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1.1 Introduction

Your members, employees, vendors, customers and community can review your event calendar,
signup and pay — all online. Schedule educational programs and other types of events, enter details
and import event brochures, registration forms, maps, etc from any computer into event records on
the organization’s website in order to furnish visitors with an event calendar, program information
and signup ability. Event details, contact information, registration limits, seating inventory, pricing
and payment options can all be input, updated, tracked and reported. Visitors can register and pay
online using credit cards or other payment options. Attendance lists and badges can be printed
locally from any printer connected browser. Event notice email broadcasts may be scheduled in
advance and sent automatically when appropriate. If desirable, a view current registrants link can be
available to visitors.

Events feature benefits include:

= Easy enough for anyone to setup and run an unlimited number of conferences, seminars,
trade shows, committee meetings, sporting events and educational events.

= Can automatically create and update event mini-browser on home page.
= Events descriptions and promotions are easily added to the system from a browser anywhere.

= Permits administration activation of “View Current Registrants” link so visitors can see who
else signed up for event.

= Email broadcast or letter-merge event announcements.

= Visitors can view your entire event calendar, sign up and pay online.
= Automated “Sold-Out” can be set using event limits option.

= Control who can and cannot register for events.

= Multiple pricing and special services fees capability. For example, distinct member, non-
member and guest fees. Also extras such as meals, parking, etc. can be included.

= Mapquest link provides automated map and directions.
= Prints badges
= Produce event registration detail and summary reports.

= Maintains detailed accounts receivables including complete billing and receipt history for the
Event.



= Provides event related accounting reports or export to QuickBooks!

Events Feature in Detail

Some of the components, fields and settings of the Events feature, discussed in detail in this chapter,

are.

Search for Events Page
Event ID Field
Title Field
Event Date Range Field
Created Date Range Field
Modified Date Range Field
Topics Field
Items Per Page Field
The Event Management
page input sections:
Event Detail
Event Location Details —
Make Checks Payable To
Details
Who to Contact for More
Information Details
Accepted Payment Methods
Details
Other Options
Registration Types and Fees
Record Details
Event Details
= Event Name Field
= Date & Time Field
= Description Field
= Registration Note
= Sponsor Name
Event Location Details

=  |ocation

=  Address 1

= Address 2

= City, State, Zip
Make Checks Payable To
Details

= Name Field
= Address 1 Field
= Address 2 Field
= City, State, Zip
Field
= Pay Online Radio
Button
= Pay By Mail Radio
Button
= Pay At Event Radio
Button
= Pay On Account
Radio Button
Contact For More
Information Details
Name

Phone & Extension
Email
Other Options Details
Days Prior to Event Date to
Cancel or Change Field
Event Limit Field
Require Entry of Registrant
Names Field
Send Response Notification
Email To Field
Reporting Class Field
Registration Types & Fees
Detail
Include Checkbox
Description Field
Cost Field —
Price Field
Item Update Icon Link
Record Details

= Created By Field
Modified By Field
Active Field
Expires Date Field
Chapter ID Field
Topic Field
Level Field
Private Fields

Links
= View Event Orders Link
= View Event Registrants
Event Items Management Page
Feature Field
Features Record ID
Type
Item Name
Price
Cost
Default Item Radio Button —
Count as Registrant? Radio
Button
Restriction Rules Radio Buttons
e  Anyone Can Register
e For Members Only
e Must be Member to
Register Others
e For Non-Members Only
User Limit
Item Limit
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1.2 The Visitor Experience

1.2.1 Viewing Events

Visitors can be presented with links to events and events registration via side menu links, menu bar
links and links from the mini browser. When activated, the mini browser displays a list of individual
events on the home page.

. NPO Demonstration Organ
2o Administer your organization fro
¥y a

0GO

HERE P Discussions Documents
' Home Signlp

“+ Events

“+ News

“< Resources MMEMS (Monprofitonly's Monprofit Enterprise Sy
arganization time and money while increasing it

MMEMS provides a central facility which affords

nonprofit organization the opportunity to particip
practices and procedures. Using a simple Interr
staff, constituents, advisors, members or contnt
i ative and operational activities and the

<+ Directories
<+ Issue Press Release
=+ Search Biographies

My M arganiz\o\n in real time. The list below introduc
The !,-' erl'u activities\ O\t can be conducted online, in real-ti
T Discussions anytime o day, by anyone with the appropri
=+ SignUp

I Lngm Sep. 13 Leoal Experts Panel for At Retailers

# Administration Sep. 26 Picasso's Blue Period

Oct. 20 Best Practice Intecgrated Marketing
Communication

W _more

Clicking on the Events menu link brings the visitor to the Events display where the visitor can click
on an event label to access the Event Details page.



Events Feature in Detail

Events

Marketing Educational Events

091352003 Legal Experts Panel for Art Retailers

Artists and Exhihitions

09/26/2003 Picasso's Blue Period

Marketing Educational Events

102052003 Best Practice Integrated Marketing Cormmmunication

(3) Events Calendar

Clicking on the @) Events Calendar pytton accesses the event calendar.

S (Mon  Tue  Wed  Thu B sat
1 2 3 a

‘m
Aen |

I
L,

14 15 16 17 18 19
21 22 23 24 25 26 27
S&00
am Passo's
Bluis Period
28 2 a0 1 2 3 4

ugust 2003 September 2003 lohe 3
5 Hl T N T Bl 5 M T T B S A [
i 2 i £ 3 4 5 8 1 2 3 4
3 4 5 & 1 8 8§ 2 8 8 10 11 12 13 £ &8 7 8 8 10 11
10 31 12 13 14 15 16 14 15 16 17 18 13 20 12 13 14 15 16 17 18
A7 18 19 20 g1 ZI EZ3 2l 22 23 24 25 26 Z7 12 20 21 2 23 ¥ 29
24 25 26 27 28 29 10 28 29 30 26 27 28 29 30 31
A

Clicking on the Day, Week or Month tab or clicking a date number link (ex. 18) presents more
details.
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LH Apprecialing Picasso
10:00 Rembrand! Remembered

11:00 Michaeal the Angeal -

ltalian Spirt in Sculplure

12:00 Heynote Speaker Luncheon

208 Gothic Architecture
308 Photo Realism

oo ) QD

uowW

4108 Sania Fe's Unang Comers

S:00

G:00

August 2003

Clicking on an Event title presents the visitor with the Events Detail page.

Event

October 2003
5] [Fi] ] [l ] B 5T
L 2 2 4

Bl e
EREkEe
BEEN
[2 B I e
Bl
BREE
Bk

Best Practice Integrated Marketing Communications

Date:
Thnoe:

Location:

Reqgister
SponFor:

DescHption:

Faps:
Mon-Mambar:
Guast:
Member:

For More Info
Contact:

L View Registrants

102002003
12:00 PM

Olde Mille Inn
225 Route 202
Basking Ridge, NJ 07920

Building relationships with customers is your number one priorify.
Reaching them is your number one challenge, How can you best use the
tools of integrated marketing communications to reach customers who
rmore busy and diverse than ever befora?

Learn about the power of fruly integrated campaigns, and the impact of e-
marketing and branding programs.

Click Brochure Button below for more details and faxable registration fom

§125.00
§709.00
F49.00

Jirnmy Smitts « 808 5559768 = jimmy@hillstreeto: com

@ Brochure @ Map & Directions (3) Calendar  Register & Print

Events Feature in Detail
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Events Feature in Detail

At the Event Details page, visitors can learn about the event, view registrants by clicking on the
£ View Registrants pytton, open a detailed brochure in formats such as PDF or HTML by clicking

on & Brochure get directions by clicking on @ Map & Directions onq register by clicking on
Register

The View Registrants page displays all those who’ve registered for the event. Of course,
Administration can choose not to display registrants if privacy is required.

View Registrants
Limit To: [20 © Go
Ceseterr  Towimawhes

Last Manme First MName

Company Name Title

Gold ark Mewark Tribune Buginess Editor
Jones Jann At world Lwner

Smith Sally ArtWorld Sales Rep
Reuning Stephen

halden Carl Artls Us CEOD

Shmalz Maxdmilian W aximum Art Cravnier
Rembrandt Sabrina Rembrandt Only Res Arist

&k Print € Close

Unlimited page brochures can be created and imported by Administration in many different formats

including video! This allows organizations to implement as sophisticated a program as digitally
possible.

Sample PDF Portion

Monday October 20, 2003
NPO Demo Organization

Presents

Best Practice Integrated Marketing Communications
AL the Obde Mill Tnn 225 Rowte 202 Basking Ridge, N0 07920 (M) 555-5528

RKathileen Donaldson and
Michael MeCluen
(MeCluenand McClueni

Jason Bootlesmith
(Caralicwarld)

Eric K. Carson
(F Iy ing Highy

& D all of vour communication-
speak with one voie?

# How can indegrated markeling

in which yvour cusion
contact with your brand?

waancl the ways

» What role does CEAM software
play in marketing?

* Whal advertising mediam is bes
Tor your company™

# How creative should your creative

he?

= Build your brumd*s momenum

= Gienerate mereased customer
value

» Strengthen customer-brd
relationships
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Events Feature in Detail
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1.2.2 Registering for an Event

A visitor begins the registration process by clicking on the & Register pytton on the Event Details
page.

Member: LAY U1
For More Info Jirnrmy Smitts = 408 555 8768 = jimmy@hillstreets com
Contack:

2 View Registrants

Brochure @) Map & Directions (%) Calendar Register %Priut

If the visitor is logged in with a verified ID and password, the system initiates the event registration
process. If the visitor is not logged in the system requests a login or signup.

To Register for an event, please log in the system. If you are a new user, fill in the Sign Up
form.

Login Email Address "— first time users
Password: ]— Ign u p l%

™ Remember password he re

©Login

@Fnlgni your login email aiddress or password?
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Events Feature in Detail

Once logged in, the system asks the visitor if he/she is attending the event in order to determine the

default quantity for those logins that are designated as a Member Contact Type.
2§ select User cd

Will you be attending?

Registration Page Step 1 presents the user with an interface to enter quantities of guests, meal and
parking tickets etc. The visitor enters the quantities and clicks the © Next Step pyiton to move to

Registration Step 2.

Event Registration - Step 1

Evant Titha: Best Practice Integrated Marketing Communications

Daber 1072002003 Timne: 1200 Pm
iy

Member's Employes: 2

Guests 1

3 S ITHE OH 1

Manibe 1

Parking: 1

Meal: 4

Payment Methaod: Pay by credit card

Paymant Typa: |\|"I$& j

Check here ifyou receivad an invitation to the event and cannot attend: T

£ Close £ Hext Step

Event Registration Step 2 Page provides the visitor with an interface to enter names which will later
be used to print badges and on reports.
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Events Feature in Detail

Event Registration - Step 2
Registrant Information

Type Salutation First Namae Last Mame Company Mame Titde
Mamber Mrs Diana Pallack
Spouse [Mr. =] |John |Pallack | |
Guest [trs. =] [Penelope [Brewen | [
Mamber -
Efﬁr;l D‘:Li Il'-.-'lr. "'I |An.r|n IP&I!EI [ [
Efnr;ﬁ:z [Mr. =] |Guilermo [Gonzaled] | |
© Close © Previous £ Next Step

Based on the payment options enabled by Administration during setup, the visitor is presented with
payment instructions including the option to enter credit card information and pay online.

Payment

Fleasze, fill in your payment infarmation

Account number: |41 RERARAE9YRATER Wiza

Name on Card: IDana Fallack

Expiration Month: I 5 "l
Expiration Year: I 2006 "I

Payment Date: 0770452003

o Previous o Cancel o Hext

After payment information is entered, the visitor is presented with the Registration Approval page.
To approve and submit the order the visitor clicks on the OK button.
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Events Feature in Detail

Registration Approval

Wou have completed the event registration process. Please venfly that all information an the order is comect.
If everything is comect and you accept the Terms and Conditions press Ok to confirm your registration. The
system wall then assign an Order® and display the finalized Order so you can pont it Mote that once you
press Ok, your arder is consider finalized and it cannot be changed.

Event Title: Best Practice Integrated Marketing Communications

Evant Location:  Qlde Mille Inn
225 Route 202
Basking Ridge, NJ 07320

Date: 102052003 Tirme: 1200 PM

0ty Unit Price Amount
Membaer's Enployes 2 $69.00 $173.00
Guest 1 §79.00 §79.00
Spouse 1 §79.00 $79.00
Mambar i $49.00 $49.00
Parking 1 $10.00 #10.00
maal 4 §14.00 $56.00
Tatsl $451.00
0F fo4/ 2003 Payment - Visa £451.00

Mrs. Dana Pallack

Mr. John Pallack

Mrz. Fenelope Brown
Mr. Ardn Patel

Mr. Guillermo Gonzalez

© Previous € Cancel & Print 2 0K

Administration may setup the events parameters to allow updates to event orders. In such a case,
visitors can revisit their event registration and make changes.
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Mrs. Dana Pallack
Mr, Jokn Pallack

Mrs. Panalope Brown
Wir. Arvin Fatel

Wr. Guillermo Gonzalez

Select Update to edit your registration or Delete if you want ta cancel it.

& Primt € Close

Badges can be printed to a local printer on Avery Label stock or an equivalent.

Mark Gold
Business Editor
Newark Tribime

Sally Smith
Sales Rep
Art World

Carl Malden
CEQ
Antls Us

Sabrina Rembrandt
Res Artist
Rembrandt Only

John Jones
Owmner
An World

Stephen Reuning

Maximilian Shmaltz
Owner
Maximum Art

Bill Bailey
Disc Jockey
WRRO Radio

Events Feature in Detail
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Events Feature in Detail

1.3 Components

The Events Management Page is reached by clicking on the appropriate icon in the Events row of
the Content Management column of the Administration Menu.

" Content Management

Directories + CR i

Discussions + lf'}‘ i=

Docunients + qL =

Ewents +1 & E’
Exchanges + G [iE

Items /Products + O F

LRCA + G [E

Membership Types [+ [0

Mews + O E
Mewsletbers + G iE
Surveys + G [E

Add Icon - Activates the Add a New Event function.

% Browse Icon - Accesses the Search for Events function.

1.3.1 Search for Events Page
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Events Feature in Detail

Search For Events

‘Search Criteria inciude desctvisted records in search results [

want 10t l— [0 |
am & o i

II.",I,I.-..| Date | i i I [ A II.I|.,I:I,...| Dats | B Jl &5
apic [ #1 Tapics 1 game FarFans Im—

Search

Quick Search on Evend Tile:
K| = & ol E| F| B W xf 2] K € W b5 s =gl R E ] o) e E

Aok Berw Clear Print I e

= Event ID Field - Each event is assigned a unique 1D number in the database.

= Title Field - The title of the event is entered when the event is created. Permitted
Administrators can create an event record.

= Event Date Range Field — The Event Date is entered by an Administrator when the event is
created and represents the date when the event is scheduled to take place. By entering a date
in the first Event Date Range field and entering a later date in the second Event Date Range
field, one can search for Events with Scheduled to occur within the range

= Created Date Range Field — The Created Date Field is an autofill field. By entering a date
in the first Created Date Range field and entering a later date in the second Created Date
Range field, one can search for Events with Created Dates within the range

= Modified Date Range Field — The Last Modified Date Field is an autofill field. By entering
a date in the first Last Modified Date Range field and entering a later date in the second Last
Modified Date Range field, one can search for Discusions with Last Modified Dates within
the range.

= Topics Field - The Topics Field contains a selection list based on entries made on the Event
Topics Management pages. Topics determines which Event are grouped together on the
public portion of the website..

= |tems Per Page Field - The Items Per Page Field defines the total number of rows of
matches that will be displayed in the results window. If the total number of matches exceeds
the total defined number of rows then the visitor will need to click the page forward button

LA located at the top of the results window to see more of the matches.

Search Search

Executes a search for events matching the criteria entered. Clicking on when

no criteria is entered locates all event records.
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Events Feature in Detail

Seal'ch Criteria Include deactvisted records in search resufts I" .
If the Include deactivated

records in search results is unchecked then deactivated records will be excluded.

AddEew T Accesses the Events Management page which is used to add a new event.

Clear

Clears the search fields of data.

"™ Prints the contents of the browser window using the printer connected to the visitor’s

computer.

hdzin f . .. .
NS Returns the Site Administration Page.

The results of the Events Search are presented in a list on the Found Events page. If the total number
of matches exceeds the total defined number of rows then the visitor will need to click the page

forward button FREEEEEEE 1IN Jocated at the top of the results window to see more of the
matches. Clicking on an Event Title accesses that event’s Event Management Page

Found Events

n Ewent Tide Evant Date

4 Apprecialing Picazco 08M 82003

91 Praclicg [nbggrabid Markelin mErunicalions 1202003

£ Goshic Aschitachyrs 0&H 82003

I Eeymote Speaker Luncheon 08M 82003

1§ Michiael the Anged - Balian Spid in It O8A 82002

fi Fhode Realism 0&H 872003

& Bambrandt Bemembered 08M &2003

10 Sanla Fa's Up and Comers 0&H 82003

Ak e Clear Print Ml ern
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1.3.2

Events Feature in Detail

Event Management Page

Event Management

En L I [Best Practice Inlegrated Matketing Communica

(mmid e[ 202002

Dhiitie B Thiia:

(hh mn-.||1 200 FM

11

Descaptions  [ayiiding relatio

one challenge.

nships wilh customers IS your numiber one prionty. Reaching tham |s your numbear
How can you best use the 1ools of infegrated rmankeiing communications 1o reach

g

customars who mone busy and diverse than evar before?

=

Faggintra tian
Hota

Sponsar
i §

Brachure:

W= A

Malin Chocks Payabls To

Locatien:  [Gide Wibe inn e e [reP Demanstration Organization

Addeess i FERowe 202 Aubdrass s [510 Horizon CIf

Aoghilrmsin 21 I Adbibrwes 22 |

;;_"'I- “atas pasking Rigge [rs =] [orazo ::;f state. [Robbinsille [rs =] [ossat

Hari: n = van -
|~|1I'|'I"I"l'!' Smits Pay Dol -~ :" Pay By biailt . :J‘S
L] 0
Phooe: [a0g 5559768 s |
Eenailt Pay Ak Eventi  ves Pay e Accoarits C ves
[Emermhilsireste: com ¥ = ay e
ABowable # of D Priar to inebide
Ewant D:h :I:r [:1::'01‘ i I}_-_ . il i Dot el
Chisris Yo Rais tra bon F  [Members Employe [ sooo[ seson &
Event Limik: [l F  [Member [ sooo[ sasoo #
minh’v of Registrant I‘l’as ..I 1= |S|muse l.[l.l!nl s7a00 &
S e e BT e s ¥ [ouest soo0 [ srao0 &
Ermindl To evanlchairEmpader
P [Non-Wember so00 [ s12500 &
Regeorting Class: IEmntg :I
F o Mesl [ sooo[ s1aon &
#  [Faring [ sooo[ st000 #
[ acos W et Eaat ey
o =4 stephen Reuning 07212003
Wiy Event RBegistrants
mf'“"‘ Stephen Reuning 07IDErO03
AcHwe m
Ll L
S
ChaplerlD: |
I:E‘:I; [Mane =] [ Leveis =]
Printato: No =
Process FiusFimend Sava Dol Frind Foopits Brosicas Cance Ciota
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Events Feature in Detail

The Event Management page is divided into several input sections:

Event Detail — Administrators enter the event description, title, and scheduling details into
this section. Unlimited page brochures can be created and imported by Administration in

many different formats including video using the  import Brochure:

B |
Brochure feature. This allows organizations to implement as
sophisticated a program presentation as digitally possible.

Event Location Details — Administrators enter the events location into this section.

Make Checks Payable To Details — Information input by Administrators into this section
will be used to instruct visitor who request to pay by check.

Who to Contact for More Information Details — Information input by Administrators into
this section will be used to instruct visitors on who to contact for additional information

Accepted Payment Methods Details — Selections made by the Administrator in this section
will determine payment options presented to visitors when they register for an event.

Other Options — Selections made by the Administrator in this section will determine
registration options made available to visitors and initiate inventory controls.

Registration Types and Fees — Provides Administrators with the ability to implement
multiple pricing structures for single events, signup limits, price and cost reporting, and
registration permissions.

Record Details — Provides autofill information and input fields for database filter and
security information.

Event Details

Ewant M

DreEscrption:

¢ [Best Practice Integrated Markeling Communica

TD:

mmiddiype[I0Z0Z00 | 29 v [12:00 PH

Building relationships with customers (= your nuriber one prioty, Reaching them is your nurnber &
one challenga. How can you best use the toals of iMegrated maketing communications to reach
cugtarmers who mong busy and divirse han ever bafane?

=l

WRE[ A
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Events Feature in Detail

Event Name Field — The Administrator enters the name of the event in this field. It will be
displayed to visitors viewing the Events List on the public portion of the website.

Date & Time Field — The Administrator enters the date and time of the event in this field. It
will be displayed to visitors viewing the Events List on the public portion of the website. It
will also be used by the system to determine the event’s placement on the event calendar.

Description Field — The Administrator enters the descriptive details of the event in this field.
It will be displayed to visitors viewing the Events Details after they click on the
corresponding Event Title in the Event List on the public portion of the website.

Registration Note — The Administrator enters notes regarding registration for the event in
this field. It will be displayed next to the registration link to visitors viewing the Events
Details.

Sponsor Name: - The Administrator enters the name(s) of any event sponsors for the event
in this field. 1t will be displayed to visitors viewing the Events Details.

Event Location Details

tocstens oide Mille Inn

Addresss 335 Route 202

Address 2: I

City, State [Basking Ridge [t =] o790

fip:

Location — The Administrator enters the name of the event location for the event in this field
(For example, Hilton Hotel at Paramus). It will be displayed to visitors viewing the Events
Details.

Address 1 — The Administrator enters the street address of the event location for the event in
this field. It will be displayed to visitors viewing the Events Details.

Address 2 — The Administrator enters the street address of the event location for the event in
this field. It will be displayed to visitors viewing the Events Details.

City, State, Zip — The Administrator enters the City, state and postal code of the event
location for the event in this field. It will be displayed to visitors viewing the Events Details.

Make Checks Payable To Details
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Events Feature in Detail

Names: |NF'O Demaonstration Qrganization

Address s 510 Harizon Ctr

Address2: I

o S [Robhinsvile | SN | CETER
= Name Field — The Administrator enters the name (payee) that payment checks should be
written to. It will be displayed to visitors viewing the Events Details.
= Address 1 Field — The Administrator enters the street address of the payee address for the
event in this field. It will be displayed to visitors viewing the Events Details.
= Address 2 Field — The Administrator enters the street address of the payee address for the
event in this field. It will be displayed to visitors viewing the Events Details.
= City, State, Zip Field — The Administrator enters the City, state and postal code of the payee
address for the event in this field. It will be displayed to visitors viewing the Events Details.
Pay Online: @ ves Pay By Mail: € ves
Mo & Mo
Pay At Event: * = Pay On Account: ® LE=
& Mo & Mo

= Pay Online Radio Button — By selecting Yes or No, the Administrator indicates whether
visitor registrants can pay online using their credit card.

= Pay By Mail Radio Button — By selecting Yes or No, the Administrator indicates whether
visitor registrants can pay online using their credit card.

= Pay At Event Radio Button — By selecting Yes or No, the Administrator indicates whether
visitor registrants can pay at the event.

= Pay On Account Radio Button - FUTURE IMPLEMENTATION

Who to Contact For More Information Details
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Mame:

Phone:

Ennail :

Events Feature in Detail

|Jimm3r Smitts

[908.555.9768 et

|jimmy@hi|l5treebﬂ{.cnm

Name — If there is a personal contact available to visitors who need additional information,

the Administrator enters his/her name here.

Phone & Extension - If there is a personal contact available to visitors who need additional
information, the Administrator enters his/her phone number here.

Email — If there is a personal contact available to visitors who need additional information,
the Administrator enters his/her email address here.

Other Options Details

Allowable # of ays Prior to
Event Date to Cancel or IT

Change

to Registraton:

Event Limit: |1 I}

Require Entry of Registrant IVES vI

Names:

Send Response Motification
Email To:

Report

|eventchair@npnder

ng Class: I Events j

Allowable # of Days Prior to Event Date to Cancel or Change to Registration Field —
Many organizations allow cancellations up to a specific number of days before an event is
scheduled to occur. If the Allow Customer to Edit Submitted Orders radio button is selected
as Yes on the Event Features Management page, the Administrator may wish to set a number
into this field in order to prevent last minute cancellations and updates for the specific event.

Event Limit Field — The Administrator enters the limit of attendees into this field. If total
registrants exceeds this limit, new registrants will not be able to signup. Instead they will
receive a message indicating the event is sold out

Require Entry of Registrant Names Field — When selected as Yes, the system displays
fields to enter attendee names.

Send Response Notification Email To Field — If an email address is included in this field

and a Broadcast Template and Recipients list was created using the Broadcast Feature and
then selected in the Response Notification Template field of the Events Features

Page 20 of 36



Events Feature in Detail

Management page then the email address entered here will receive a notice each time a new
registration is entered.

= Reporting Class Field — This field is used as a filter for reports based on reporting classes
usually set up by committee or chair responsibility (For example, events, communications,
membership, etc.). Provided Reporting Classes were entered in the Reporting Classes
Management page, a selection list will be available here.

Registration Types & Fees Detail

Include Descripton Cost Price

i |ru19mt:|er's Ernploye $III.IIIEI| §a0.00 &

|
F  |member [ so00| s4s00 &
# [epouse [ s000] $79.00 &
P |cuest [ sooo0| s7e00 &
F  |Man-Member [ s0.00| $12500 &
¥ |Meal [ sooo0| s1400 &
v [Parking [ sooo| s1000 &

+

The description fields of the Registration Types and Fees Detail are filled by default for the
convenience of System Administrators. The defaults can be changed from the Items Management

page which is reached by clicking in the Item Update Icon Link 'ﬁ - Logic is used to determine
whether certain items should be displayed to a logged in visitor. For example, a logged in visitor
who had membership type status would see the Member Registration Type, the Guest Registration
Type and the Member’s Employee Registration Type, if they were active, but would not see the
Non-Member selection because it would not apply. Logic for each Registration Type can be changed

by the Administrator on the Items Management page. Items can be added by clicking on the
below the checkboxes.

» Include Checkbox — The Administrator can check and uncheck the boxes by clicking on
them. A checked box indicates active status, in which case a visitor will be able to signup for
the checked item when registering for an event.

= Description Field — The Description Field displays a purchasable item at registration signup
and can be updated to display registration types to visitors when they register for an event on
the public portion of the website.

= Cost Field — This field is for FUTURE IMPLEMENTATION.

= Price Field — The Administrator enters the price of an event type in the Price Field.

= Item Update Icon Link 'ﬁ -
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Record Details

;‘:—:a“’d Stephen Reuning 070212003
::j’iﬁ‘!d Stephen Reuning 07/04/2003

Active: I ves [+ I
Expires I -
Date:

ChapterID: 1

et | Mane =l & Levels > ]
Prvate: Mo -

= Created By Field — Indicates who entered the record
= Modified By Field - Indicates who last modified the record.

= Active Field — The Active Field can be set to Yes or No. When set to No, the event will no

longer be displayed on the visitor (public) portion of the website. It also will be excluded

from search results on administrative pages unless the Include deactivated records in search

results box is checked. It does not delete the record but tags the record so it will be filtered
Search For Events

Include deactviated records in search resutts [ %

from display. Eevent1p: I Title:

= Expires Date Field — The Expires Date Field provide for the input of a date, after which the
event will no longer be displayed on the visitor (public) portion of the website. It does not
delete the record but tags the record so it will be filtered from display.

= Chapter ID Field — Indicates the chapter of the user who entered the event record. This field
is applicable on multi-chapter versions of PORTALPRODIGY.

= Topic Field — The Topics Field contains a selection list based on entries made on the Events
Topics Management pages. Topics determines which events are grouped together in the
Events List on the public portion of the website.

= Level Field — The Level Field is applicable to multi-chapter synchronous installations of
PORTALPRODIGY where levels, such as National, Regional, State and Local are4 used to
filter the display of records.

= Private Fields — The Private Field can be set to Yes or No. Selecting No indicates that the
event record may be displayed to all visitors. Selecting YES indicates that only visitors with
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appropriate privileges may view the event record and causes the Security Groups selection
box to be displayed at the bottom of the Events Management page. Clicking to check the
corresponding check box(es) permits specified group members to view the discussion record
on the public portion of the website.

¥ Admin
[T Emploves
[¥ hembers
[l Users
[ “isitors

Links

Yiew Event Orders

¥iew Event Reqgistrants

=  View Event Orders Link-

Event Registrants

Sort By: = Rangistratbon Dhatbe o Last MHanne

Ttoms Par Page: I"] Ga

Foargis branvk Marm Rr':.;:::‘ﬁm' :":T:;:I?VI;:: Hembier Spousa Luest :::;Inrr Haal Parking
Gald Mark TI22003 0 1 1] 2 0 D 0
Reuning Stephen TIa2m03 I 1 o k) 0 D 0
Exaibey Bill TI22003 1] 0 1] 1 2 0 0
Pallack Dana Iz 2 1 1 3 I D 0

Prirt Reports Clorstr

Clicking on the View Event Orders link accesses the Event Registrant page which reports
each individual registration order including the number of attendees by Registration Type.

*= View Event Registrants

Clicking on the View Event Registrants link accesses the View Registrants page which lists
all attendees registered for an event.
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Limit Ta IE'U O Go

Last Marwe First Mame Campany Mame Title
Gold Mark Mewark Tribune Business Editor
Jones John ArWorld Cramar
Smith Sally ArtWoaorld Sales Rep
Reuning Stephen
Maldan Crarl Artls Us CED
Shmaltz Madmilian Maxrmum Ar Cramiar
Rembrandt Sabrina Rembrandt Onky Res Artist
Bailey Bill WRRO Radio Dise Jackey
Bailey Maria
Pallack Dana
Catcatone Carla Arllovers.com Rep
Bruha Zelda Arllovers.cam Rep
Coreone Anthone
Buyer Major Artlgvers.com Customer
Bruchmneyer Hilda Arllovers.com Customer
Patel Achmed Arllovers.com Custarmer
&k Primt € Close

Buttons

Process FulFillnent Save Diedete Reportz Broadcast Canceal Cloze

Proceszz FulFilment

Clicking on the Process Fulfillment button automatically fulfills all the event
orders processing the purchase data to the general ledger and closing the ability to update the order
and purchase record. If the Post Orders Radio button is selected on the Events Features Management

Proceszs FulFilment

setup page, orders will not post until the button is clicked.

save Saves the data entered into the Event Record fields.
D= Deletes the Event Record
Print

Prints the website page to the visitor’s local printer.

Reperts | Accesses the Report Menu
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Broaccast i - .
"R Causes a notice to be broadcast based on the Broadcast Template and Recipients list

created using the Broadcast Feature and then selected in the Auto Broadcast field of the Events
Features Management page.

C | . . .
T Closes the page without saving or updating values.

“l® | Closes the page and prompts the visitor to save the data.

1.3.3 Event Items Management Page

Items Management

[Wember
SRR | $45.00

el 1] 1

b I T T T B |

Srw Prind CAra s

= Feature Field — This field automatically defaults to Events and cannot be changed.

=  Features Record ID — This is an autofill field and indicates the ID number of the Event this
item is linked to.

= Type — Defaults to the value Item. The other values such as discount or adjustment should
only be selected if administration is seeking to track such items and wishes to make them part
of the order.

= Item Name — This is a descriptive label that may be edited by the Administrator.

=  Price — Administration enters the amount that visitors are to be billed for this item.

Page 25 of 36



Events Feature in Detail

= Cost-FUTURE IMPLEMENTATION
= Default Item Radio Button -

= Count as Registrant? Radio Button — Selecting Yes indicates the item is to count as a
registrant. Selecting No indicates the item is not to count as a registrant. Items such as
parking, training materials, meals should have this button set to No. When an item is set to
Yes and counted as a registrant it contributes to calculations which determine User Limits and
Item Limits.

= Restriction Rules Radio Buttons — One Restriction Rules radio button can selected for each
item.
0 Anyone Can Register — Allows any security level visitor to register for item.

0 For Members Only — Allows only users with Member Member Type assigned to
their login (Contact Record).

0 Must be Member to Register Others — Allows only users with Member Member
Type assigned to their login (Contact Record). This is used so members can, in
addition to themselves, sign up multiple attendees such as spouse, employees and
guests.

0 For Non-Members Only — Makes item available only to logins not assigned Member
Member Type

= User Limit — Administrator sets this to limit the number of units of this item a single user
can purchase or signup for.

= |tem Limit - Administrator sets this to limit the number of units of this item that can be
purchased.

1.4 Feature Administration

Implementing the Events Features involves the following steps:

= Create an Events Auto Broadcast Template

= Prepare a Response Notification Template

= Prepare a New Event Announcement Template
= Activate the Events Feature

= Add Link to Side Menu

= Add Events Mini Browser

= Create Topic Categories

= Setup Acceptable Online Payments

= Enter Events
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1.5 Tutorials

The following tutorials describe how to create and manage events and associated activities.

1.5.1 Preparing Auto Broadcast Template

Detailed instructions for using the Broadcasting Feature are located in the chapter titled
Broadcasting Features in Detail.

The Auto Broadcast message is delivered when a visitor registers for a specified event if the feature
is turned on in Event Features Management. Variable Data from the specific event is inserted into
the template and delivered to the registrant for the purpose of confirming registration.

Sample Events Broadcast Template

Broadcasting

wdar's Emaili Iwnl@r-pmumuurg.wm

wilhjne t iTh-Hﬂ'riiTl:ll registenng for evant

Nady Farmat & THT © HTR

Dear «<%CONTACT FirsiMame®> «%CONTACT LastiName%s, ;J

Thank you for rggistaning for thi evant Wled =BEVENT. THle%
Diate; «%HEVENT ActionDale%> Time «REVENTActionTime%=

Fegl fée 10 contac] «<HEVENT. ConMame%> via amall 81 <BEVENT. ComEmail = wilh arny
jouestions yau may have

Tl can update your registrateon by visiting ;| <SHEVENT.RegisteiLink%=

1.5.2 Preparing Response Notification Template

Detailed instructions for using the Broadcasting Feature are located in the chapter titled
Broadcasting Features in Detail.

The Response Notification message is delivered when a visitor registers for a specified event if the
feature is turned on for that event. Variable Data from the specific event is inserted into the template
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Send Response Motification :
Ernail To: |ewentcha|r@npuder

and delivered to the recipient designated in the
on the Event Management page for the specific event.

Sample Response Notification Event.

Broadcasting

Typa  Emall € Export to Mall Marge File

Sender’s Emall; [ereris@apademosse com

Subject: Janather Evant Signup

Body Format: & THT © HTML

[t ntion Evens Cornmitle e =]

R CONTACT FirstMamea®%: «BRCONTACT LastName®% = has just signed wp for the event titled <%
EVEMT. Title %=

Attachrnants:

1.5.3 New Event Announcement Template

Detailed instructions for using the Broadcasting Feature are located in the chapter titled
Broadcasting Features in Detail.

The New Event Announcement message is delivered when an Administrator clicks on the

Bresdeast | putton on a specific event’s Event Management page and then selects the template and

the appropriate recipients. Variable Data from the specific event is inserted into the template and
delivered to the recipient list for the purpose of announcing the event.
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Broadcasting
Typa: = Email " Export to Mail Marge File
Smnder's Email: [eventz@demosie.com
Subjects [Mew Event Scheduled
Dody Format: & THT © HTML
Hello <% CONTACT FirstName®> <% CONTACT LastMame%x ;l

e justwanled you to know that weve scheduled another evend. Its illed «<%EVENT Tille%:= and will
Joccur on <HEVENT ActionDate%> at «<%EVEMTAchonTime %=,

i Here's more: <SHEVENT Description¥=
Click hera to register =%EVENT:RegisterLinki%=

Thank You{ =l

—

Attachnents:

1.5.4 Activating the Events Feature

Click on the Features Management link in the Site Management column of the Administration
Menu.

" Sita Management

About Us
Contact Us
Color Scheme
Experience
Greeting
Features
Logo & Name

Template

\\\‘\\\\\

Security

-

utilities

Click the box next to the Events label on the Features Management page to activate the Events
Feature. Click on the Events link to access the Events Feature Management page.
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Advertising

r
rd

Discussions

<l

Documents

<l

Daonations

<l

Endorsements

<71

Events

Exchandges

<l

Experience

<7

LRCA

Membership Fees

-

MNews

<l

1

Matae

Companies
Help

GL Features

Orders

Payments

Repoding Classes

Menu Builder

ini Browsers Builder

UserSignUp

Events Feature Management Page

Post Orders:

Allowr Customer to Edit
Submitted Orders:

Auto Broadcast:

Response Motification
Template:

Events Features Management

Events Feature in Detail

T mmediately  Date OfEvent @ manually

& ves Mo
|Nnne j
|Nnne j

Select the appropriate Post Orders radio button.

= Post Orders Immediately Radio Button — Event registrations will be posted to the general
ledger immediately and visitors nor administration will not be able to update or delete their
orders. This is NOT a recommended setting.

= Post Orders on the Date of Event Radio Button — Event registrations will be posted to the
general ledger on the day of the event and visitors nor administration will not be able to
update or delete their orders after the date. This is NOT a recommended setting.

= Post Orders on the Manually Radio Button — Event registrations will be posted to the

general ledger on the when administration clicks the
the Events Management page. This is the recommended setting.

Proceszs FulFillment

button located on

Select the appropriate Allow Customer to Edit Submitted Orders radio button.

= YES Allow Customer to Edit Submitted Orders radio button — Selecting Yes for this
radio button allows visitors to update their registration order up until the date limited by the
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setting in the
Management page.

field of the specific Event’s Event

= NO Allow Customer to Edit Submitted Orders radio button — Selecting No for this radio
button prevents visitors from updating their registration order once it is submitted

Select an Auto Broadcast template

Post Orders: ' Immediately © Date Of Event ™
Allowr Custonier to Edit

Submitted Orders: @ ves € Mo

Auto Broadcast: Mome j
Response Motification Mane

Template:

The Auto Broadcast message is delivered when a visitor registers for a specified event if the feature
is turned on in Event Features Management. Variable Data from the specific event is inserted into
the template and delivered to the registrant for the purpose of confirming registration.

Select a Response Notification Template
The Response Notification message is delivered when a visitor registers for a specified event if the

feature is turned on for that event. Variable Data from the specific event is inserted into the template
Send Response Motification |ewentchair@npnder
field

Email To:

and delivered to the recipient designated in the
on the Event Management page for the specific event.

Post Orders: € Immediately € Date Of Event ¢

Allow: Customer to Edit

Submitted Orders: @ ves O MNo

Auto Broadcast: Mone j

Response Motification

Template: Mone j
rMone

tAnather Event Sign Unl
Meww Event Scheduled
Thanks for registering for event

Default GL Accounts

Cost of Goods Sold: | TI
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1.5.5 Adding Link to Side Menu

Click on the Features Management link in the Site Management column of the Administration
Menu.

Site Management

About Us
Contact Us
Color Schenme
Experience
Greeting
Features
Logo & Mame

Template

\\\‘\\\\\

Security

Utlities

-

Click on the Menu Builder link located on the Features management page.
Features Management

Companies

Help

GL Features

. E — '

Crders

Eayments

Reporing Classes
Menu Builder

H Mini Browsers Builder

il
=
[

] UzerSignllp

Click on the = **=" hutton on the Search for Menus page and click on the menu title for the menu
you wish to add the events link.
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Search for Menus

Faaturs! Al -
Created Date Range: I ﬁ o | =5
Modifiod Date Fangn: | =" | =

Found Menus

Page 1af 1 Tatal matches: @

e Type Sub Typa

ME Lef Site Standard Ternplate Manu Laft Side Menu
HB Right g% Stamdard Template Menu Right Side Menu
MiniiBark Standard Termplate Manu Minu Bar A
MenyBarg Standard Termplate Manu Menu Bar B
Guicklmp Standard Template Menu Queck Jump Menu

Li8]d L.l Standard Termplate Manu Upper DropDirsm Minu
fast condact meny Contacts Menu
exchange Ewchange Listings

. Add Menu tem . .
Click the button on the Menu Builder page. And enter the desired values.

Topic: iFubIIl: "'I

Hanu Ttem: [Everis
Sart Ordar: b
Marw Tom Option: | o0 I
& option Evens x
 Menu I "I
© administratve Option. [ =l A

Save  Dwele | Pt | Canosl | Clse

See the chapter titled Menu Builder in Detail for more specifics regarding the setup of links on
menus.
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-MNPO Demonstration Organ
Administer your organization fro

P Discussions Documents
Home Signlp

= Events
7= News
“+ Resources MNMNEMS (Monprofitonly’s Monprofit Enterprise Sy
organization time and money while increasing it
NNEMS provides a central facility which affords
nonprofit organization the opportunity to particip
“. Directories practices and procedures. Using a simple Interr
% Iesup Prass Rolpase staff, constituents, advisors, members or contrit
admi ative and operational activities and the

=+ Search Biographies

% arganiz\o\n in real time. The list below introduc
B M_y Men.u i t can be conducted online, in realti
o Discussions anytime o day, by anyone with the appropri
<+ Signlip

Z& Login

Sep. 13 Ledal Experts Panel for Art Retailers
Sep. 26 Picaszso's Blue Period

Cct. 20 Best Practice Inteqrated Marketing
Communication

<+ Administration

e _more

Visitors can click on the Events link in the side menu to access a list of events and Administration
can command a Mini Browser to be built automatically on the home page so the list of events can be
viewed there.

Include Events Mini Browser ¥ veg = Mo
Click the radio button on the Greetings Management

page (Accessed by clicking Greetings in the Content Management column of the Administration
Menu) to Yes.

[ Homapage 2

Inchuly Greo Thaw B ]

I:: iada'Graating On Hokma Eves O No
P

Inchede Evants MEni Browser Fveg T Mo

inchede News Hini Browser = ves Mo

- Alinned Singls A pned Double
Inchisde Mesource Mini Browserr @ Yeg Ly 1 e i e e i

" Staggered Single  Staggersd Double © Four Per Row

1.5.7 Creating Topic Categories

Topic categories should be used if the user organization schedules large numbers of events. The
Topic categories can help organize the display of long lists of events based on areas of interest.
Access the Topics Management page by clicking on the Topics link on the Event Features
Management page.
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Post Orders: € immediately © Date OfEvend & Manually
Allow Custemer lo Edit ,

Subirraitind Drodors: F yes © ho

Autn Eroadcast IN’une :J

Responses Nabification =

Template: IN‘:“'Ia —l

Save Print Cancel Cloge

Add new topics by clicking on the Add New Topic link

Events Topics Management

Artists and Exhibiions
Marketing Educational Events
Networking and Social Events

Add New Topic

Prirt Cancel Close

Topics can be selected when entering Events so that they organize for display
Marketing Educational Events

091372003 Legal Experts Panel for At Retailers

Artists and Exhibitions

09726/2003 Picasso's Blue Period

Marketing Educational Events

10/20/2003 Best Practice Integrated Marketing Communications

{3} Events Calendar
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1.5.8 Entering Events

" ContentManagement
Directories + C& =
Discussions + Q_ S
Documents + Q=
Events +’
Exchanges + Q=
Items /Products + Q) E
LRCA + Q=

Membership Types |+ O

News ] @ E
Newsletters + @ =
Survays = @ E
Click onthe ¥ icon to access the Events Management page.

+
Add Icon - Activates the Add a New Event function.

I'.l Browse Icon - Accesses the Search for Events function.

Enter data into the page and save. See the section of this chapter titled Components for details.
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