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Event Registration

1. Introduction

1.1 Overview

The purpose of this document is to describe the overall end-to end process of creating a new
calendar event all the way through the on-line registration process including using one of the
available payment gateways.

This document is primarily written for new users of the system. However, the more advanced user
or users with prior event experience may find some additional insights in customizing the event in
the Advanced User section and/or Frequently Asked Questions (FAQ).

1.2 Scope
This document covers:

9 Adding a new Calendar Event

9 Editing the Event i turning on Registration

i Payment Gateway Processing

1 Event Question development
fRegistration ABack Roomo

1.3 Audience / Affected Groups
The target audience for this document is:

1 New Users
1 Existing Users looking for tips, tricks and techniques
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2. Event Registration Overview

Creating an event that has a registration capability is a multi-step process. It starts with creating a
normal calendar event. Once the calendar event is created, the event can be edited and changed
into an event with registrations. Defining the Registration capabilities of an event involves many
steps. Registration questions, rooms, and a payment gateway are just a few of the items that need
to be defined. Once the registration module is defined additional data entry fields and access to the
Registration summary (BackRoom) where registration information is summarized is enabled.

[ Note: Creating an event with registration capabilities takes time and some experimentation i
especially the first time. Please plan accordingly.

3. Calendar Events

3.1 Overview

The Calendar lists all events that have been created for your account/district and/or club. To view
the calendar from the home page click on the Calendar tab on the menu bar or scroll down to the
bottom of Section 1. Double click on either the club or district calendar link.

S
m; mene Rotary DISLrict //1uU Welcome:
{ O ‘ AN Thacker, Michael W (7710-9) [11(6128)

> | Home | FIND || Accts |users | A1l Clubs | cL2 | Members | M2 | commitees | coz | catendar | DUES | Reports | R2 | District uPAGES | ciub uPaGES | DR | ATTND | Asst Govs | Help | Admin | setup
FIND a Member ‘ View MY Ciub || List ALLClubs | Where CLUBS Mect | Submit Attendance | ADD New Club | Year-End Ed\tcluh‘

meeung Liy: warrenwn
Meeting Address: 122 5. Bragg Street
Bragg Street parallels Main street in Warrenton one block to the east. From Main Street turn east an
Meeting Directions: Franklin street and go one block. The Jacob Holt house is the yellow house on the corner of Bragg and
Franklin.
GoTo to Map/Directions: Click here for map and directions
Club Description: The WARRENTON Rtary Club begins with a sacial hour that starts at 6PM (1 hour before the actual

meeting). So, if you are in the area, please stop in for some great fellowship and some really good food!

Link to Club Website: wiww. WarrentanRotary.org
GoTo to AboutUS
Link to Projeet URL:

ourClub Phone Number: 252-257-2321
Fax Number:

Club Email:

ourClub's Mailing Address: PO Box 441, Warrengen, NC 27589

Charter Date: 29-Mar-45 /

GoTo to Our Club's Calendar : Club Calendar District Calendar Club Bulletin District Newsletters

Section 2: Club Committees:

By selecting items in the Event Calendar Parameter section of the window you can select the
Calendar View, Search for a specific event, select the event types to be shown, export the calendar
to Word, or display the calendar in printer format for printing. To select an item, click on the check
box.

Confidential O Infusion Group, LLC. Page 5 of 38



DaC db_Event Reqistration

Calendar of Events

END USER DOCUMENTATION

/ Rotary District 7710 - Calendar for Warrenton

Event Calendar Parameters:

calendar: [ @ List Oplock] Search Events:

Include Events: ™
E Club Meeting

r \
| Search Now )

e N ~
|_ToWord ) [ Printer Format )

@ District Event (] pistrict Reminder
@C ub Event ECIU: FundRalser

™ bistrict GOV Official Visit
[ Multi-District Event

Feb 2010 - Aug 2011 At

February - World Understanding Month

r \ \_
(=< PREV | [ MNEXT => |

Go To: |

February  [+)( 2010 [3)

Edit Form
Sun Feb 21, 10 | 08:00A Boys and Girls Home Bus Trip/Rotary Day
March - Literacy Month
Cary Chamber of Commerce
Edit Form 307 N. Academy St.
Mon Mar 29, 10 | 05:30P District Committee Chair Meeting Cary, NC 27513
819-467-1016

Two calendar viewing formats are available: List or Block. Calendar events are viewed in standard
calendar format when viewed in the Block format. Information about the event can be viewed by
double clicking on the event name as seen on the calendar.

When viewing the calendar in the List format, as displayed above, events are sorted by date,
starting with the most current date. Events prior to the current day are not listed by default, but can

be viewed by using the search options.

Columns indicate the date and time of the event, event name and location, as well as the club
name associated with the event (if any). If an event has been set up to accept registrations, the

ARegister NOWO 1|ink
options depending on the security level of

Club events are only visible to members o

it owi | be
the user.

f that club.

Account/district events are visible to everyone in the district.

3.2 Security Levels

s hown

Some where we need to discuss the different security levels and what that means.

3.3 Adding an Event

n t fienalAct i

An event may be added by selecting an event type from the Select Event Type drop down menu

within the Calendar view.
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e \Iﬂ | Accts | users | Al Clubs | cL2 | Members | M2 | Committees | cO2 E.Ef.'f.'.'.'ﬁ?f..g DUES | Reports | R2 | District uPAGES | Club uPAGES | DR | AT
b] H Admin || Setup

Calendar of Events
Rotary District 7710
Event Calendar Parameters:

Calendar: [ ® ust Osiock 1 Search Events: (" Search Now ) (ToWord ) [ Printer Format )
Include Events: [ # District Event # District Reminder ™ District Gov Official Visit
[ Club Meeting ™ club Event # club FundRaiser # Multi-District Event
Add to District Calendar:
Jan 2010 - Jul 2011 N oo Distriet Calendar GoTo: (Saniary—T8) (2070 T8 (o
| DATE [TIME[ACTION| cLUB | [ LOCATK(

January - Rotary Awareness Month

Cary Chamber of Commerce
Edit Form 307 N. Academy St.

Mon Jan 25, 10 (05:30P| IDistrict Committee Chair Meeting Cary, NC 27513
919-467-1016

Edit Form [RI Zone
Sat Jan 30, 10 |0B:304) 33 Rotary Leadership Institute RLI- Raleigh NC Rotary Leadership Institute RLI- Raleig

If viewing events at the Club Level only club events can be added. If viewing events at the District
Level only district events can be added.

Add to Club Calendar: Add to District Calendar:

{ Select Event Type ::} Select Event Type =
_| Select Event Type — Select Event Type

District Event

Club Meeting istri i

Club Event pisric GOV Offcal Vs
: ¥

Club FuncRaiser il ‘Gred Multi-District Event
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The Add District/Club Event screen will display after one of the above actions is taken.

FIND | Acets | Users || All Clubs | CL2 | Members | M2 | Committees | CO2 | Calendar | DUES | Reports | R2 || District UPAGES || Club uPAGES (DR | A

Admin || Setup

Id District Event
Event Status: | Active -:] (ID=new) [ Cancel ) Add

—Section 1 - Event Information

#*Event Category: Multi-District Event
*Event Name:
Enable Registrations: [ [No 3] (Note: After Adding this Event, you will have the epportunity to configure Registration Options)

Display in the Multi-Districts
specified:

Shart Description: OQR # @ © ¢ A D & co @ @Flash ©Meda @ =

3 Parzgraph - FortMame = Size B i U ¥ a a E

[ [No %) (Specify MULTI District via Domain selection)

Il
L0 L
I
&
1]
m
[

ho

{enter event description here...}

The Add District/Club Event screen is divided into two sections:

Section 17 Event information i where information about the event not relating to schedule is
entered.

Section 27 Event Schedule 1T where the date and time of the event, as well as any repetition
options are entered.

Cancel button i Closes the Add District/Club Event screen without creating the Event.
Add button i creates the Event and adds it to the Calendar

Event Status pull-downi Allows the user to make the event active or inactive. Registration will not
be visible to the members unless the event is active. The event status default is active.
Reqgistrations will be accepted as soon as the event is added to the calendar. Change the event
status to inactive until the event is built in its entirety and ready for registrations. Events in the
inactive status will appear highlighted in yellow when the calendar is viewed.

Add District Event /
Event Status: | Active & ]
Inactive

|—Section 1 - Event Information —

Confidential O Infusion Group, LLC. Page 8 of 38



DaC db_Event Reqistration

END USER DOCUMENTATION

3.3.1 Section 17 Event Information

[ Finp || Acets | users | Anl clubs | cLz | Members | M2 | committees | coz | calendar || DuEs | Reports | R2 | District uPaGES | club uPAGES | DR | &
Admin || Setup

Id District Event

- P
Event Status: | Active | § (ID=naw]} [ Cancel ) Add |

—Section 1 - Event Information

*Event Category: Multi-District Event

*Event Name:

Enable Registrations: [ [No  [§] (Mote: After Adding this Event, you will have the opportunity to configure Registration Options)
Display in the Multi-Districts F . P . . .
[Ne 4] {Specify MULTI District via Domain selectiocn
specified: ':}( pecify )
Short Description: O Q #h CHJ o o A Q A @ (& @ Flash @ Media [0 E;) ME @ — 7 HTML

% Paragraph  ~ FontMame + Size B i U ¥ a* a;

Ui
0
]
i
L,J

hare

{enter event description here...}

Event Name (required) i The name of the event should be entered here. It will be the name
displayed in the Event Name column on the Calendar.

Enable Registration i The choices determine whether users can register for the event.

1 NoT The registration is not active, the Register NOW link will not be displayed on
the Calendar screen and no users will be able to register for the event.

1 Yesi The registration is active, the Registe r NOW link will be displayed on the
Calendar screen and users will be able to register for the event if the event status is
active. If the event status is inactive the Register NOW link will only be displayed on
the moderatordés calendar vi ew.

Display in the Multi-Districts Specified -
1 NoTi The registration is active only in the club or district under which it is entered

1 Yesi The registration is active in the domain that is selected

Display in the Multi-Districts

" | ¥es 13 (Specify MULTI District via Domain selection) Domain: | {Select Domain} -+
specified:
Short Description: O €L # C—‘B o5 o A Q I es B @Flash  © Media | ;.Ic_:ln_eRgstary Districts in DaCdb
1
. - Zone 3334
- - - 2o
5 Paragraph Font Mame Size B ¢ U ¥ a 2! 7710 PHS
.. Carclinas PETS
{enter event description here...} ALL ZONES/Districts using DaCdb

Short Description i A description of the event may be added in this field. There are many editing
options available to make the information as simple, or as complex, as needed.

Location i The event location may be added in this field. There are many editing options available
to make the information as simple, or as complex, as needed. Links to maps may also be added in
this section.
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Logation / Comments: O S # (3o ¢ A Db e @ @Fash CMeda DR E & —

I
il
il
i
.
I
il
i
m

3 Paragraph = Forthame = Size B ¢ U ¥ a2 a.

{enter event location here...}

F

3.3.2 Section 27 Event Schedule

-5ection 2 - Event Schedule

*Start Date: = ] TBA End Date: = (Mot required UNLESS different)
*Start Time: {(hh:mm AM/PM, -or- Use 24-hour Military time, e.g. 1800 is 6:00 PM)
Recurs: | Monthly: Day-of-Month -:]

On the (01-31) [ 1 |5 of EACH menth, for: [ 1 | 3] month(s)

[ cCancel ) Add

Start Date (required) i This is the date that the event will start. It will also determine when it will
display on the Calendar screen. The date can either be typed in the field in mm/dd/yyyy format, or it
can be selected by clicking on the red calendar button to the right of the field.

TBAT To Be Announced i Selecting this checkbox will enter the event as TBA. The dates and
times can be added at a later date.

End Date - This is the date that the event will end. If it is left blank, this field will be automatically
set to the same value as the Start Date when the event is created. It will also determine when the
event will display on the Calendar screen. The date can either be typed in the field in mm/dd/yyyy
format, or it can be selected by clicking on the red calendar button to the right of the field.

Start Time (required) i The time of day that the event will begin is entered in this field. It can be
entered in either standard AM/PM format, or in military time.

Recurs 1 determines whether the event only happens once or recurs, and if so, how often. There
are four choices:

1 One-Time (default) i The event only happens once. It will only be displayed in the
Calendar one time for the dates specified.

1 Weekly i The event will occur for the number of weeks entered in the For __
Week(s) field which is displayed when this option is chosen.

1 Monthly: Day-of-Month i The event will recur on the selected day, for the number of
months selected in the On the (01-31) __ of EACH month, for: __ month(s) fields
which are displayed if this option is selected.

1 Monthly: Day-of-Week - The event will recur on the selected day, for the number of
months selected in the On the ___ of the month, for: __ month(s) fields which
are displayed if this option is selected.
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3.3.3 Add Event

Click on the Add button to add the event. When the event has been scheduled the confirmation
window will be displayed. Click on the Go To Calendar button to go to the main calendar screen.

Summary of Events Scheduled

1 Mon Mar 15, 2010 at 18:00 Mon Mar 15, 2010

Your event has been added successfully. | Go To Calendar_|

34Updating (AEditingd) an Event

Once an event has been created and added to the calendar it may be edited to enable
registrations. An event may be edited by clicking on the Edit Form link in the Action column on
Calendar screen. The event moderator, the club leaders (if the event is a club event), and the
district administrators can edit or change an event.

Location Is the
/ Exchange Club in Hillsborough
t 331 Exchange Park Ln
Hillsborough, NC 27278
Hillsborough Rotary [Yahoo map location
Club ACC Pancake Day |http://map.yahoo.com/#mvt=m&lat=36.0675988&Ion=-79.100528z00m=168&
q1=331%2520exchange%2520park%2520lane%252027278.

Edit Form
Fri Mar 12, 10 |(06:00A Hillsborough

The Edit District/Club Event screen will display when the link is clicked.
The Edit District/Club Event screen is divided into four sections:

Section 1 7 Event information i where information about the event not relating to schedule is
entered.

Section 2 7 Event Schedule 7 where the date and time of the event, as well as any repetition
options are entered. (This section is covered above in the Adding an Event area.)

Section 3 - Registration Options i where registration parameters are set for the event. Such as,
what displays on the Event View and online payment options.

Section 4 1 Event Moderators i where moderators can be chosen from the available list
Cancel button i Closes the Add District Event screen without creating the Event.

Clone button i Displays the Event Clone screen, which allow the chosen event to be cloned i
either within the same district, or elsewhere.

View button i Displays the Event View screen for the event

Delete button i Deletes the event from the calendar. This can only be done if no one has
registered for the event. If there are registrations they must be deleted before the event can be
deleted.

Update button i Saves all changes made to the Event and returns to the Calendar screen.
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3.4.1 Section 17 Event Information
In addition to the fields described above, there are three additional fields that can now be defined.

Enter Event URL to upload 1 If there is a webpage associated with the event, it may be added
here.

Enter a filename to upload i documents and photos may be added either by typing the location of
the file on your computer into the field, or using the Browse button to locate them on your
computer.

Confirmation Footer i This field is located beneath the location. An email confirmation is sent to

each registrant when their registration is received. The confirmation email will be added to the

canned registration message.

3.4.2 Section 371 Registration Options
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