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1. Introduction

The room module is an optional no cost addition to facilitate event registrations. Think of rooms as
providing the capability to assign registered members to breakouts, stations or event sessions.

[4 Note: Room members must be registered for the event. Room uses this list as the subset of
members in DaCdb that can be assigned to one or more Rooms i even across multiple districts in
the case of a multi-district event (e.g., PETS).

Rooms have been used to track volunteer signups at workstations throughout a multi-day
event.

Rooms can be used for members to assign breakout sessions or stations
Rooms can be exposed on the registration form so that members can sign up for breakouts.

Rooms can be created and members can be assigned to a room by automated back room
assignment logic (e.g., club size) or by manually adding them into a room.

Limitations

Currently, once a member registers for a room or is assigned to a room, it is the responsibility of
the event moderator to manage the assignments if a member needs to move, reassigned or
removed from a room.

[+ Note: Canceling a registration WILL remove the member from all room assignments.
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2. Rooms Overview

2.1 Enabling Rooms

To enable Rooms for an Event, the Room module must be first switched on by selecting Use
RoomsintheEventA Edi t For mdo s@&reen in Section

Section 3 - Registration Options
Use Committee: Mo -

(Limit to committee)
Use Payment Gateway: No -

Use CATegory Code: AT code on BADGE for Breakouts, Meals, etc.)

Use Rooms:

fre ables the break-out 'Rooms’ module for this event)

Public Registration:

re Mo = (Enables registration for this event by people NOT logged into DaCdb)
Registration Roster: Include the following fields on Event Roster:
(All ON | OFF) [T Mamhar Mama [T Mamhar Dirkira 1 rictrict [T AdArace Tnfarmatinn

From the Event Backroom, Rooms can be accessed by the Rooms button.

RE ION BACKROOM

Arkansas Sportshow Volu ign Up (77138238)
As of Date: Feb 08, 20

T ——
| | Refresh | [ ToExcsl | [ BadgesiRepont | | FMAIL | [ Reconcie by CommitteeC_ | [ Rooms | [ Deiete a1

Register
NOwW

From the Calendar listing, Rooms can be accessed using the Rooms Hyperlink
Fri Feb 12, 10 BackRoom

Arkansas State Arkanszsas
University A
thru . Convocation Center Pon“lo
Arkansas Sportshow Volunteer Sign Directions and Map

SunFeb 14,10 | po:poa |Quick View 3

v
i anaidds
Edit Form
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3. Managing Rooms

3.1 Creating a Room

To create a Room, click the Add Room button. If you are adding a number of rooms, consider using
the Clone function.

Add Room

P | —

show Volunteer Sign Up

Step #‘1 wary 12 - 14, 2010
Enter Room
Add Information here D= {ren} o pos |
~ Section 1: Room Information: 7
Room: Enter the de=criptive name forthis room,/breakout!
Location: Enter the lecation {=.g., floor, hotel)
Start Date: 02/12/2010 P Start Time: (bho03D0 AM - Use 24-hour Military time) Optional.
End Date = End Time: r- Usz Z4-hour Military time) Optional.
Capacity: 0 Optiorsl capasity. Lesve =t O if no capasity constraints apphy .
IsActive: Ilinactive, avtomated room assignment will mot us= this reom
CatCode: Optional, CatCode enter=d on Gadg= bas=d on room assignment
Pusition Sort: a Opticnal, S=qu=nc= of room used in avtomated room assignment .
Motes: "
(=g.=q.ft.,
moderator,
mquipment nesded). (St -
ep #2: ==
If necessary,
- Section 2: Room Assignmenty Select initial

Manually assign orremove members members here

Registered Membears:

Alexander, Pamels Sue (5150 Jonesborg -
Allen, Charles C. {§150-Jonesborg) (=i
Allen, Marti Lu {5150-Jonesbono)

Barber, Miks J. (150-Joneshorg

Barnett, Termy (5150-Jonsshbono)

Beadles, John K {6150-Jonesborg)

Beasley, David B. (§150-Joneshoro)

Blaylock, Ginny (5150-Jonssboro)

Brackett, Jerny W. (5150-Jonesboro)

Members Assigned to Room:

Step #3:
Click Add

ge

Brubaker, Herbert Allen (3150-Jonesborg) -
\
[ || had
Room Name i Up to a 64-character name of the room, breakout or station. The Room Name is
required, all other fields are optional.
Y | MPORTANT: Some reports wildl ipivoto on the

name be exactly the same, otherwise it will appear as two entries on those reports. We
recommend using the CLONE functionality to solve this problem.

Location i Location that applies to where this room, breakout session or station is located.
Optional.
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Start Date/Time: i The start date and time are optional. However, to support registration,
downloading the room time to Outlook and listing the rooms in the back room, we recommend
defining the date and time. The default of 9AM will be used, unless changed by the user.

End Date/Time i The end time of the room, breakout or station is optional, but should be entered
for the information to correctly show the end-times on the registration and can be integrated into
Userb6s personal calendar (e.g., Outlook) correctly.

Capacity i If the Room is capacity controlled, a capacity needs to be set here. Leaving the default
capacity of zero (0) means that any number of people can register for the room (if included on a
registration question). If a capacity value is set and reached, the Room will show unavailable on
the registration page:

Sunday Feb 14, 2010 - 10:00 AM

& Buck Scoring Computer ** Not Available **
Prerecorded Announcements

M Ticket Stub Table ** Not Available **
Ticket Taker
Trout Tank

[ Note: The event moderator(s) can add or delete anyone from a capacity controlled room.
Thus it is possible to add more members (oversubscribe) than the room can hold.

Is Active i By default the room is Active. If included on the registration form, members can
register for the room. If the room is inactive, it will still be listed in the room listing, but members will
not see nor be able to register for the room online. This might be useful if you are holding a room
in reserve based on seeing what happens during the registration process.

CatCode 1 Category codes are optional, but if used, can be used to place a CatCode on members
Badge. Cat Codes will appear in the upper right side of
badge format is used).

gy
f \ Rotary Districc7710  ABC

DAVID

Smith
East Portland

Arkansas Sportshow Volunteer Sign Up

(% Note: Due to limited space on the Badge, up to six (6) CatCodes can be printed on a Badge.
The combination of Registration CatCodes and Room CatCodes needs to be carefully planned out.

Position Sort i is used to sort the Room. In some cases, the room will be filled based on its sort
position.

Notes i The Notes is a free form text area is used enter any miscellaneous information 1 A/V
equipment needed, room speaker, room size, lighting, etc..
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3.2 Room Listing

Rooms can be listed (or grouped) by CatCode, Room Name, Location or Date. This selection is
made using the pull-down at the top of the room listing.

Search Paramse

Group Rp@ms By: Room n axch:
Mone
CatCode

Resulis Room I

Location
Date

[ Clear ROOM CatCodes |  Apply ROOM CatCodes |E

3.3 Cloning Rooms

Once a room is created and its attributes are defined, it is sometimes useful to create another room
with similar attributes 7 but maybe the time has changed or the location has changed or the
capacity has changed. Cloning quickly makes an exact copy minus any members already
assigned to the original room.

Edit any room, and use the CLONE butt oncopyawillober eat e a
added to the room list.

Edit ID=347 f ~pf Clne | Update

Section 1: Room Information:

Room:* Ticket Taker Enter the descriptive name for this room/breakout.

[# Note: If you think you will be using one of the Room pivot reports, we recommend you use the
Clone function to create exact copies of the room.

3.4 Deleting Rooms

Any room can be deleted as long as there are no members signed up for the room. If someone is
already assigned to a room, then a warning message will be displayed instead. You must then
remove all the members from the room before it can be deleted. This avoids accidentally deleting
a room.

Delete Room /
\*Remove ALL Users from Room before Deleting Room

Arkansas Sportshow Volunteer Sign Up
February 12 - 14, 2010

Edit 1D=513 Caneel Clone Update

Section 1: Room Information:
Room:* - . ’
Trout Tank Setup Enter the descriptive name for this room/breakout.

| nratinne: - B nan
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4. PMail Confirmations

It is possible to PMail the registered members for an event their Room assignments. This must be
done from the Event Backroom.

A new Event A Tia{@Room Assignwments%}.a3pla message composed in PMail
similar to:

Just a reminder that you are assigned up for [%Event%)] on: [%StartDate%].
You are assigned to the following break-out sessions:

[%6RoomAssignment%]
Would be received by the individual registered members as:

Dear Rotarian Sam,

Just a reminder that yvou are assigned up for Arkansas Sportshow Volunteer Sign Up, on: 09:00 AM,
You are assigned to the following break-out sessions:

Friday Feb 12, 2010 =
Ticket Taker

Start Time: 04:00 PM - 06:30 PM

&dd to Calendar

Friday Feb 12, 2010 =
Ticket Stub Table

Start Time: 06:30 PM - 09:00 PM

Add to Calendar

Saturday Feb 13, 2010 =
Buck Scoring Registration
Start Time: 03:00 PM - 06:00 PM

&dd te Calendar

Clicking on the Calendar |ink wild!@l add the room to

If you were not assigned to any rooms, then the message:

Dear Rotarian Sam,

Just a reminder that you are assigned up for Arkansas Sportshow Volunteer Sign Up, on: 09:00 AM,
You are assigned to the following break-out sessions:

- Mo Room Assignments

Yours in Rotary Service,
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The Room Assignment report is a simple DIY (Do-It-Yourself) report. You select the fields that you

want to appear on the report.

Report Setup

Room Assignments

i ) =)

Select Event Report Parameters

Club:  User Name -
Select Rooms:
Report Fields: District [7] Account Name [ account (c) UserName [T First Name
LAINON T OFF) [T Fname [T nick Name [ Last Name [ mid Name [ namesx
[ Email [[Ieadge Title [ clubio [ club Name D club (e
[ club Position [ club size [ catcode [ Member Type DAddrEssType
[ address (c) [T street (c) [ address1 [ address2 [} City State Zip (c)
] City [ state code [l provorother [ Pastal Zip ] County
[ country Code [“THeme Phone [[] office Phone [ Fax Number [ cell Phone
[[IToll Free Number [C] prime Contact [ private [T MemberID DBadgeNumber
[T prev Club Years [[lGender [[I Birthdate [[] startate [ClTermpate
] Image [ Spouse First Name ] Spouse Last Name ] Spouse MickName [Cl1sPartnerMember
[ Anniversary Date [ Business Name [[] Business Position [T website [ClEmployees
a Occupation Code [T classification 0 Lang &bbr | Degree [CIHobbies
[} Description [T created Tmstmp [[created By [T Madified Tmstmp [T modified By

5.2 Room Assignments

This is a customized report for one customer that may apply to others. This is a quick summary of
Rooms (or Stations in this case), that shows who is assigned to what room across all times.

Arkansas Sportshow Volunteer Sign Up
Buck Scoring Registration

As a courtesty to all of us...and patrons of the show, please make a special effort to arrive 10 minutes before your shift
begins. Also, we ask that you do not leave until an equal number of replaces has arrived to take your place.

Friday, February 12

04:00: PM - 06:30 PM Capacity: 3 06:30: PM - 05:00 PM Capacity: 4

#[Name ______lHome Phone _|Cell Phone HII_ Cell Phone
. z

1 |, BrocK K. Tl 1 Bl—n_ln—h Rimoy

ATA nen ARng 2 e vo- —

L

ITI I LI =

2 Zodas ZhaLlo T

3 |1 entlio— ¢ SruTIs e g | |3 |Hmbimnn e e [T o el POPRPRR.

a4l -

bruzoi-zune (P70 0O0 TARE

Saturday, Febi uary 13

09:00: AM - 12:00 PM Capacity: 3 12:00: PM - 03:00 PM Capacity: 4

HIIH_ Cell Phone ___Jl#|Name _____[Home Phone [Cell Phone

1| Cimnpin wo@n

wru sou ool
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5.3

54

5.5

Room Pivot - Rooms across the top by Date

Arkansas Sportshow Volunteer Sign Up
As of Date: Feb 08, 2010

- Buck Scoring
S DUter

Friday, February 12

Pt o by Juy

Friday, February 12
0400PM

Ruysia, Linusay Jay

Friday, February 12 Cunn, nvine et FUliULK, T1aLy Ly
06:30PM 3 teom e Vi E
St i LT
Saturday, February 13
Harrelson, Kenna s. Zash, Zoun potto, mobortn

mansi, many L
Saturday, February 13
0%:00AM

Room Pivot - Dates across the top by Room

Friday

Friday
February 12
06:30 PM

February 12

Dunnisie, o o

Ammhab Uare,

Saturday
February 13

Renen kg C,

Buck Scoring Prerecorded 5 .
Registration Ticket Stub Table Ticket Taker Trout Tank

Tuoutu, Diciu S

DEUl A
Wil

vwiiia, Jasun L

Saturday
February 13
12:00 PM

Buck Scoring Computer

- P
Pt oy Lvdony Juy
iarbioury non Yeayi@

Buck Scoring Registration

Sivarny, suin ornd

Prerecorded Announcements

Liainna, ruunias

Ticket Stub Table MePAnald Tam
T:......:a— Mt smm
i oy Sunee &
i T
gl b, Odly . —
TICketTﬂker NVIgs, CHiEug Lavunne I"II.D. FuuuspgeL, agny

FEIKINE, J2552 ouuld

Room Pivot - Rooms across the top by Members

Friday Friday
February 12

06:30 PM

February 12
04:00 PM

P sy i Sud

IS, Lngnea v,

Trout Tank

Buck Scoring Registration
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Saturday
February 13
09:00 AM

Trout Tank

c

UL Yo% Sy D E—

LoD ITZ

e )
et iy s (il

Ciannpit, suay
("lﬂmnii— Drimm

Prnelar Noanid o
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Saturday
February 13
12:00 PM

Trout Tank
Trout Tank

Trout Tank

Ticket Stub Table
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