 3/17/2006 to 3/17/2006,
Flease go to General Informnation to extend the event or go to Session Information and modify the session
date.

ession 2 is listed as a session for the event on 3/16/2006, but the event goes from 3/17/2006 to 3/17/2006.
Flease go to General Information to extend the event or go to Session Information and modify the session
date.

ession 3 is listed as a session for the event on 3/16/2006, but the event goes from 3/17/2006 to 3/17/2006.
Flease go to General Information to extend the event or go to Session Information and modify the session
date.

ession 4 is listed as a session for the event on 3/16/2006, but the event goes from 3/17/2006 to 3/17/2006,
Flease go to General Information to extend the event or go to Session Information and modify the session
date.

Save For Later

It is not always possible to finish creating an rédven one sitting. There may be
information on the event that needs confirmatiofolee publishing your event to the
world. To confront this need, a button titled S&welLater is displayed at the bottom of
each event form. Clicking this button saves thengévo the system but does not publish
the event (it will not be visible to the world).o publish the event go to the Unpublished
event form found in the navigation on the left stde¢he screen.

16



EDITING YOUR EVENT

When an event must be changed to meet new requitsngeu may need to redefine
general event information, registration informatiement location, the costs of attending
the event or the number of sessions the event Aisof this event information can be

modified in the Edit Event Wizard. The Edit EveWizard takes you sequentially

through a series of forms for redefining your erigtevent. These forms are:

» General Information
» Location(s)

» Billing

e Session

* Confirmation

These forms are displayed in the wizard based uposwers to specific event

requirements. For example, checking the RecurBrgnt checkbox on the General

Information form makes the Recurring form availableeaving the Recurring Event

checkbox unchecked hides the Recurring Event fokavigate through the forms using

the < Previous and Next > buttons found at theobotdf each screen. Once the desired
information is saved, press the Finish button teesthe changes and return to the
administrative calendar.

17



Edit Event Wizard
General Information

This form tracks the following information:
» Event Definition
* Registration Requirements
* Comments and Descriptions

Event Definition:

This section defines the following general inforroat Event Title, Recurring Event

(unlocks Recurring form in wizard if checked), $iteg and Ending Dates and Times,
Contact, Additional Category, and a URL link toite ®n the world wide web with more

information about your event.

“Event Title:

tecurring Event: r

" Start Date: 3972006 B Event start:|0E v| o = |.¢1M ~r|
“End Date: 37942006 B Event End: w =|.|o0 = |.a.w| v|
“Contact: Select Contact "I

Addtl Category: | MONE =l
ef Link URL: |h‘t[p;."|" (i p:ifarar, my site, com)
Ref Link Tent: | {Link to MySite)

The Category selected on the calendar definesrthegy category for your event. The
Additional Category displayed in the Event Defioiti section gives you the option to
have the event display under a second categorgkhs w

This section has four required pieces of infornratio

 Event Title
e Start Date
 End Date
 Contact

This section defines whether the general publicregister for your event. This section
is opened when Allow Registration is checked. Tdgistration options are as follows:
Registration Type, Limit Group Size, Group Size iOps, Allow Waitlist, Registration
deadline, Onsite Registration Time, Multi-Sessivert (unlocks Session form in wizard
if checked), For Students (unlocks grade limit®gien ,and Attendee Options.

18



:::I;i‘:tratiun: M
Reg Type: % 1ndividual Only . Group Only " user's Choice T Team
Limit Group Size: -
Group Size: |Maximum j I

Allow Waitlist: [~
*Reg Deadline: WEE
*Check-in Time: |01 j :|3EI j IAM j
Multi-Session: v
For Students: v

Grade Limit: 1st j and I 12th j

Region: Morth East "l

ntt\?ndee {= Display a link on email confirmation that allows your registration contacts

Options: to update their group attendee information up to the registration
deadline. They cannot add or remove attendees without calling you (the
registrar).

{~ Once registration is complete, registration contacts must call you (the
registrar) to update attendee information.

There are four types of registration:

* Individual Only — Registration is limited to onerpen. If a group of people
would like to register for this event they mustsinindividually. This is the only
option if Multi-Session is enabled.

* Group Only — Registration is limited to groups. gloup is composed of one
contact and all the attendees in the group. Theaco is not counted as an
attendee.

» Users Choice — Registration is available for batdividual registration and
group registration.

» Team — Registration is limited to groups. A teantomposed of a team contact
and team members. The team contact is not coastadeam member.

The limit Group Size feature can be used to setimmax group size or it can be used to
define the group/team size.

The waitlist feature defines whether registratiostill allowed when an event location is
full. This option is not available with Multi-Saesa events.

This section has two required pieces of informatibAllow Registration is checked):
* Registration Deadline
* Onsite Registration

The Region defines what set of organizations/distrare initially displayed when users
register for events.

Comments and Descriptions:
This section allows you to enter detailed inforrmatabout your event.

19



Once all of your event information is entered prgsNext > button to Continue. Any
errors or conflicts will display at the top of tfeem. If there are no errors or conflicts,
the Edit Event Wizard advances to the next form.

Location

This form tracks the following information:
* What type of event
* Where is the event

What type of event?

At the top of the Location form is an ITV Locati@heckbox. If your event is for ITV
then checking this box will limit the locations yaan choose from to ITV enabled
locations only. Leaving this option unchecked giwy®u access to all locations in the
system. ITV events require one location to berazfias the Primary Location.

ITV events require a Maximum Attendee limit. THisits registration to the number
specified for the ITV event.

ITV Eventd: r
Event Locations

Add Event Location Add
Event Locations:

Click on Location to edit or delete.

Where is the event?

Once you have defined the location type, you wadhivto add your location(s). There is a
selection list titled Event Locations on the forahhis list contains all locations already
defined for the event. Click on the Add buttonaitd a new location. This opens the
Add Location form. The location options are addak: Primary Location (For ITV
events only), Location, Maximum Occupancy, EventeD&tart Time, and End Time.

Region: IW Region Map
F Location: |Se|ect a Location j LETR
" Max Occupancy:
" Event Date: 3/26/2008 -
" Start Time: 08 x| .|00 =] |AM =]
¥ End Time: 09 =] .|00 = |AM ¥

The Region dropdown list is a tool you can useimatlthe

about which region your location is in, click oretRegion Map
link found to the right of the Region dropdown listThis
displays a map of the regions like the image fouantthe right.




This section has five required pieces of informatio
* Location
¢ Maximum Occupancy
* Event Date
o Start Time
 End Time

Once all of the information is entered press theeSautton. Any errors or conflicts will
display at the top of the form. If there are nmes or conflicts, the location is saved and
you are returned to the Event Locations list. Yoewly added event location will
appear in the event locations list.

When adding a location to the event, if your evigation is not in the location
dropdown list it can be added by clicking the bNmw button found beneath the location
dropdown list. This opens the New Location Forfill in all information about the new
location and press the Save button. This saveséhe location to the system and
automatically sets the event location to your neadged location.

Building:

Room:

Address:

City:

|
|
|
| State: | MN =] Zip: |

ITY Enabled: [

Region: |Se|ectaRegiDn | Region Map

_save i Cancel

21



Billing

This form tracks the following information:
 Event Fee
* Optional fees

Event Fee
This section defines the following billing infornia: Billing Location, Event Price,
Charge options and Bill Me Option.

Host Drganizatiun:l SCSC - S0UTH CENTRAL SEREVICE COOPERATIVE j

Event Price: | 0

The Billing location defines the following:
* Where payments should be sent to if there is #&ofed¢tend your event.
» Policy information displayed during registration €éther, Cancellation, ADA).
* CEU Organization Name, Signature and Background.

The Charge options define whether the event pritidoer per attendee or per group/team
registration.

Bill Me Option: ™ Enabled © Disabled EventiWorks uﬂ‘grs twa payrment options: Bill Me and Send
! € Dptlon nable tsable Check, If the Bill Me aption is disabled the anly payrent
rmethod available will be Send Checl.

Send Check Comments: The_ Send Check Comrments appears next to the payrment

must be paid within 5 working davs orio option "Zend Check", Use tI'_ns field to give payment

I P o oEys p deadlines or other payment information for those paving by
checlk.

The Bill Me option defines whether or not a persegistering for the event can request a
bill. If the Bill Me option is disabled then thé&@ndee must send in a check for their total
event fee.

Are there optional fees?

Use this section to add optional fees to the evelih example of an optional fee is
offering lunch for a fee. There is a selection tised Optional Fees on the form. This
section contains a button for adding new optiomasfand a list of all optional fees
already defined for this event. Click on the Addttbn to add an optional fee. This
opens the Add fee form. The fee options are alevist Fee Description and Fee
Amount.

22



Add New Dptional Fee :‘-!"'-'1{

Optional Fees:

Click on Optional Fee to edit or delete.

Enter the optional fee information and click thes&hautton to save the new f Your
newly added fee will appear in the tional Fees list.

Once all of your event fee information is enter@dsp the Next > button to Continu
Any errors or conflicts will display at the top die form. If there are no errors
conflicts, the Add Event Wizard advances to thet hem.

Session

This form only displays if the Mu-Session feature is enabled on the Ger
Information form. This form tracks the followingfarmation

» Session RgistratiorRequirements

» Sessionnformatior

Session Registration Requirems

Use this sectiotto define the number of sessions each individuatraignup for and fc
entering your session information. There are tvetd§ for specifying the minimum au
maximum signup requirement

Attendee must signup for at least I3 Sessions.
Attendee can sign up for no more than I3 sEssions.

Add Session .n'-"-‘:! )

Session:

Click on Session to edit or delete.

Session Information

Use this section to maintainur event sessions. This section contains a buttoadding
new sessions and a list of all sessions alreadpetefor this ever. Click on theAdd
button to add a new session. This opens the Aslsi@eform. The session options
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as follows: Optional/All, Session Title, Room, Maxim Occupancy, Event Date, Start
Time, End Time, Grade Limit (if student registratiovas selected on General
information form), and Description.

(& Optional Ses=zion ¢ &ll attendees get this Session

~ Title:

~ Room: I

* Max Occupancy: l—
~ Event Date: lm
* Start Time: IE . m lm

Grade Limit: I 1st j and I 12th j
Description: ;I
[

===

Fill in the session information and click the Séwgton to save the new session. Your
newly added session will appear in the session list

This section has six required pieces of information

*  Optional/All
 Title
e Room

e Maximum Occupancy
 Event Date

e Start Time

e End Time

Once all of your session information is enteredgsprthe Next > button to Continue.
Any errors or conflicts will display at the top die form. If there are no errors or
conflicts, the Edit Event Wizard advances to thet herm.

To create a session that all attendees get (welenesting, closing meeting, etc), click
the circle to the left of the text “All attendeest ghis session”.
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Confirmation

This form displays a saved message if there wererras or conflicts. If an error or
conflict is found, the error is displayed on thenfiowith a link to the form in the wizard
to correct the error or conflict.

FPlue Earth Area High Schoo! is listed as a location for the event on 3/16/2006, but the event goes from
3/17/2006 to 3/17/2006,

Please go to General Information to extend the event or go to Location Information and modify the location
date.

Event Session Conflicts

ession 1 is listed as a session for the event on 3/16/2006, but the event goes from 3/17/2006 to 3/17/2006.
Flease go to General Information to extend the event or go to Session Information and modify the session
date.

ession 2 is listed as a session for the event on 3/16/2006, but the event goes from 371772006 to 3/17/2006,
Flease go to General Information to extend the event or go to Session Information and modify the session
date.

essfon 3 is listed as a session for the event on 3/16/2006, but the event goes from 3/17/2006 to 3/17/2006,
Flease go to General Informnation to extend the event or go to Session Information and modify the session
date.

ession 4 is listed as a session for the event on 3/16/2006, but the event goes from 3/17/2006 to 3/17/2006.
Flease go to General Information to extend the event or go to Session Information and modify the session
date.

Unpublished Events

When users begin creating events using the Add tBépard but cannot complete the

wizard, they have the ability to save the eventléder. When users choose to save for
later completion, the events appear in the UnphbtisEvents form. Each saved event is
displayed on this form. Each event displays itegary, title and date/time saved. To

begin working on the event again click the Selettdn next to the event. This re-opens
the Add Event Wizard with all of your previous infeation pre-loaded. To cancel the

event and remove it from the system, click the @ahatton.

- ACADEMIC DECATHLON
Cala
m iﬁl Event Title: October Forum
Saved: 9/25/2006 3:53:12 PM
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RECORD PAYMENT

If your event has fees associated with it, the paynby the attendees should be recorded
here. The payments form displays all contact namggnizations, amounts charged,
amounts paid, and check numbers. When a paymestes/ed for your event, open this

form, find the contact who sent payment, recordghgment amount, and check number
(if they paid by check), then click the Save buttomecord the payment.

Contact Name Charge Amount Payment Amount Check Number
Smith, Joe $5.95 I 0 I
Agency

Price: Qty: Total:
Food £5.55 1 §5.55

Total: 55.95
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REPORTS

During the registration period, it may become nsagsto make changes to group or
individual registrations. The reports section aply gives you the opportunity to make

these changes, but also provides a list of repbaisbreak down attendance and contact
information, displays email addresses of contaots atendees, and provides labels for
managing your event. Reports are broken out into gections; The Master Attendance
Reports and Preformatted Reports.

MASTER ATTENDANCE REPORT

This section is composed of two reports that aesl disr maintaining registration data.
» Attendance Report
* Waitlist Report

Maintenance of most registration information is diiad through the Attendance and
Waitlist reports.

Vertical Report

The Vertical report is launched from the report mefrom the menu form you have the
option to define what contact information to dispiia the report:

¢ Name

» District

e School

» Job Title
e Address

» Billing Address

» Telephone
 Emall

* Fax

* Payment Method

Master Attendance Report

Select the fields you want in the Attendee/Waitlist Report:

# Name [l Billing Address
¥ pistrict/Agency ¥ Telephone

¥ Scheol ¥ E-mail

¥ Job Title ¥ Fax

[+ Address [+ Payment Method
LI C O R v W
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Pressing the button titled View (found beneath display options) opens the vertical
report in a new window. The vertical report hagéhsections.

* Event Information

* Location Information

» Contact Information

Event Information:
This section displays the title of the event, tb&ltnumber of attendees and the fee to
attend the event.

Event Information

vent: Event 1
otal Registrants:1

e $0.00

Location Information:

This section only displays for events that do rentenmultiple sessions defined. For each
event location, the location name, seats, filledtseavailable seats, and number of
attendees on the waitlist for the location are ldiggd.

Location: Seats: Filled: Available: Waitlist:
Camp Snoopy Ballroormn 60 1 59 1]}
Gustavus Adolphus College 200 o 200 0

Contact Information:

This section consists of a list of registration temh information. All contacts by default
display the registration status (OK or Waitlist)e tevent location, and the registration
date and time. All other information is displayeaksed upon the fields selected from the
report menu.

Contact Information
Contact: Smuth, Joe {Technology) (3) m_} m" i ) m

DistrictfAgency: Agency
School:
Address: PO Box 9334
Mankata MN, 56001
Telephone: (S07)883-8039

Fax:

Email: jos.smith@agency.com
Pymt Method:

Event Location: Lake Crystal wellcorne Memaorial
Status 0K
Reg Date: 3/17/2006 2:20:49 PM
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Registrations can be maintained from this sectidre following options are available
from the contact information section:

* Delete Registration

» Edit Contact

* Maintain Attendees

» Edit Sessions (only is multi-session is enabled)
* Waitlist Removal

Delete Registration

Next to each registration contact is a Delete lbuttGlicking the Delete button opens the

deletion confirmation form (shown below). Confimgithe delete removes the contact
information and all attendees added under thistegion. This makes the seats taken by
this registration available to new registrationstmse on the waitlist for the location.

Are you sure you want to delete this contact? Delete J @ :

First Mame: Joe
Last Mame: Emith
District/Agency: Agency
Schoolfbuilding:

Job Title: Technology
Telephone: (507)888-803%

Fa:

Email: joe.smith@agency com
Address: PO Box 9384

City: Mankabo

State: TR

2ip: 6001

Edit Contact

Next to each registration contact is an Edit buttdlicking the Edit button opens the
edit contact form shown below. From this form y@an modify the contact first name,
last name, district or agency, school or buildjod, title, telephone number, fax number,
email, address, city, state, and zip. The regiehl fdefines what districts are in the
district list. The

district list dEfines

* = required field

what schools are inf First name: [Mairmuna
the school/building [ tast Neme: Pabdirahmen
list. Changing either[""*" [Sou Cenvat 7]
X . N “DistrictfAgency: |D1her j
the region or district U - —
will change the lists| crade: 3d -
under them. “School fbuilding: | Other =

1f Ochar, plaase spacify: [RENNEdY

*lob Title: |9u.|dem b

Once your Changes If Onher, pleate spacify:
have been made} reiephone: Fesorer
clicking the Save fax: —
button saves theemai I
changes and returngaddress: [160 Homestead Or #106

; “City: [Mankato
back to the vertical| " [ s]
report. “2ip: W

SBocKERL Save )
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Maintaining Attendees

If group registration is enabled for your evenheita Make Group or Attendee button is
displayed next to each contact. If the registratias only one attendee, a Make Group
button is displayed. If there are multiple attezslen the registration, an Attendee button
is displayed. Clicking either of these buttons aptre attendee maintenance form shown
below.

The attendee maintenance form displays the firstendast name, title, district/school
and email address of each attendee. Additionahdétes can be added to the group by
clicking on the Add New Attendee. This createsampty attendee record. To remove
attendees from the group, click the Delete buttamd to the left of the attendee name.
Once all attendee information is correct, click gh8ack button to return to the vertical
report.

First Name: Last Name: District/School: Grade:
Delete | | Other =] |Mankato Area Catho |NOME x|
Email: I IPETEITT (if other title, please specify)
Delete " | [Select aTitle | [Mankato Area Catho |NONE x|
Email: I I (if other title, please specify)
Delete | [Select aTitle x| |Mankato Area Catho |NONE x|
Email: I I (if other title, please specify)
Edit Session

This form is used for maintaining attendee’s sessiections. At the top of the form is
a list of all selected sessions. Under the sadestssions is a list of available sessions.
Clicking on Remove button takes the attendee oats#ssion. Clicking on the Select
button add the attendee to the session.

Selected Sessions
LETEN 10:50 AM to 11:50 4M | "The Decorated Letter®

LERITES | 12:40 FM o 01:40 PM | Coloring the World

Available Sessions

I Select SR LY Come "Owling” With Us!
Room: Luther Hall 206
Session Date: 3/7/2006
Session Time: 09:40 &AM to 10:40 AM
Grade: Between 3rd and 9th

Description:

Waitlist Removal

If a registration’s status is set to “waitlist” amthough seats for each attendee in the
registration become available, a Give Seat butisplays next to the contact’s status.
Clicking the Give Seat button removes the attendiees the waitlist and decreases the
number of available seats.

30



Waitlist Report

The Waitlist report is launched from the report mneffrom the menu form, you have the
option to define what contact information to dispiia the report:

« Name

» District

e School

» Job Title
e Address

» Billing Address

» Telephone
 Emalil

* Fax

* Payment Method

Master Attendance Report

Select the fields you want in the Attendee/Waitlist Report:

¥ Name - Billing Address
" District/ Agency Il Telephone

¥ School ¥ E-mail

I 1ob Title ¥ Fax

V¥ Address ¥ payment Method

Pressing the button titled Wait List (found beneih display options) opens the Waitlist
report in a new window. The Waitlist report hasrfeactions:

» Event Information

e Session Information
* Location Information
* Contact Information

Event Information:
This section displays the title of the event, th&ltnumber of attendees, and the fee to
attend the event.

Event Information
vent: Event 1
otal Registrants:1
e $0.00

Location Information:This section only displays for events that do have multiple
sessions defined. For each event location, thetitot name, seats, filled seats, available
seats, and number of attendees on the waitlighéolocation are displayed.
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Location: Seats: Filled: Available: Waitlist:

Camp Snoopy Ballroorn 60 1 59 1]
Gustavus Adolphus College 200 o 200 0

Contact Information:

This section consists of a list of registration te@h information on the waiting list. All
contacts by default display the registration stgWaitlist only), the event location, and
the registration date and time. All other inforroatis displayed based upon the fields
selected from the report menu.

Contact Information

Contact: Andrews, Joseph (Business Affairs) (2) Delete Edit W Attendees

e

DistrictfAgency: 77

Schoaol:

Address: PO Box 9387

Eagle City FL, 93836
Telephone: (507)884-5323

Fax:

Email: jja@BA.com
Pymt Method:

Event Location: Lake Crystal wellcome Memmorial

Status On Waitlst - |&‘=1""E’“ '! j

Reg Date: 3/17/2006 3:21:06 PM

Registrations can be maintained from this sectidre following options are available
from the contact information section:

* Delete Registration
» Edit Contact

* Maintain Attendees
* Waitlist Removal

Delete Registration

Next to each registration contact is a Delete buttGlicking the Delete button opens the

deletion confirmation form (shown below). Confimgithe delete removes the contact
information and all attendees added under thistegion. This makes the seats taken by
this registration available to new registrationshmse on the waitlist for the location.

fire you sure you want to delete this contact? Delete m

First MName: Joe
Last Mame: Smith
District/ Agency: Agency
Schoolfbuilding:

Job Title: Technology
Telephone: (507)888-803%

Fax:

Email: jor.smith@agentcy com
Address: PO Box 9384

City: Mankato

State: L]

2ip: Se001
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Edit Contact

Next to each registration contact is an Edit butt@licking the Edit button opens the
edit contact form shown below. From this form yean modify the contact first name,
last name, district or agency, school or buildijog, title, telephone number, fax number,
email, address, city, state, and zip. Once yoanghs have been made, clicking the Save
button saves the changes and returns back to tlitési@port.

[ contact Information

* = required field

“First Name: IJDE

*Last Name: ISmilh

. Dlstrictf.ﬁgen:y:l.ﬁ.gem:y

School/building: I—

*Job Title: |Technolugy j
If Cther, please specir-,;l

*Telephone: I(EEI?‘)BEW

Fax: I—

“Email: [ine.sr'nnh@agem:y com

*Address: [P0 Box 9384

“City: [Mankata

*State: [Mr =]

“eip: W

Maintaining Attendees

If group registration is enabled for your eventher a Make Group or Attendee button is
displayed next to each contact. If the registratias only one attendee, a Make Group
button is displayed. If there are multiple attezlen the registration, an Attendee button
is displayed. Clicking either of these buttons aptte attendee maintenance form shown
below.
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The attendee maintenance form displays the firstendast name, title, district/school,
and email address of each attendee. Additionahdttes can be added to the group by
clicking on the Add New Attendee. This createssapty attendee record. To remove
attendees from the group, click the Delete buttmmd to the left of the attendee name.
Once all attendee information is correct, click ¢hBack button to return to the Waitlist
report.

First Name: Last Name: District/School: Grade:

| | Other | [Mankato Area Catho [NONE =]

IF'EII'EHt (if other title, please specify)

!
!
_ Delete 1] [ [SelectaTitle x| [Mankato Area Catha |NONE x|
|
!
|

I (if other title, please specify)

| |SelectaTite | [Mankato Area Catho [NONE = |

I (if other title, please specify)

\E

Email:

Waitlist Removal

If a registration’s status is set to “waitlist” amthough seats for each attendee in the
registration become available, a Give Seat buttgplalys next to the contact’'s status.
Clicking the Give Seat button removes the attendiees the waitlist and decreases the
number of available seats.
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PREFORMATTED REPORTS

This section is composed of four sections.
* General Reports
» Attendance Reports
* Contact Reports
» Labels

General Reports

The General section consists of four reports.
* Email List
* Resend Confirmation
* CEU Generator

Email Report:

During the registration period your event informatimay need to be changed. These
changes could have an effect on those attending geent. During the registration
process the contact and attendee email addressesequested. The email report
generates a list of these email addresses. THiessllist can be used to mass email the
attendees of your event.

Resend Confirmation:
Resend confirmation gives you the ability to resemdconfirmation email to the
attendants.

CEU Generator:

When your event applies to continued educatioradits you can generate certifications
for each attendee with a name. These certificei@sbe handed out to attendees upon
completion of your event. The CEU generator has setup field. The Credit Hours
value prints on the CEU certificate.

Credit Hours: |4

Date: | 11/6/2007 i

Clicking the Generate CEU button opens a new windloat waits until the certificate
generation is complete. Once complete, the cemtdi opens. The certificates are in PDF
format. You will need Adobe Acrobat Reader to vigne certificates.
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This may take a few minutes!

O

The certificate is composed of the attendee namentetitle, organization, and CEU
credits. The CEU appearance and organizationfiseteby the events billing location.

Award

Smith, Joe

Event

Event

Qrganization

- CEU Credits
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Attendance Reports

Each event with registration has five differeneattee reports. They are as follows:
Attendance By

* Export

¢ Name

» District

» District and School
e Location

e Grade

Attendance by Name

This report displays all event attendees not onwhéing list. Each attendee’s name,
title, district/agency, and email address is listeNext to each column title are two
arrows. Use the arrows found next to the coluntiestito change the order of the
attendees listed.

District/ Agency

Fdams, John Parent Mankato Area Catholic Schools janetr@norsoft.net

Attendance by District

This report displays all event attendees not onwthiting list grouped by their district.
Each attendee’s name, title, and email addresstésl] Next to each column title are two
arrows. Use the arrows found next to the coluntlestito change the order of the
attendees listed.

Attendes MName Emall

2134
Burkhow, Sadie Student
Christensen, Courthey Student
Eilertson, Ryan Student
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Attendance by District and School
This report displays all event attendees not onwhiing list grouped by their district
and school. Each attendee’s name, title, grad earail address is listed. Next to each

column title are two arrows. Use the arrows fonedt to the column titles to change the
order of the attendees listed.

Attendee Name

Mankato Area Catholic Schools
All Saints School (3)

Belevedere, Fhillip Parent
Hazkel, Eddie Librarian
Wickham, George Parent

Attendance by L ocation
This report displays all event attendees not owtiéing list grouped by location region.
Each attendee’s name, title, district/agency, andileaddress is listed. Next to each

column title are two arrows. Use the arrows fonedt to the column titles to change the
order of the attendees listed.

Districtf Agency

South Central
Best Western - North Mankato
Adams, John Parent Mankato &Area Catholic Schools
Bailey, Bestle Farent Mankato &Area Catholic Schools
Barbour, Barry Parent Mankato Area Cathclic Schools
Attendance by Grade

This report displays all event attendees not onvibiing list grouped by their grade.
Each attendee’s name, title, district/agency, aobal are listed. Next to each column

title are two arrows. Use the arrows found nexthi column titles to change the order
of the attendees listed.

Attendee Name District/Agency School

fdams, John Parent Mankato Area Catholic Schools Lovola High School
Bailey, Beetle Parent Mankato Area Catholic Schools Loyola High School
Barbour, Barry Parent Mankato Area Catholic Schools Lovola High School
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Contact Reports

Each event with registration has six different eshteports. They are as follows:
» Contact List
» Contact Export
» Contact Attendees
* Contact Payment
* Contact Fees
» Contact Locations

Contact List

This report displays all event contacts not onwiading list. Each contact’'s name, title,
district, school, phone number, fax number, andileadalress is listed.

Next to each column title are two arrows. Useahiews found next to the column titles
to change the order of the attendees listed.

District/Agency School
_ Adams, John Farent Mankato &rea Catholic SchoolsLoyola High School (333) 333-3333
__ Barbour, Barry Parent Mankato Area Catholic SchoolsLoyala High Schoaol (333) 333-3333
__ Beleveders, Phillip Parent Mankato Area Cathelic Schoolsall Saints School (507) 555-2834

Contact Export

This feature builds a comma delimited file with tak the event contacts not on the
waiting list. Each contact’s first name, last naride, address, city, state, zip, phone,
fax, District, School, Payment Method, Billing Adds, Billing City, Billing State,
Billing Zip, Payment Date, Check Number, AmountdRand Email Address are listed in
the file. The first row has column headings thafire the order of the contact
information in the file.

Contact Attendees

This report displays all event contacts not onvtlaéing list. Each contact’'s name, title,
district, school, phone number, fax number, andileadaress is listed. The Rows under
are the members in the group Next to each colutherare two arrows. Use the arrows
found next to the column titles to change the oafe¢he attendees listed.

District School

Mankato Area Catholic (333) 333-
Adams, John({3) Parent Schools Loyola High School 3333
Mankato Area Cathaolic
Schools
Mankato Area Catholic

Schools

janetr@norsoft.net

Ldams, Jochn Parent

Eailey, Beetle Parent
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Contact Payment

This repot is only available if your event has a fee asdediavith it. Each contact
name, number of attendees, title, organizationpachpayment method, amount di
amount paid, and check number is lis Checking the Show Detail will give mo
information on the payment.

[ Show Detail

Count Title District/ Agency Pmt Method

Adams, John 1 Parent Mankato Area Catholic Schools Loyola High School CREDIT CARD £10.00 £10.00 PaySchool
Bailey, Beetle 1 Parent Mankato Area Catholic Schools Loyola High School SEND CHECK $10.00 $0.00
Barbour, Barry 1 Parent Manlkato Area Catholic Schools Loyola High School CREDIT CARD $10.00 £10.00 PaySchool

Label Reports

Each event with registration I five different label reports. All labels are in PDFrfaat.
You will need the Adobe Acrobat Reader to view lddeels They are as follow

* Mailing Label

 Name Badge

* Name Badge Adhesi

» Conference Label

e ltinerary

Mailing L abel
This feature generates mailing labels for all cotstan your event. The Mailing Lab
processing form opens in a new wind

GENERATE MAILING LABELS

This may take a few minutes!

O
Each mailing label is composed of the contact’s ey
Joe Smith agency/district, address, city, staead zip cod:t
Agency
PO Box 99338 The labels are 1" x 4"

Mankato, MN 56001

Name Badge
This feature generates name badges for all evé&rdees whose names were entt
during registration. The name badge processing fggens in a new windo

This may take a few minutes!
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Each name badge isroposed of the attendee’s nar
title, agency/districtand event title

Name Badges are 2 4”3 V.

Joe Smith
Technology

Agency

Event 1

Conference Labdl

This feature generates conference labels for adihewattendees whose names
entered during registration. The conference | processing form opens in a ni

window.

This may take a few minutes!

W

O
Smith, Joe Each conference label is composed of
Agency attendee’s name, agency/district, event t
Secsion . 1:00 P - 130 P even_t date, eve_nt locatiomnd the followincg
Session 1 session information:
Resom: 104 . .
e Session time
Seszion ' 305 PM - 4:00 PM . .
Session 2 » Session title
Room; 205 H
Sassion 100 PM - 1:30 P ¢ SeSSIOn Room
Session 3
Roon: 100 Labels are 3 %2 x 4.
Event 1
A 12006
Blue Earth Area High School

Itinerary Report

This feature generates conference itinerary forea#nt attendees whose names v

entered during registration

41



REGISTERING FOR YOUR EVENT

When someone registers for your event, you will wanacquire specific information
from them. The event needs to track who is attepdivhere they are attending, how
many are attending and which sessions they arengakhll of this registration
information is entered in the Event Registratioresvd. The Event Registration Wizard
takes you sequentially through a series of forms recording your registration
information. These forms are:

e Location

» Contact and Billing
» Attendee

* Session

+ Confirmation

These forms are displayed in the wizard based uposwers to specific event
requirements. For example, if there are multipleng¢ locations, the Location form is
available. If the event supports multiple sessidhe Session form is available. If
registering a group, then the attendee form islabvi@. Navigate through the forms using
the < Previous and Next > buttons found at theonotf each screen.

42



Event Registration Wizard
Select Location

This form only appears if the event supports mldtipcations. Each event location is
listed in alphabetical order on the form. The tamaname, address, room, and a link to
a yahoo map is available for each location. Selextesired location and click the Next

> putton to continue to the next form.

REGISTRATION - SELECT LOCATION

¢  Blue Earth Area High School
Blue Earth MN, 56013
Room: Auditorium

= Lake Crystal Wellcome Memorial
Lake Crystal MN, S6055
Room: To be detarmined

Directions: Location Map

Directions: Location Map

If a location is full and the event waitlist is te&d on, a message is displayed with the full
location. If the waitlist is turned off, the fulbcation does not get displayed for new

registering attendees.

REGISTRATION - SELECT LOCATION

¢ Putme on waitlist for this location,
Blue Earth Area High School

Blue Earth MN, 56013
Room: Auditoriem
= Lake Crystal Wellcome Memorial
Lake Crystal MN, S6055
Room: To be determined

RCc=T RN

Directions: Location Map

Directions: Location Map
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Contact and Billing Information

This form tracks the following information:
» Contact Information
* Event Fees
» Billing Information

Contact Information:

This section defines the following general inforroat Registration Type, First Name,
Last Name, District/Agency, School/Building, Joll&; Telephone, Fax, Email, Address,
City, State, and Zip Code.

Contact Information

* = required field
[Your name will appear just as it is entered on name badges and certificates.
“Registration Type: & Individual

[ Group Num oFAttendeesI

[Include centact person below in number if applicablea.)
You must reserve a space for each person in your group!

“First Name: I

“Last Name:

Region m

*District/ Agency: Select a District/Agency j
If Other, please specifv:l

School/Building: |Se|ect a School/Building j
If Other, please specifv:l

“lob Title: ISeIect a Title j
If Other, please specifv:l

“Telephone: l—

Fan: l—

“Email: I

*Confirm Email: I

“Address: I

* City:

“State: MN =

*Zip:

The registration type is only available for evedésined for group registration or user’'s
choice. If registering a group, enter the totainber of attendees in the group. Make
sure to include the contact in the group if they @so planning on attending the event.

This section has 11 required pieces of information:
* Registration Type (if event is setup for user’sichp
» First Name
* Last Name
» District/Agency

» Job Title

» Telephone
e Email

e Address
 City

« State

e Zip
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Event Fees:

This section displays if the event has an attenglé®e or optional fees. At the top of this
section is the event fee. Below the event feelistaf optional fees. Each optional fee
has a field for entering a quantity. The fee antcaamd description are also listed with
each fee. Enter the quantity requested for eatibrag fee before continuing.

Ewent Fea: £5.00

Optional Fee{s): Qty: Desc:

0 [$3.00] lunch

Billing Information:

This section displays if the event has an attenelé®e or optional fees. At the top of this
section is a checkbox titled Same as Above. Checkliis box populates the address
fields with the contact’s address from the contadbrmation section. Below this
checkbox are fields for billing address, city, staip code, and payment method.

Billing Information

Same as above: r

Address: I

City:

State: MN -

Zip:

Payment Method: 7 [ will send a check {must be paid within 5 working days prier to event)

 Bill me {includes 2 5 billing charge for billing/handling.)
o Credit Card/EFT/E-Check - PaySchasl

There are three payment methods:
» Send Check
» Bill Me
» Credit card / EFT / E-Check

Send Check
If you opt to send the payment by check, the mgididdress will be given to you on the
confirmation form.

Bill Me
If you opt to receive an invoice for the costs loé tevent, the bill will be sent to the
address in the billing information section.

Credit Card / EFT / E-Check

If you opt to make an electronic payment, you Wwélsent to a pay site on the
confirmation form. This option only appears if thesting location allows electronic
payment.
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Attendee

This form only appears when registering a groupe thés form to enter all attendee
information. This information is used for name ges, roster sheets, and for sending
event notifications to attendees. Each attendeealeeld for first name, last name, title,
district/school, and email.

First Name: Last Name: District/School: Grade:
| Delete T | [ Other =] [Mankato Area Catho [NONE x]
Email: | |Parent (if other title, please specify)
| Delete ]| | [Select a Tite x| [Mankato Area Catho [NONE x|
Email: | | (if other title, please specify)
| Delete T | [Select a Tite | [Mankato Area Catho |NONE x|
Email: | | (if other title, please specify)

Fill in all attendee information and click the Nexbutton to continue.
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Session

This form only appears when the event has mulpksions. This section is composed of
two parts:

* Selected Sessions
* Available Sessions

Selected Sessions:
This section lists the sessions that have beertsdle Each selected session displays a
button to remove the session from the list, thesisastime, and title. Clicking the

Remove button removes the session from the Sel&sedions list and returns it to the
Available Sessions list.

L DR 0100 PM o 01:50 PM | Session 1

LTS | 0305 PM to 04:00 PM | Session 2

Available Sessions:
This section lists the sessions that are avail@béy still have room available and are not

in your selected list). Each session displaystittes room, date, time, and description.

Next to each session is either a Select buttoisdtacting the session or a Time Conflict
notification.

Available Sessions
Time  Tie: Segsion 3
Conflict
Room: 100

Session Date: 3/21/2006
Session Time: 01:00 PM to 01:50 PM
Description:
Lo E=d ) Title: Seczion 4
Rooms: 632
Session Date: 3/21/2006
Session Time: 02:00 PM to 03:00 FM

Description:

If an available session’s time conflicts with a es¢éd session, a Time Conflict
notification is displayed and the session is mak&dnavailable for selection.

Fill in all attendee information and click the Nexbutton to continue.
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Confirmation

This form displays all registration information fitre contact to verify before completing

the registration. This section is composed of foants:

» Contact Information
» Event Information
* Session Information
» Billing Information

Contact Information:

This section lists the contact’s first name, laane, number of attendees, district/agency,
school/building, job title, telephone, fax, emaifidress, city, state, and zip code.

Contact Information

Schoolfbuilding:

First Mame: Jog
Last MName: Smith
Attendees: 2

District/ Agency: Agency

Job Title: Technology
Telephone: (507)355-4569

I

Email: joe.smithiagency .com
Address: PO Box 93746

C52: Mankato MK, S6321

Event Information:

This section lists the event title, registratiomdi start time, end time, event contact

information, location information, description, caflation policy, ADA policy, and

weather policy.

"Event Information

Title:

Registration Time:
Start Tirme:

End Time:
Contact:

Location:

Description:
Cancellation Policy:
ADA Policy:
Weather Policy:

Event 1

8:00 AM

8:00 AM

10:00 4K

Matt Mikkalson

Telephone: (S07)388-4748
Fax: (S07)3688-4049

Blue Earth Area High School Location Map
Blue Earth, MN S6013

Cancelations will be sent via email to the registration contack,

No taking pichure of kids.

Listen to radio channel 103.5 for cancelations due to weather.
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Session Information:
This section lists all selected session titlesesl@imes, and descriptions.

tle: Session 1
Pate: 3/21/2006

me:01:00 PM to 01:50 PM
escitest

itle: Seszion 4
Date: 3/21/2006
ime:02:00 PM 1o 03:00 PM

tle: Session 2
Date: 3,/21/2006
ime:l3:05 PM to 04:00 PM

Billing Information:
This section lists the attendance fee and optiteed and a mailing address for sending
payment.

Billing Information
Price: Qty: Total: Send Check to:
SCEC
Attendance Fee $5.00 1 $5.00 Some Strest
lunch $3.00 I §9.00 M. Mankato MK, 56003
Total: £14.00

Click the Complete Registration button to comptée event registration.
Click on payment button if you chose to pay elaatally to continue to a pay site.
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