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1 Introduction

Eventure offers you, and your congress participants, the option of registering via the Internet.

You first set-up your congress in Eventure, as explained in Section 4 ‘Setting up a congress in
Eventure (Conf), of the Eventure Participant Registration Manual. You then produce the Internet
registration form on the Internet using the congress data you have set-up in Eventure and make the
Internet registration form accessible to your participants. When a participant fills-in and submits an
Internet registration form the data is downloaded into Eventure from the Internet. You can now
process the registration data in exactly the same way as you would if it had been filled-in manually.
This Manual guides you through the procedure for processing registrations via the Internet. It includes
the following sections:

e Setting-up the Internet registration,
e Configuring the registration form,
e Downloading and processing the registration data in Eventure.
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2 Setting-up Internet registration

In this section we will look at the steps that must be taken to set-up the registration form on the
Internet.

Before you can start setting-up the Internet registration you must set-up the entire congress in
Eventure. How to set-up a congress in Eventure is explained in the Participant registration in Eventure
Manual Section 3, ‘Preparing to set-up your congress in Eventure’ and Section 4, ‘Setting-up a
congress in Eventure’.

This section deals with the following topics:

e Preparing a participant registration form on the Internet,
e Log in screen administration page.

2.1 Preparing an Internet participant registration form
In Eventure you first select ‘Basic Data’ and then select ‘Conferences’. You can also click on the
‘Conferences’ icon in the menu bar.

¥ DEMO EVENTURE : EVENTURE for Windows : Version 4.30 [ List Conferences =@=)
File Basic Data Modules Windows Info M4 44 b BN @
= - . _
:.."\ Q =) 8 3 E Search Conference :
[+ =
Conferences | Countries  Languages  Monetary u... Download CONEa ko hens Intemetformsy i View
» EEE s E
KFD  KFD 15/03/2008 15/03/2008 Yes
WEF WE 22/0B/2008  22/08/2008 Yes .
_New..
123 1213 07AD/2008 0741042008
67 1617 DI/01/2008 20412/2008 Yes
3270 CARD3T0 07/05/2007 084052007 (e )
_Delete
86 EAA 2008 23/04/2008 2540442008 Yes
B007  WSLAND T1/08/2008  11/06/2008
sz 80z 23/09/2008 23/09/2008 Yes
B030 REVKIAVIE 29/08/2008  23/08/2008
BOBO  BORO 13/08/2008  13/08/2008 <

The ‘List Conferences’ screen appears. Select the congress for which you want to prepare an Internet
registration form.
The screen below includes the ‘Internet’ tab-sheet in the ‘Edit Conference Data’ screen.

Main Data | V.A.T.Data | Cancellation I Credit Card Data | Registration Types/Fees | Support | Internet |_

Status : Disconnected

Administration
Web site of confersnce : Go to Web Site
~| [ Upload/Reload selected data |

Setup participant registration form on WWW - [
Setup abstract form on WWW =

Start Administration Site |

To prepare an Internet registration form, click on the ‘Set-up Participant Registration form on WWW’
button. The following message appears:
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-
Choice for upload | P ‘

This function makes an upload of all the data in EVENTURE to the internet to make
a registration form on the World Wide Web! Awrong choice or a wrong sort order of
registration types and events can result in an unreadable registration form on

the internet! Use this function only if you are totally ready with the design of

the conference in EVENTURE

The setup ofthe conference can take 5-10 minutes. Please don't close Eventure or your computer
pefore you getthe login/password or reload message.

Language: The language of the internet forms will be DUTCH!
Have you completed the setup ofthe conference design?

Upload all categories (in welcome screen on intemet, participants make their first choice for type of participant)

Copy site from this conference: -

The ‘Starting internet upload’ message reminds you that you must have set-up the entire congress in
Eventure before you can start preparing the Internet registration form.

When you have the module ‘Categories on internet’, you can check or uncheck the box if you want or
don’t want to upload the categories to the internet.

When you want to make a copy of another conference, please select in the lower part of the screen
the conference which has to be copied. The whole conference as it is on the internet will be copied
and used as base for the new conference. With this option all colour changes but also text changes,
additions of text, logos etc. will be copied to the new conference. After the new conference is placed
on the internet, you can make more changes. These new changes will only have effect on the new
conference.

If you answer the question with “Yes’ Eventure will copy all the congress data to the Internet and you
see the ‘Internet Installation Completed’ message as shown in the illustration below. If you have
chosen Dutch as the congress language (Main language) the text will appear on the Internet in Dutch.
If you have chosen Swedish, and you have the multi-lingual module, the text will appear on the
Internet in Swedish. As a standard the other languages show the text in English on the Internet. You
do have the option of adapting the text at a later date.

# ° FILES REINSTALLED OM SYSTEM SERVER &J

INTERNET INSTALLATION COMPLETED!

Administrator Web Page : http:/fwww_parthen-impact.com/parthen

UszerName - 46_HEID9
Password : FQOmCA
Flease her gour 2 g i

Close

The screen displays an overview of the Internet address where the registration form can be found
(Administrator Web Page), the user name (User Name) and the password (Password). Make sure you
keep a note of the user name and password in a safe place.

If you also are also handling the abstracts via the Internet and have already set up the abstract
registration form with the help of the Abstract handling on the Internet Manual, the screen above does
not appear. This is because you already have a user name and password — you were given it when
you set-up the abstract registration form. In this case the following message appears.
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Loading succeeded! | |
The loading of registration data has succeeded!

Click on ‘Close’ or ‘OK’ and the screen below appears.

| Main Data | V.A.T.Data | C: ion | Credit Card Data | Registration Types/Fees | Support | Intemet |

Status : Disconnected

Administration
Web site of conference :

Go to Web Site

= | [ Upload/Reload selected data |

Start Adminisiration Ste |

Reload participa egistration data on WWW | I—
Upload group data to WWW
Setup abstract form on WWW -
Elect TS Box 1 yoU wart 10 include tHe pamicipant registrations of this conference in the ‘Download all conferences’ list

[T Select this box if you need to download registrations/abstracts mere then 60 days after the congress

User riame forlogin intemet - 46_HE109 PassWord:  FQOQmCA

Infrmnatinn

a.

l

Start Administration Site |

Reload succeeded! = ]

The reloading of registration data has succeeded!

. C.

Some of the elements on the ‘Internet’ tab-sheet have changed and some additional elements have

appeared.

e The ‘Upload/Reload selected data’ drop-down menu and button’:
In this drop down menu (a) the ‘Set-up Registration form on WWW’ has changed to ‘Reload

participant registration data on WWW’.

e Tip:

When you upload to the Internet again only new elements will be added to the site. If you
have changed the names of events in Eventure the names will not be changed on the
Internet. The labels you confirmed earlier will remain.

e ‘Start selected Administration site’ button:

This screen (c) appears after you have successfully prepared the Internet registration form.
Click on button (b), to start your computer’s standard browser and you will be taken to the
participant registration form log in page, paragraph 2.2, ‘Log in screen Administration page

(Log in)'.
e ‘User name for log in’:

This field shows the user name you must use to access the administration page of your

Internet registration form.
e ‘Password’:

This field shows the password linked to your user name. You need this password to access
the administration menu of your Internet registration form.
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2.2 Log in screen administration page
Click on the 'Start Administration Site' button (b) and you will be taken, via your browser, to the screen
below (a).

(n eventure Parthen 2@70
Congress reglstl’atlon software the meeting services company
Log in
R —
S — o
a.
| vl [ upload/Reload selected data_|
b [ Stant Administration Site |

e ‘Name’:
Here you type in the user name shown on the ‘Internet’ tab-sheet as described earlier. You
must be very accurate about using capital letters or lower case letters.

e ‘Password’:
Here you type in the password shown on the ‘Internet’ tab-sheet as described earlier. You
must be very accurate about using capital letters or lower case letters.

Click on the ‘OK’ button to log in to the administration page of the Internet registration form.
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Configuring registration forms

When you have logged in to the administration page of your registration form you can configure the
registration form. The following registration form configuration elements will be dealt with in the
following order:

Administration menu,

Welcome page,

Registration index,

Personal data participant,
Accompanying persons index,
Registration details,

Transport,

Hotels and Hotel booking specifications,
Way of Payment index,

Completed Registration form,

Thank you for your registration,

E-mail registration confirmation,

E-mail password forgotten,

Colours and typefaces (Page preferences),
Registration status.

When a participant registers he or she is taken through screens 2 to 11, in the order as listed above.
Although this order is the most efficient, participants can use the Registration index to view the
screens in a different order.

3.1 Administration menu
When you log in the Internet registration form administration menu appears. The administration menu
screen is divided into three sections:

e Parthen banner

e Internet module choice

e Congress data/ PCO data

ao eventure Parthen ##2¢

Congress registration software the meeting services company

PCO  Congresses  Stafistics  Logout
participant Aruba 2

abstract Congress: ARUBZ

review Parthen IlMpact by
Congress settings: 9988888
sc Extended
pulic Properties:
group
report Status congress: Active
Language: EN
Currency: EUR
Currency HTML: [EUR
Entry date: 24-07-2008
Exit date:
Start date congress: 23-03-2009
End date congress: 25-03-2009
Deposit Flag: true
VAT Flag: true

General settings:

Hide "password forgotten” on Welcome screen:
Enable &-mail check on login screen:
Use initals/firstnameineither in e-mail: - use firstname

- use initials

coenr

use neither
Text for browser fitle
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Participant settings:

Online payment test:
Maximum number of REvents (0 is no limit);
Maximum number of rooms (0 is no fimit):

Maximum total number of rooms (0 is no limit):

£ [ESE 3

Number of Transport pages:

Only show 'pay different’ when balance is 0:

Check o hide event when max number is reachsd:
(Unchecked shows stated text)

af og-j=f=(=o

Check to hide room when max number is reached:
(Unchecked shows stated text)

Payment method:
Restrict hotel dates:

Continue with registration after choice of hotelroom:

O0[§

Show phone prefix:

Abstract settings:

Show pulldown with keywords in Abstract-module:

=0

Maximum number of Co-authors (0 is n
Allowed upload exter
empty t

(.9 "doc,pdf csv". Leave empty to al)
Show submittedinot submitted abstracts in separate

on abstract submission page:
Reviewer settings:

Hide PDF symbols on absract reviewing page: [ ]
Group settings:

Allow creating groups
URL leaving group page:

Copasi | 5o

open finished
Participants: 17 10
Abstracts: 0 6
Authors: 15

3.1.1 Parthen banner (Parthen The Meeting Services Company)

The screen print-out shown above is the administration menu you see when you log in. At the top of
the screen is the Parthen banner, The Meeting Services Company and a picture.

3.1.2 Internet module choice (participant)

In the left hand section of the screen you can select the module you wish to prepare. In this example
only the 'participant’ option is available. If you are also handling abstracts via the Internet with the help
of the Abstract handling via the Internet Manual, and are setting up the abstract registration form, both

the 'participant’ and 'abstracts' options will be available. The same applies for the 'review', ‘sc
(Scientific Committee) and 'public’' modules.

participant Aruba ;
abstract
review

Con
sC
public Pro|
group
report

3.1.3 Congress Settings

The name of the congress ‘Test Congress Eventure’ is in the middle part of the screen. The Congress
Settings are below the name. There are three groups of settings:

- Properties

- General settings

- Module settings (in the example these are participant settings)

By adapting these settings you can influence how the registration site works and its layout in certain
areas.

3.1.3.1 Properties

This is an overview of the basic information you have entered in Eventure. You can also see the
Status of the Congress. When you first enter congress details this is ‘Status congress: New’. This
means participants cannot yet access the congress registration form. You can read how to make your
congress accessible to participants in paragraph 3.16 ‘Registration Status’.
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‘Language’ shows the language selected for the congress. ‘Currency’ shows the currency chosen for
the congress. In ‘Currency HTML’ you can indicate how the currency must be shown on the internet.
The html code for the € sign is &euro;

The ‘Entry date’ and ‘Exit date’ show the date on which a congress will be put on the internet and the
date on which Parthen IMpact will close the congress page. The first day and last day of the congress
are shown under ‘Start date congress’ and ‘End date congress’.

‘Deposit Flag’ and ‘VAT’ flag respectively indicate the choices made for hotel deposit (true or false)
and whether VAT is applicable for this congress.

3.1.3.2 General settings

The general settings indicate several settings that apply for the entire internet module.

‘Hide “password forgotten” on Welcome screen’ enables you to ensure that only pre-registered
participants can log in. This can also apply for both abstract authors and participants you have entered
in advance (If you would like to know more about entering participants in advance contact the

Eventure Helpdesk).

‘Use Initials/firstname/neither’ in e-mail gives you the choice of using the initials, the first name, or
neither in the confirmation e-mail.

The text you fill out at the ‘“Text for browser title’ will be shown above each page and will be shown to
the participant or author.

Sar <hr | @@ Conference for European Association for Eventur...

q’ eventure

Congress registration software

First Time registration
To get access to the registration form you have to fill in the fields below.

You will receive immediate access to the registration form.
Please remember your password.

Welcome to the Online Registration
European Association for Eventure Users Conference
Participant registration with Eventure saves time!™
Choose a Login name. (max 16
characters)”
Choose a password. (max 10
characters)”

Retype password

e-mail address

3.1.3.3 Module settings

In module settings you can select various settings for the different modules. The options for each
module are grouped together. The modules appear when you have activated a particular module by
uploading it from Eventure.

As this section of the manual deals with Participant registration we will only deal with the different
settings for the participant module here. We will go into more detail about the settings for abstract
handling in the ‘Abstract Handling on the Internet’ section.

If you are using credit card payment via the internet you can test the on-line payment by ticking the
‘Online payment test’ checkbox. As soon as the test has been successful delete the tick from the
checkbox and every on-line payment for this congress will be executed.

© Parthen “The Meeting Services Company” 2009 10
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The ‘Maximum numbers of REvents’ pull-down menu enables you to specify the maximum number of
REvents a participant may select on the Registration Details page. When you click on the arrow a list
of numbers appears. The number you click on is the maximum number of REvents a participant may
select. If you select 0, there is no limit.

If you have the hotel module you can influence the number of hotel rooms that a participant may
select. The pull-down menu next to ‘Maximum number of rooms’ works in the same way as described
above.

‘Number of transport pages’ enables you to increase the number of transport pages and fields. This is
an extra additional option in the package. If you would like more information about this option contact
the Eventure helpdesk.

If the checkbox “Only show ‘pay different’ when balance is 0” is checked, then on the ‘Way of
payment’ screen the option ‘I will send payment separately’ will only be visible for the participants who
doesn’t have to pay. The participants who has to pay don'’t see it and have to choose another way of
payment.

On the internet you can specify a maximum number of participants for an REvent (registration details).
This counter only works for registrations via the internet.

You can also decide whether an event should just disappear from the screen if it is full or whether a
text stating the event is full should appear.

Check to hide event when max number is reached: D
(Unchecked shows stated text) |5y this event is fully booked

Check to hide room when max number is reached: D
(Unchecked shows stated text) |Sgrry this hotel is fully booked

Put a tick in the ‘Check to hide event when max. number is reached’ checkbox and an event that is full
will disappear automatically.

The ‘Check to hide room when max. number is reached’ checkbox works in the same way for hotel
rooms.

It is also possible for the event or hotel to remain visible if it is full but with a text behind it saying it is
full. To do this the ‘Check to hide’ checkbox must be empty.

Type in the text you want to appear in the field next to ‘(Unchecked shows stated text)’. You could, for
example, type in ‘Sorry, this event is full’ or, for the hotels, ‘Sorry, this hotel is full’.

How to use the counters per event and per hotel, you will see in paragraph 3.6.1 Event counter and
hotel counter.

‘Payment method’ tells you the way you handle the payments.
Put a tick in the ‘Restrict hote dates’ checkbox and the participants can only book a room in the period

you have registered in your hotel contracts in Eventure. They are not able to book a room one day
earlier or one day later.

3.1.3.4 Other

Click on the button to save the changes you have made.

At the bottom of the screen you see an overview of the registration statistics. Here ‘Open’ means
registrations that have been started but not completed. ‘Finished’ means the number of completed
registrations.

© Parthen “The Meeting Services Company” 2009 11
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3.1.4 Registration form administration menu
Click on ‘Participant’ on the left hand side of the screen and the following screen appears.

a’ eventure Parthen 787

Congress registration software the meeting services company

PCO Congresses Statistics Log out

Back to Congress participant
Page preferences Congress: ARUB2
Query Parthen IMpact bv
99999999
ENlohued
yes yes Event overview page
ves ves Welcome screen
yes yes disable Freetext
yes yes disable Registration index
yes yes Personal data delegate
yes yes disable 1.Accompanying persons index

2. Add accompanying person

3. Change accompanying person
yes disable Reaqistration details
yes disable Transport
yee dizable 1.Hotels

2. Hotel booking specifications
yes disable 1. Way of payment index

2. On-line payment
3. Fax form credit card

4. Billing address form
5. Bank payments

ves Filled Reqgistration form

yeS Thanks page

yes E-mail participant submission
E-mail password forgotten

i 583

i

373

Go to login: http:iwww parthen-impact com/eventure/welcome. do?tvpe=participant&congress=4 ARUB2Z

Module status: Active

IEETCH | Register | View || Closed

New registrees accepted Yes No No No
New registrations accepted Yes Yes No No
View completed registrations Yes Yes Yes No

In the left hand section of the screen you see the following menu:

Backto Congress particip
Page preferences

Query

‘Back to Congress’ takes you back to the general congress data.

‘Page preferences’ enables you to change the colours of, for example, the participant module. This is

explained in paragraph 3.15 ‘Editing colours and fonts (Page preferences)'.

‘Query’ shows you which people are in the database. This is dealt with in paragraph 3.15 ‘Overview of

who has registered (Query)’

© Parthen “The Meeting Services Company” 2009
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The right hand section of the screen is where you can configure the registration form. The modules
that are not included in your version of Eventure are shown on this form as follows:

Available

yes yes Event overview page
yes yes Welcome screen
yes yes disable Freetext

yes yes disable Registration index

yes Yes Personal data delegate
yes yes disable 1. Accompanying persons index
2. Add accompanying person
3. Change accompanying person
disable Reaistration details
disable Transport
yER yez disable 1.Hotels
2. Hotel booking specifications
disable 1. Way of payment index

2. On-line payment
3. Fax form credit card

4. Billing address form
5. Bank payments

yes yes Filled Registration form

yes yes Thanks page

yes yes E-mail participant submission
E-mail password forgotten

In the table above the ‘Transport’ module is not included.

It has ‘no’ next to it in both the ‘Available’ and ‘Active’ columns and the name is not shown as a link.
To hide modules from participants in a congress for which certain information is not required, click on
‘disable’ in the ‘Active’ column. Participants will then not be able to see the relevant module and
related registration form.

For example: if you are not offering hotel reservation for a congress hide the ‘Hotels’ and ‘Hotel
booking specifications’ modules (see a. below) by clicking on ‘disable’ in the ‘Active’ column. The
screen is refreshed and now the ‘Active’ column shows ‘no’ (‘enable’) (see b. below).

ves yes disable 1. Hotels yes na enable 1. Hotels
2. Hotel booking specifications 2. Hotel booking specifications
a. b.

To make a module visible to participants again click on ‘enable’ and ‘Yes’ ‘(‘disable’) will appear in the
‘Active’ column (see a. above).

In the administration menu you select the registration form components you want to configure. In this
manual the components are dealt with in the same order as they appear on the screen. Although you
do not have to follow this sequence, it might be advisable to do so the first time you set up
participation registration via the internet.
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3.2 Welcome

The ‘Welcome’ page is the first screen your participants will see when they want to register via the
Internet. The data the participant fills-in is safeguarded via a user name and password chosen by the
participant. This user name and password can be used later to view or amend the registration data.

A print out of the welcome screen you can configure is shown below.

Ed'ltl Drderl Statusl
Welcome
Welcome i i i
First time registratio... First time registration
g:m“ a Login name To access the registration form you mustfill in the fields below.
cose a passwor : o= ; o
Ratype password You will be given immediate access to te registration form.
e-mail address Please remember your password.
Category
Continue } -
Registered users Choose a Login name
Login name
paismrd (max 16 characters)
Category
Continue .
Have you forgotten&nbs... Choose a password
Lagi ;
E?fr:;.”:;ﬁ‘ﬁgss (min &, max 10 characters)
Continue
Retype password
e-mail address
Category” -
Continue
Fields | Reg.items | Forms |
Registered users
Page preferances Login name
back to moduls Password

back to congress

Category v

Have you forgotten your password?
Login name

e-mail address

The screen is divided into two sections. You can use the left hand section to set up the fields. The
'‘back to module' link takes you back to the registration form administration menu. The 'back to
congress' link takes you back to the general congress data. The right hand section of the screen
shows you the screen as it will appear to visitors to the site.

The right hand side of the ‘Welcome’ page is divided into three sections. The top section is for people
who have not yet registered. The centre section is for participants who have registered but who want
to view or change their registration data. The bottom section is for participants who have forgotten
their password and want it to be sent to them again.
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3.2.1 Preparing the text

Edit | Order | Status |
I S Welcome

Upp Title Low

First time registration

First time registratio...
g:"-‘"—‘se 2 Login "‘ad""‘e To access the registration form you must fill in the fields below.
oBEE 3 pEsswon You will be given immediate access to te registration form.

Retype password
e-mail address
Cateaory

Flease remember your password.

When you click on ‘Welcome’ in the left hand section of the screen a grey area appears around the
title ‘Welcome’ in the right hand section of the screen. Now click on ‘Title’ in the left hand section of the
screen.

A new screen appears. This is the configuration screen in which you can type in the title you want to
appear on the Welcome screen. The print out below shows the configuration screen for the ‘Title'.

|1

£ | Edit - Dialoogvenster van webpagina \ J

|g, http:/fadmin.eventure-online.com/eventure/admin/editContentForm.do?action=editContent&content Typ 'l

IB 7 U sx|x FIES ESISITIIEEEIQ

SO HiTg 3y = Shyle | Font v Size -
: [Z] Source

w

Company ! Institute

’Save” Cancel ” Use default text

http://admin.eventure-c € Internet | Beveiligde modus: ingeschakeld

The ‘Edit — Web page dialogue window’ screen shown above is the same for every element of a form

that can be configured.
The ‘Edit — Web page dialogue window’ screen contains the following components:

e The buttons:
& B &

From left to right: cut, paste, copy, delete.

B J U i
From left to right: make the selected text bold, italic, underlined.

.

=

X

E
These soft keys can be used to put text in subscript or superscript.

From left to right: justify the selected text left, centralise the text, justify right, or fill out.

= I i €

d= 0= &

From left to right: summaries with bullet points, numbers, indent, reverse indent.

28

From left to right: add an Internet link and delete an Internet link.

[ s
From left to right: insert a picture, insert a table, insert symbols, insert a hard return.

© Parthen “The Meeting Services Company” 2009 15



Eventure congress registration software Manual participant registration on internet

3.2.2

Ta- - i o

From left to right: changing the text color, changing the background color, undo.

Style - | Fant ~| Size -
From left to right: changing the text style, changing the font, changing the font size.

Tip:
You can use ‘Page preferences’ to specify the colour and typeface in which you wish an
item or text to appear. For example, if you wish to specify a particular colour or typeface
for the page title (in this example the word ‘Welcome’) Click on ‘Page preferences’ select
the colour and typeface you wish, then select ‘pagetitle’.

Style |pagetitle = | Font

explanationiabe: ~
— extemallink —
fadinefield

intemallink

label

» pagetitle

SoLnce
This soft key stand for view the default text and view the html-code.

‘The text block’:
‘Welcome

In this example screen "Welcome’ is the page title. Each item is called by the same name as it
is called in the form. Here you can amend the text and/or add text.

‘Buttons at the bottom of the screen’:
[Save H Cancel H Use default text ]

Clicking on the ‘Save’ button confirms the changes you have made. The main screen, in this
case the welcome screen title, is reloaded with the amended data. Clicking on the ‘Cancel’
button annuls the changes you have made. If you want to use the standard text for this item,
click on the 'Use default text' button.

Adding text above or below an item

Adding text above an item:

If you want to add text above an item, for example a short explanation of the item, for example, 'Fill in
your chosen log in name and password below', select the item above which you wish to insert the text
and then click on 'Upp'.

—

Ed"tl Order | Status

Title Low Welcome

First time registratio... First time registr
Choose a Login name e sess i 2
Choose a password =
Retype password You will be given
e-mail address Please remembe

A new ‘Edit — Web page dialogue window’ screen is opened. This screen works in the same way as
described earlier.

Adding text below an item:

© Parthen “The Meeting Services Company” 2009 16



Eventure congress registration software Manual participant registration on internet

If you want to add text below an item, first select the item under which you want to add the text then
click on 'Low' in the screen shown above. Use the ‘Edit — Web page dialogue window’ screen to add
the text as described earlier.

e Tip:
Use the hard return to insert an empty line in your text, for example to separate different
topics and make your form clear and easy to read.

3.2.3 Creating a message screen (Pop-up message)
When you configure a button an additional menu item appears: 'Msg'.

" £dit - vens ; X
Edit | Order | status | £ | £d4 -- Dialoogvenster van webpagina 5
Upp Title Low Msg £  http//admin.eventure-online.com/eventure/admin/editContentForm.do?action= editContent&contentTyp ~

Welcome | Creates a pop-up message when pressing the button or knk |

First time registratio...
Choose a Login name [
Choose a password
Retype password
e-mazil address
Categon

Registered users
Lagin name
Password
Category

Save | Cancel Use default text

http//admin.eventure-c & Intemnet | Bevedligde modus: ingeschakeld

& b.

When you click on ‘Msg’ in screen (a) sub-screen (b) appears. You can use this sub-screen to give a
message or warning to the participant. The participant must comply with the message before the
action of the button is carried out. For example: when a participant has filled-in all the fields in a form
and clicks on the ‘Continue’ button, a message can appear asking if the participant whether he or she
is sure all the information has been filled-in correctly. The participant can confirm this by clicking on
‘OK’ or, if in doubt, click on ‘Annul’ and re-check the information. The exact wording on the buttons
depends on the language used by the browser. The illustration below shows an example.

Iw

e Tip:
Use the ‘Pop-up messages’ sparingly. Participants can find continuously having to confirm
what they have done very irritating.

3.2.4 Moving an item
If you want to change the order in which items appear click on ‘Order’ in the screen below.

Edit Dﬂierl Statusl
Update >

Welcome
First time registratic...

Choose a Login name
Retype password
e-mail address
Category

Continue

Registeraed users
Lagin name
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Select the item you wish to move and click on '<' to move the item up or >’ to move an item down.
When you have all the items in the order you want, click on 'Update’ to save your changes.

3.2.5 Changing the status of an item

Edit | Orderl Status |

Hide | = Req |Upp UPP MoEdit

Personal data deleiate...

Initials

First name

Prefix (e.g. van)
Title {e.g. Prof.)
Gender

Company / Institute
Cepartment

If you want to change the status of an item click on 'Status' in the screen above. The example shows
the status of '‘Family name'.

'Hide":
This hides the item from the participant. If the participant does not have to fill-in this item on
the registration form it will not appear on the registration form the participant sees.

“* Req’”:

This tells the participant whether or not this field MUST be filled-in. If you give an item the
‘Req’ status the participant must fill-in the field before he or she can go on to the next step. If
you do not select ‘Req’ for an item you are telling the participant that filling it in is not
obligatory.

On the registration form the participants see, ‘Req’ items have a red asterisk next to them. The
form should include a text that tells participants that a red asterisk means they must fill-in this
information.

This option is used in the registration index, paragraph 3.3, ‘Registration index’, to indicate
that certain forms must be filled-in before a registration can be completed.

‘Upp™:

This is where you indicate whether or not the information that is filled-in must begin with a
capital letter. If you select ‘Upp’ the first letter of the information will automatically be made a
capital letter.

‘UPP’:
If you select ‘UPP’ all the letters that are filled-in will automatically be made into capital letters.

‘NoEdit”:
The 'NoEdit' option is only applicable in the case of an external log in. How this works is not
covered in this Manual.
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3.3 Registration index

When you have configured all the information in the welcome screen, click on ‘Forms’ at the bottom of

screen (a) below and screen (b) appears.

Edit | Order | Status |

Welcome

First time registratio...
Choose a Legin name
Choose a password

Ewvent overview page

Welcome screen

Free text

Registration index

Parsonal data delegate

1. Accompanying persons inde:
2. Add accompanying person

3. Change accompanying perse
Registration details

Transport

1. Way of payment index

2. On-line payment

3. Fax form credit card

4. Billing address form

Retype password
e-mail address
Category
Continue
Registered users
Login name

Password 5. Bank payments
Catagary Filled Registration form
Continue

Thanks page
E-mzil participant submissicn
E-mail password forgotten

Have you forgottenBnbs...
Login name

e-mail address

Continue

< >

Fields | F=g.items I Furmsl Fields | Reg.items I Forms |

Page preferences Eage preferences

back to module

back to module
back to congress

back to congress

a. b.

In screen (b) select 'Registration index'.

The screen below appears. This is the screen your participants will see when they have logged in.

Edit | Order | Status |

Registration index
Registration index
Personal data delegate
Accompanying persocns
Registration details
Transport

Hotels

Registration index

Registration index
*required forms

Fields | Feg.items | Furmsl

Page preferences

back to module
back to congress

The ‘registration order summarises the various components of the registration form as they will be
shown at the moment your participants are logged in.

The left hand section of the screen allows you to configure each item in the screen separately. If you
indicate, with a red asterisk, that a particular item is obligatory (see section 3.2.1, ‘Preparing the text'),
the ‘Confirm registration’ option is not available until the participant has filled-in all the obligatory
information.
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After you have configured the ‘Registration index’ screen you can configure each separate form in the
summary by clicking on ‘Forms’ at the bottom of the left hand section of the screen.

If you have indicated in the participant summary screen of the registration form that a module is not

applicable for the congress, this is displayed as shown below.

i Edit | Drderl Statusl

Registration index
Registration index
Personal data delegate
Accompanying persons
Registration detzils

Hotels
Complete registration

a

Registration index

Registration index
“required forms

Personal data delegate*

Accompanying persons

Reqistration details

Ho

els

Complete registration

ves yes Event overview page
yes. yes Welcome screen
yes yes dicable Free text
yes yes disable Registration index
VES YES Personal data delegate
yes yes disable 1. Accompanying persons index
2. Add accompanying person
3. Change accompanying person
yes yes disable Registration details
yes no enable Transport
yes yes dizable 1. Hotels
2. Hotel booking specifications
yes yes dizable 1. Way of payment index
2. On-line payment
3. Fax form credit card
4. Billing address form
5. Bank payments
yes. yes Filled Reqgistration form
ves ves Thanks page
VES YES E-mail participant submission
E-mail password forgotten b

In this example of the participant summary screen (b), the Transport' module is switched out and
shown in grey in the configuration menu in the left hand section of the screen (a). This means you
cannot configure the item and ‘Transport’ does not appear in the ‘Registration index’.
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3.4 Personal data participant

If you click on ‘Forms’ and then select ‘Personal data participant’ the screen below appears. In this
screen you can configure the participant personal data and registration category form as explained
earlier in paragraph 3.2.1," Preparing the text' to paragraph 3.2.5, ‘Changing the status of an item'.

Ed'ltl Order Statusl

Personal data delegate

pPersonal data delegate... Family name*

Family name
Initials Initials®
First name
Prefix (e.g. van) .
Title (2.g. Prof.] First name
Gender
Company / Institute Prefix (e.g. van)
Department
Job title Title (e.g. Prof.
Address (eg ) b
Post code EETLE O female
City
Country O male
Telephone Company / Institute
e-mail address
Web site Department
Communication ;
Remarks Job title
Register as:
Nt Address”
Post code”
City*
Fields | Reg.itams | Forms |
Country* -
Page preferences Telephone”
back to module Fax

back to congress
e-mail address”

Web site
Communication® O preferably by post
C by E-mail
Remarks
Register as:” 31-07-2008/ 25-12-2008/
24-12-2008 25-03-2008
O Participant EUR 150.00 EUR 200.00
O Student EUR 125.00 EUR175.00
Ovip
Next

To give you another example, in this case regarding the ‘Vip’ item in the category of registration
section at the bottom of the ‘Personal data participant’ screen.

In Eventure there are four registration categories set-up including the ‘Vip’ category. ‘Vip’ participants
do not have to pay for their participation. If you want to register the VIPs yourself and allow your
participants to chose from the other categories — ‘Speaker’, ‘Participant’ and ‘Student’ - you can switch
off the 'Vip' option by first clicking on the 'Reg.items' tab at the bottom of screen (a) and then clicking
on the 'Status' tab at the top of screen (b). In the 'Status' tab-sheet select the 'Vip' event and click on
'Hide'. The 'Vip' item is no longer available to your participants.
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Ed'ltl OrderI Statusl Ed\tl Orderl Statll5|
Upp Title Low L= Extra
Deelnemer
Student Student
vIp VIP
Fields Reg_-,temsl FDrmsI FweldSI Reg.items | FurrnSI b
Ed'ltl Drderl Status
:> Upp Title Low Personal data delegate
Personal data delegate... Family name
Family name
Initials Initials™*
First name
Brefix (2.g. van)
Title (=.g. Prof.) First name
Gender
Company / Institute Prefix (e.g. van)
Department
Job title Title (e.g. Prof.
Address (e ) b
Post code EEriEr O female
S — oz
Telephone Company / Institute
Fax
=-mail address
Web site LEIENTIETE
Communication .
Remarks Job title
Register as:
Nexct Address™
Post code™
City*
r.,usl Reg.mamsl Forms )
Country™ w
Page preferences Telephone™
back to module Fax
back to congress

The configuration screen of the ‘Country’ item offers you an extra option — you can remove countries
from the list from which the participants can make their selection.

Select the country in the left hand section of the screen then click on 'Lst' and the following screen
appears.

£ Content - Dialoogvenster van w... ||

[&] http://admin.eventure-online.com/evi + |

Afghanistan

Albania

I Algeria
American Samoa

Andorra

Angola

Anguilla

Antarctica

Antigua and Barbuda

Argentina

Armenia

Aruba

i

|@ Internet | Beveiligde modus: ingesct

If you want to hide a country from participants, select the country in the screen above and then click
on 'Hide".

To move a country, select the country and click on '<' to move it up the list, or '>' to move it down the
list. When you have put all the countries in the order you want, click on 'Update’ to save the new order.
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After configuring the participants’ personal data form, click on the ‘Forms’ tab. The next step we are
going to look at is configuring the form for accompanying persons - the ‘Accompanying persons index’.

3.4.1 Pull-down menu for a field

On the administration site you can make a pull-down menu for every text field. This means you can
dictate the options from which a participant can choose for a particular field. (We have used the ‘Title’

field in the example). On the internet go to the ‘Personal data delegate’ page. Select the ‘Title’ field
and click on ‘Extra’.

o Ed"tl Orderl Statusl
T3o TiTe o a_ Personal data delegate
Personal data delegate... Family name™
Family name
Initials Tnitials™
First name
prefix (a.g. van EReER
Gender
Company / Institute Prefix (e.g. van)
Department
Job title Title {e.a. Prof.)
Address
Post code ey
City
Country .
Telephone Company / Institute
Fax
e-mail address
Web site Department
c icati
Remarke " Job title
Register as:
et Address™
Post code™
City™
Fields | Reg.items | Forms |
Country™

The following screen appears.

] Edit — Dialoogvenster van webpaginaliil ‘ = |
[ &) nttp:/7admin.eventu I feventure/admin/1 ? i 164 &eid= guage=I ~ |
properties
Text Field Save
® Pulldown Field [ cancel |

Pulldown options

Ing.
Ir.

http://admin.. nline.com/event @ Internet | Beveiligde modus: ingeschakeld

In the screen above you can choose whether you want the use the field as a free text field or a pull-
down menu. You make your choice by selecting ‘Text Field’ or ‘Pulldown Field’.

If you opt for a ‘Pulldown Field’ you can type in the choices you want available to participants. Hit the
enter key when you have typed in an item to indicate it is the end of the item.

The participant will see the example above as follows:

Title (e.q. Prof.) v
Gender™ we
Ing.
Ir.
Company / Institute Dr.
Drs.
Department Mr
Job title

The participant cannot enter the text he or she wants but must choose one of the items in the pull-

down menu. Just like a ‘normal’ text, the selected text can be changed off-line in Eventure where there
is no pull-down menu.
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3.5 Accompanying persons index

The participant can use the ‘Accompanying persons index’ form to register who will be coming with
them. The illustration below shows the ‘Accompanying persons index’ screen as it appears to you
when you want to configure it.

0 Ed'ltl Drderl Statusl .
— Accompanying persons
Accompanying persons
Add a new person Add a new person
delete
MNext
Previous [prefilled] delete

Fields | Fec.items I Furmsl

Page preferences

back to moduls
back to congress

a.

You configure the items in the same way as explained earlier. As soon as an accompanying person
has been entered their name is shown instead of the word ‘[Prefilled] (a).

Click on 'Forms' then select ‘Add accompanying person’ and the ‘Add accompanying person’ screen
(b) will appear.

3.5.1 Add accompanying person

In the ‘Add accompanying person’ screen shown below you can configure the form with which
participants register accompanying persons.

o Edit Orderl Status .
- Add accompanying person

Add accompanying parsa... .
Family name Family name*
Prefix (2.g. van)
Initials Prefix (e.g. van)
First name
Title {2.g. Prof.) .
Gender Initials
Mext
Pravious Firstname

Title (e.g. Prof.)

Gender’ O female

O male

Fields | Feo.items I Forms |

Page preferences

back to module
back to congress

b.

After configuring the ‘Add accompanying person’ screen click on ‘Forms’ then select 'Change
accompanying person'.
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3.5.2 Change accompanying person

The ‘Change accompanying person’ screen allows participants to change the data about their
accompanying persons. The accompanying persons data they have already entered is already filled-in
on the form. When you, as the administrator, are configuring the form the word ‘[prefilled]’ appears in
the fields that are filled-in automatically.

n El"tl Order | Status .
- Change accompanying person

Change accompanying pe...

Family name Family name”

Prefix (e.g. van)

Initials Prefix (e.g. van)

First name

Title (2.g. Prof.) I

Gender Initials

MNext .

Previous Firstname

Title (e.g. Prof)

EEE O female
O male

Fields | Reg.items | FarmsI

Page preferences

back to module
back to congress

You should make sure that the fields and field names remain the same as in the 'Add accompanying
person' screen. When you have configured the screen, click on 'Forms' and select 'Registration
details'.

3.6 Registration details
When you click on ‘Forms' and select ‘Registration details’, the screen in which you can configure the
events appears. This screen is called ‘Registration details'.

I Ed'ltl Drderl Statusl ) ) )
S Registration details
Registration details
Please select fro... Flease selectfrom the following details:”
MNext
Previous Maandag 23 maart 2009
Sessie A F]
Sessie B O
Lunch dag 1 O EUR15.00
Dinsdag 24 maart 2009
Sessie C F
Sessie D (dl
Lunch dag 2 [F EUR15.00
Woensdag 25 maart 2009
SessieE [F]
SessieF F
Lunch dag 3 [F EUR15.00
Extra events
Fields | Reg.items I Forms I Gala Diner w EURG0.00
Page preferences
Previous || Next
A [tex]
back to congress

The events are listed in the numerical order of the event code, paragraph 4.2.1, ‘Setting-up events
(Events), Participant registration in Eventure Manual. When you change or add events the sequence
of the events codes determines the order in which they are listed.
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When you click on 'Reg.items' in the screen below you can configure the events.

o El"tl Order | Status |

Sessie A
Sessie B
Lunch dag 1
Sessie C
Sessie D
Lunch dag 2
Sessie E
Sessie F
Lunch dag 3
Gala Diner

Fields | Reg.items | Forms |

Using 'Upp’, 'Title' and 'Low' you can configure the text above the item, the title of the item and the text
below the item respectively as explained earlier.
Click on the 'Extra’ option and the screen below appears.

£ Edit -- Dialoogvenster van webpagina l_J-s:h
‘_é__ http://admin.eventure-online.com/eventure/admin/specialsExtrasForm.do?action=editExtras8u v|
properties
—
group: 0 in

IR [ Cancel

Min. in
group:

number: 1

Participant

Scientific Committee
Organizing Committee
Student

ml »

Categories

1

Event visible for Participant/Group
Participant V] Group [V

maximum available: 0 used:2

http://admi @ Internet | Beveiligde modus: ingeschakeld

You can include an event in an event-group. A participant may only select one event from each event-
group. You indicate this in the 'group’ field.

In the 'number field you can specify the maximum number of times this event may be ordered. If you
type in 1 the option becomes a checkbox on the screen (a.) and this event may only be chosen once.
If you fill in another number, for example 3, the option becomes a drop-down menu on the screen (b.)
and may be ordered a maximum of three times.

Sessie B i Sessie B I

a.
Lunch dag 1 -

Dinsdag 24 maart 2
Sessie C .

SessieD ]

‘Catagories’ and ‘Group’
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When you use the module ‘Categories on Internet’ you can indicate per ‘Event’ which one will be
shown per category.

For example:

You have a group ‘Vip'. You want this group of participants to register, but you don’'t want to show the
prices for this group. This is what to do. Make an VIP event in Eventure (offline). Add no price to this
event. Reload the participant data to the internet. On the administration page you have to go to the
‘Registration Details’ page and select the event with the price. Go to the option ‘Extra’. Select at
‘Categories’ the participant categories who have to see the price (for example ‘Member’ and ‘Non-
member’). Press the ‘Save’ softkey. Do the same at the VIP event without the price. Now select the
VIP category and press the ‘Save’ softkey.

When a VIP participant will register and has selected the VIP category in the welcome screen, only the
VIP event without price will be shown. For all the other participants the event with the price will be
shown.

Itis also possible to male questions which have an open answer. You can use the fields ‘Free
field1’,.'Free field2’ etc. The data of the fields will be in Eventure in the ‘Free fields’ tab at the
participant data.

3.6.1 Event counter and hotel counter

On the internet you can specify a maximum number of participants for an REvent (registration details).
This counter only works for registrations via the internet.

You can also decide whether an event should just disappear from the screen if it is full or whether a
text stating the event is full should appear.

On the congress settings page on the internet you see the following components.

Check to hide event when max number is reached: O
(Unchecked shows stated text) |sorry, this event is fully booked

Check to hide room when max number is reached: il
(Unchecked shows stated text) |sorry, this hotel iz fully booked

Put a tick in the ‘Check to hide event when max. number is reached’ checkbox and an event that is full
will disappear automatically.

The ‘Check to hide room when max. number is reached’ checkbox works in the same way for hotel
rooms.

It is also possible for the event or hotel to remain visible if it is full but with a text behind it saying it is
full. To do this the ‘Check to hide’ checkbox must be empty.

Type in the text you want to appear in the field next to ‘(Unchecked shows stated text)'. You could, for
example, type in ‘Sorry, this event is full’ or, for the hotels, ‘Sorry, this hotel is full’.

When you have finished making the changes confirm them by clicking on the update Update

button.

You can prepare the event and hotel texts separately.

To do this you make two new items in the Preference’ page. The ‘CSS on the internet’ manual tells
you how.

The name for the event counter text is textMaxREvent.

The name for the event counter text is textMaxRoom.

When you go to the ‘Registration details’ page you can fill in the maximum number of participants per
event. On this page go to the ‘Reg.ltems’, select the event for which you want to set a maximum and
click on ‘Extra’
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Ed'ltl Drderl statusl
; Sessiz A

Sessie B
Lunch dag 1
Sessie C
Sessie D
Lunch dag 2
Sessie E
Sessie F
Lunch dag 2
Gzla Diner

Fields | Reg.items I Forms I

The screen below will appear.

| Edit -- Dialoogvenster van webpagina (]

[&] nttp://admin. line.com/ fadmin/ rm.do?action=edi |

properties

- Max. [ save

group: 0 in

number: 1 =i

Participant

Scientific Committee
‘ Organizing Committee

Categories £
Student x

Event visible for Participant/Group
Participant (V| Group V]

maximum available: 0 used:2

httpi//admi @ Internet | Beveiligde modus: ingeschakeld

In this screen you can specify the maximum number of participants for an event by typing in a number
next to ‘Maximum available’. In the example you can see after the maximum available ‘used; 2. This
means that two participants have already registered for this event on the internet. Be careful, these
could be participants who have started to register but not yet finished registering. If a participant does
not complete his or her registration within half an hour or so, his or her ‘booking’ of any event with a
maximum number of participants will be cancelled. This is to prevent people filling places at an event

although they will not be attending. If the maximum is ‘0’ this means there is no maximum number for
a particular event.
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You set the maximum for hotels in the ‘Hotels’ page. There are two different hotel counters.
The first is used when the hotel has rooms in an allotment. To set this select ‘Reg.ltems’ and
select the hotel. Then click ‘Extra’.

_ Edit I Orderl Status |

::> Upp Title Low Lst|Extrs |
Best Western Pho...

Hilton Internati...
Starhotels Business Pa...

Fields l Reg.itemsl I Forms |

You see a screen similar to this:

] Edit - Dialoogvenster van webpagina %)

’é http://admin.eventure-online.com/eventure/admin/specialsExtrasForm.do?action=editRoomsé |

Hotel: Best Western Phoenix Hotel
rooms

Double Room maximum available: 0 used:0 minimum nights 0

Single Room maximum available: 0 used:2 minimum nights 0

Single suite deluxe maximum available: 0 used:0 minimum nights 0
hotel

Best Western Phoenix Hotel  maximum available: 0 used:2

[ save |

| cancel

http://admi @ Internet | Beveiligde modus: ingeschakeld

Do not fill out anything in the hotel room counters. Just put the maximum for the entire hotel
next to ‘maximum available’.
In the example screenshot you see that there has been 5 double rooms selected and one

single. The maximum for the hotel is 7 so there can be one more room selected. This can be
either a single or a double room.

When you do not work with an allotment; just set the maximum for a particular room in the

same way as you do with the events. A maximum of O (default) means there is no maximum
for that room.
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3.7 Transport

If you click on the 'Forms' tab and then select ‘Transport’, the screen in which you can configure the
transport data appears. This screen is titled ‘Transport'

In the ‘Transport’ screen (shown below) you can configure the form via which the participants can
register for transport to and from the congress.

Eﬂitl Orderl Statusl
Transport
Transport X
Arrival Arrival
Date: ) — —
Time: Date: 3 - Mar [»|-| 2009 %
Type of transport: .
:;p " Time: 15 v -| 05 |»
Type of transport: w
Remarks:
Re=rn.arl'c-s: o
Departure Departure
Date: Date: 2 . nna
Time: 3 | -[Mar % (-] 2009 =
‘[‘,rpe of transport: Time: 505 v
Type of transport: w
Remarks:
Re=rn.arl'c-s: o -
Masct Previous
Pravious
Fields | Reg.items | Furmsl
Pzge preferences
back to module
back to congress
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3.8 Hotels
The ‘Hotels’ screen enables you to configure the hotel form. You access this screen by clicking on
'Forms' and then on 'Hotels'. The illustration below shows the ‘Hotels’ screen.

= Editl OrderI Status |

Upp Title Low Lst Extra
Brenda Hotel

IMpact Hotel No hotels booked
Share hotel

Hotels

You have selected the following hotels.

Hotel and room type

Please choose a hotel by clicking on the button:

Brenda Hotel

(O Double room*** EUR 200.00
(O Single room**** EUR 150.00

Fields I Reg.items I Forms I

IMpact Hotel

Page preferences

back to module
back to congress

(O Single room EUR 125.00

Share hotel

(O Double room EUR 100.00

The screen is divided into two sections. The top section shows what the participant sees if he or she
has already booked a hotel room. The bottom section shows what the participant sees if he or she has
not yet booked a hotel room.

The available hotels are listed with the highest starred hotels at the top of the list. The other sort option
available is in the order of the hotel numbers you have entered in Eventure.

By clicking on the circle the participant sees the ‘Hotel booking specifications’, screen paragraph 3.8.1,
‘Hotel booking specifications’, via which he or she can book a room in the selected hotel.

After you have configured the necessary components you can configure the hotel booking
specifications.

In the above screen is an example of added pictures of the hotels. When the participant clicks on one
of the pictures, the internet site of the hotel will be opened.

It is also possible to set a maximum number of participants per hotel. This works in the same way as
at the r-events. How to use this can be read in paragraph 3.6.1 Event counter and hotel counter
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3.8.1 Hotel booking specifications

To configure the details of the hotel booking, click on 'Forms' and then 'Hotel booking specifications'.
The ‘Hotel booking specifications’ screen appears as shown below’.

_| EBdit| Order | Status

Hotel booking specific...
Please fill in for
Humber of rooms:
Arrival date:

Departure date:

Total number of nights...
Total te pay:

Hotel deposit:

Sharing raem with:
Remarks

Mext

Bravious

Fields | Regitems | Forms

Eage preferences

back to module
back to congress

Hotel booking specifications

Please fill in for
MNumber of rooms

v

= Set number of rooms to zero to cancel your booking

Arrival date:
Departure date

Total number of nights:
Total to pay
Hotel deposit

Sharing raom with:

Remarks

3 |- Mar % |-

¥ |[-|Mar ||

prefilled
prefilled
prefilled

The following components of this screen deserve special attention:

e ‘Fill-in for”

If the participant has chosen a hotel the name of the hotel and room type is shown here.

e ‘Number of nights’:
Next to this field is the message "*To annul your reservation enter nil as the number of rooms’.
This enables the participant to annul the hotel reservation in the following way.

When the participant goes back to the ‘Hotels’ screen the hotel where a room has been
booked is selected in the first section of the screen. The participant arrives in the ‘Hotel
booking specifications’ screen and selects ‘0’ in the ‘Number of rooms’ drop-down menu.

3.9 Way of payment
Click on 'Forms' and then 'Way of payment index' and the ‘Way of payment’ screen appears. This
screen shows an overview of the different payment methods you can configure. The participant sees
this screen when he or she has clicked on ‘Confirm registration’ in the ‘Registration index’ screen’. The
‘Way of payment’ screen is shown below.

Edit | grder | Status

Way of payment
On-line credit card

Fax form credit card

By invaice

Send payment sepearatly
I sccept all booking a...
Previous

F"HSI Reg.items Furmsl

Page preferences

back to module
back to congress

Way of payment

Fl= accept all booking and cancellation conditions

Previous
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The various methods of payment are dealt with in the following order:

e On-line credit card payment (On-line credit card),

e The possibility of printing-out a fax form for the credit card details (Credit card fax form)

e Pay via an invoice (Via invoice)

e Pay via another method.
After going through one of these ways of payment the participant sees an overview of the registration
data, see section 3.10, ‘Filled-in registration form’.
The fourth option ‘Pay via another method’ takes the participant directly to the registration data
overview. By doing this the participant indicates that payment will be via a different method, such as
bank transfer.

3.9.1 On-line credit card

The on-line payment via credit card option is only available if you have an arrangement with a
company that processes credit card payments via the Internet. Parthen Impact can provide information
regarding such an arrangement.

3.9.2 Credit card fax form

The second payment method option offered is a fax form that the participant can print out, fill in and
fax. The ‘Credit card fax form’ screen is shown below.

Edit Orderl Status
Fax Form
Tao use this form follow the three steps below:
Fax Form . . n " " o
Description 1. Print this page by using the print functionality in your browser.
Congress name: 2. Complete the form and fax it to: [fax number]
Participant 3. Click the continue button
Amount to pay
Login name
Cradit card detzils
Address Description
Credit card company
Credit card number Congress name: prefilled
Expiration date (month... i i
Address Participant prefilled
Mame credit card owner Amountto pay [prefilled]
CVC-code .
Signature Lagin name prefilled
Mext
Previous
Credit card details
Address
Credit card company
Credit card number
Expiration date {monthiyear)
Address
Fields | "=o.it== | Forms | Narme credit card owner
CVC-code
Page preferences
back to module SITELE
back to congress

You can configure the components in the screen above separately so that you have a fax form that
fulfils your requirements.

If the participant opts to use the fax form, the following information is filled-in automatically by the
application:

e ‘Congress name’:
The title of the congress.
e ‘Participant’:
The participant’s family name, initials and, if applicable, prefix.
e ‘Amount to pay’:
The total amount the participant must pay for the congress.
e ‘Login name’:
The user name the participant filled-in when he or she logged in to the system.
Tip:
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You must still fill-in your fax number in the explanatory text at the top of the fax form.

3.9.3 Invoice address

The participant may also ask to be sent an invoice for the amount he or she must pay. You can specify
the information you wish to receive from a participant who asks for an invoice in the ‘Invoice address’
screen shown below.

Edit Drdarl Status .
Billing address
Billing address Company ! Institute
Company / Institute
Department Department
Title {=.g. Prof.)
Initials Title {e.g. Prof)
Prefix (2.g. van)
Family name A
Address Initials
Address
Post code Prefix (e.g. van)
City
Country Family name*
Telephaone
Fax .
e-mazil address Address
VAT number
Nesxt Address
Pravious
Postcode”
City*
Country* -
Telephone”
Fax
Fields | Reg.items | FarmsI e-mail address
Pags orefsrances VAT number
P e, =

A participant who opts to pay via an invoice sees the form above with all the data already filled-in
automatically by the system. The participant can, if necessary, make changes to the data.
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3.10 Filled-in registration form
After the participant has worked through all the way of payment screens, an overview of all the data he
or she has filled-in appears — the ‘Filled-in registration form’ screen shown below.

o Editlomg. Status

Yourregistration form

Ta print your registration form use the print option in your browssar.
Participant

Famity name

Initials

First nams

Company | Institute
Department
Job titke

Comms

Ramarks

Accompanying persons
[prefilled]

Transport data
[prefilled

Selected items
bookings numbar Price Excl. VA

prefiled 2 EU T

Taital esecl VAT EU
Total VAT EU
Total E

Billing address
Company | Institute.
Department

Famity nams
Add

Country
Telephone
Fax

e-mail address.

WAT number

"1 accept all booking and cancellstion conditions

This screen comprises three sections. The top section contains the participant’s personal details. The
middle section lists the events for which the participant has registered.

The bottom section shows the invoice address the participant has given. If the participant has not
filled-in any invoice address data, this section is not visible.

When, after checking all his or her registration data, your participant clicks on the ‘Register’ button, the
registration is definite. From this moment on the participant may view his or her registration details but
not change them.

You can alter some of the component labels. The labels you cannot alter, such as the labels for the
personal details and the invoice address are shown in the same way as the labels you have
configured in paragraph 3.4, ‘Personal data participant’ and paragraph 3.9.3, ‘Invoice address’
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3.11 Thank you for your registration
After the participant has finished registering for your congress he or she sees a ‘Thank you’ screen as

shown below.

Ed'ltl Order statusl ) )
I - Thank you for your registration
Thank you fer your reg... Your registration has now been completed

You can still use your login name to enter the registration application.
However, you can only get an overview of your registration form - you cannot make any changes.

Back to site

Fields | Reg.items | Farmsl

Page preferences

back to module

back to congress

In the ‘Thank you for your registration’ screen you can configure both the title and the text. You can

then configure the ‘Back to congress site’ link. As a standard this link is to http://www/parthen.nl.

To change the link, type in a different url link via the ‘Low' text 'Thank you very much for your

registration' by selecting the current link and clicking on =
Once you have configured the thank you, you can configure the e-mail confirmation.
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3.12 E-mail registration confirmation

You access the screen below via 'Forms' and 'E-mail registration confirmation'.

o Ed"tl Order Statusl To: [prefilled]

From: impact@parthen nl

Dear Mr./Mrs.

Accompanying persons
Transport data

You have submitted the...

BCC: BCC
impact@parthen.nl Subject: Register submnission
BCC
Register submission
Dear Mr. Dear Mr.,
Dear Mrs. Dear Mrs.,

Dear Mr./Mrs. ,
You have submitted the following data:

Selected itemns Family name
Billing address Initials
First name

Prefix (e.q. van)
Title (e.qg. Prof.)
Gender
Company / Institute
Department
Job title
Address

Post code

City

Country
Telephone

Fax

e-mail address
Web site
Communication

back to module Remarks
back to congress

Fields | R2g.it=m= | Forms |

Page preferences

Accompanying persons
[prefilled]

Transport data
[prefilled]

Selected items
bocokings number
prefilled HH

Total excl. VAT
Total VAT
Total

EUR

EUR
EUR
EUR

Price Exc

This screen shows an overview of the data that will be included in the e-mail sent to participants who

have completed a registration.

You can alter some of the component labels. The labels you cannot alter, such as the labels for the
personal details and the invoice address are shown in the same way as the labels you have
configured in paragraph 3.4, ‘Personal data participant’ and paragraph 3.9.3, ‘Invoice address’.
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3.13 E-mail password forgotten
The last component you can configure is 'E-mail password forgotten'. The screen below appears.

o Ed"tl Order Statusl To: [prefilled]

Title From: impact@parthen nl
Subject: Password forgotten

impact@parthen.nl

Dear Mr.

Dear Mre. Dear Wr.,,
Dear Mr./Mrs. DearMrs. |
password

Dear Mr./Mrs. |
Your password is below
password

Fields Rag.itemsl Formsl

Page preferences

back to module
back to congress

This screen shows the data that will be included in the e-mail sent to participants who have indicated
that they have forgotten the password they entered in the ‘Welcome screen’, paragraph 3.2,
‘Welcome’.

You can change the labels of the various components.

3.14 Colours and typefaces (Page preferences)
The ‘Page preferences’ screen enables you to change the typeface, colour and background of the
forms. You access this screen by clicking on 'Page preferences' in the administration menu.

C' eventup'e . Parthen #@5&
Con gress registration software the meeting services company
PCO's Congresses Statistics Cache Management Log out
Back to Congress participant
Page preferences Congress: ARUB2
Query Parthen IMpact bv
99999999
s
I:> yes yes Event overview page
Ves yes Welcome screen
yes no enable Free text
yes no enable  Registration index
yes yes Personal data delegate
yes yes disable 1.Accompanying persons index

2. Add accompanying person
3. Change accompanying person
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The 'Page preferences’ screen is shown below.

Tod adbove an input fleld
Family name * *

Text below an input fleld
Gender

Country

.- Background color:
Text color:

Text sze:

Weight:
bodytextabove
bodytextbelow Foot-family:
browse s

URL Logo:

E3 Source Use defack CSS

Personal data delegate

male
femate

country ~

Current style: BODY

12px

| top nght bottom left
A | margin: 80px
paddng:
v, width:
Arel b alignment: -
Source Save Cancel I

The ‘Page preferences’ screen is divided into two sections. In the top section you see the effects of
your changes. The bottom section allows you to change the settings per component. Some settings do
not affect some components. For example, you cannot change the typeface of a picture.

On the screen Meaning

Background colour Background colour

Text colour Text colour

Text size Text size

Weight Text regular or bold

Font-family Typeface

Margin (top, right, bottom, left) Margin (top, right, bottom, left)

Padding the space between the edge and content of a

component

Width Width of the item

Alignment Justification

BODY Layout of the background, such as colour, margins and justification

TABLE Layout of the text of an entry field and the area containing all the fields and
texts. Excl. justification

TD Layout of the text next to an entry field and the area containing all the fields
and texts. Incl. justification

TH Layout of fields next to checkboxes, e.g. registration date

SELECT Layout of the drop-down menus, e.g. country list

TEXTAREA Layout of a text box, e.g. remarks

.blocktitle Layout of the block titles, e.g. Have you forgotten your password?

.bodytextabove Layout of the text above the options in registration details

.bodytextbelow Layout of the text under the options in registration details

.browse Layout of the text and background of fields where there are “fields” for data

.button Layout of buttons, e.g. continue

.checkbox Layout of checkboxes, e.g. events

.currency Layout of currencies, e.g. EUR

.date Layout of the date in entry fields, e.g. date of birth

.dates Layout of the date for p-events

.email Layout of the e-mail entry fields

.explanationlable Layout of the additional explanatory text by a field, e.g. max 100 words, or
(to delete select 0)

.externallink Layout of the link to an external page, e.g. the link if you have filled
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everything in

faxlinefield Layout of the lines on the credit card fax form

.hotel Layout of the hotel name

.internallink Layout of the links to one of the registration pages, e.g. the links in the
registration index

label Layout of the text for an entry field, e.g. family name

.logo The Internet address of the logo, e.g. http://www.parthen-
impact.com/images/logo_beheer.gif

.pagetitle Layout of the page title, e.g. registration Index

.pagetitlesmall Layout of the headings in the summary page, e.g. selected items

.password Layout of the password field on the welcome page

.pevent Layout of the p-events

.price Layout of prices, e.g. 100,00

.pricelabel Layout of the text by a price, e.g. the price is:

.radio Layout of a radio button, e.g. sex

.registerbox

Layout of the area behind the categories of registration and the relevant
prices. The same for events and hotels

.required Layout of the obligatory field indication, e.g. “*”
.revent Layout of the r-events

.submit Layout of the confirmation buttons, e.g. continue
text Layout of the entry fields

Click on the “Edit Source’ button and the following screen appears.

BODY {
FONT-SIZE: 1Zpx;
MARGIN-LEFT: S80px;
FONT-FAMILY: arial;
1

TABLE {

1

I

FONT-SIZE: lZpx;
VERTICAL-ALIGN: top;

1

TH {

FONT-WEIGHT: normal;
FONT-SIZE: 1Zpm:i
VERTICAL-ALIGN: top;
TEXT-ALICN: left;

1

SELECT {

COLOR: #00aZde;

1

TEXTARER {

WIDTH: 250pxi
COLOR: g00azde;
FONT-FAMILY: arial;
HEIGHT: 100px;

1

.blockritle {

1

.bodytextabove |

1

.bodytextbelow |

1

BORDER-COLLAPSE: collapse;

BACKGRCOUND-CCLOR: #eBelea;

A

1

In the bottom half of the screen you can make changes directly in the html code.

e Tip:

Changes made directly in the html code must be very precise. Before you start make a
copy of the settings you have already entered by clicking on the 'Edit Source' button,
selecting all the text on the screen and then copying and pasting it, for example into a
Word file.

You can also select the entire contents and copy them, for example you can copy the participant
registration page and paste it into the abstract registration page.
This means you need only prepare a lay-out once because you can then use it for the entire congress.
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3.15 Registered participants summary (Query)
The ‘Query’ screen allows you to view the database on the Internet.
You access the 'Query' screen by clicking on ‘Query’ in the administration menu.

d-

—

eventure

Congress registration software

PCO's Congresses Statistics Cache Management

Back to Congress participant
Page preferences
Query

Available

yes Event overview page

yes yes Welcome screen

ves no enable  Free text

yes no enable  Registration index

yes yes Personal data delegate

yes yes disable 1.Accompanying persons index

2. Add accompanying person
3. Change accompanying person

Parthen #@2@

the meeting services company
Log out

Congress: ARUB2

Parthen IMpact bv
‘99999999
Extended

In the 'Query' screen you can view the data related to the 'Participants’, the selected 'Hotels' and the
selected 'Events' per participant.

(’

Back to Module
Back to Congress
Page preferences
Query

eventure

Congress registration software

PCO's  Congresses  Stafistics  Cache Management  Log out

Aruba 2
Congress: ARUB2
Parthen IMpact bv
99999999

Extended
Make a choice:

bartcpants | torois | events |t submiioa | “paymon |

Parthen #@3@

the meeting services company

Below is an example of the 'Participants’ summary. The status column indicates whether or not the
participant has definitely registered (1) or has yet to submit a registration (0).

-

Badk to Module
Back to Congrass
Page preferences

Query

eventure

Congress registration software

Parthen #@7&

the meeting services company

PCO's Congresses Statistics Cache Management Log out
Aruba 2
Congress: ARUBZ
Parthen IMpact bv
99999999
[id [username ___[password_[name _______Jaddress | postalcode _ registerDate
1 brends brends Jansen, Brenda Branduweg & 1234 A4 Bravkelen  Nedersnd r';‘:::t’ branda jansen@parthen nl 0 000 31-07-2008
2 VNUEDAY VE0DO1 null brs sen@parthen nl 0 000
3 VNUEDAY VEO0DO2 null brs sen@parthen.nl 0 000
4 VNUEDAY VEO0DO3 il br: sen@parthen.nl 0 000
5 hotels hatels Jdj J J J Jamaica J trends jansen@parthen nl 0 000
B wazer wasier HHh Hj 4 Hj Jamaica H brands jEnsen@partnen nl 1 000 25-08-2008
T et ertert dfv,dfv dvd vdf v wdf Guam fdv impact@parthen.nl 0 000
& 12345678 12345878 h.hh h hh u Yemen Wh'h brenda jansen@parthen.nl 0 000
LTa—
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3.16 Registration status

You can specify the status of the registration at the bottom of the registration form administration
menu. When you have only just set up a congress nothing has yet been activated. At the bottom of the
screen you see 'Module status: New'.

‘» eventure Parthen 2@5@

Congress registration software the meeting services company
PCO's Congresses Statistics Cache Management Log out
Backto Congress participant
Page preferences Congress: ARUB2
Query Parthen IMpact bv
99999999
Available Extended
yes yes Event overview page
yes yes Welcome screen
Vs no enable  Freetext
ves no enable  Registrationindex
yes yes Personal data delegate
ves yes disable  1.Accompanying persons index

2. Add accompanying person
3. Change accompanying person

ves yes disable Registration details
ves yes disable Transport
ves yes disable 1.Hotels
2. Hotel booking specifications
ves yes disable  1.Wayof payment index

2. Online payment
3. Fax form credit card
4. Billing address form
5. Bank payments

yes yes Filled Reqgistration form
yes yes Thanks page
yes yes E-mail participant submission

E-mail password forgotten

Goto login: hitp:lfwww.parthen-impact comieventurefwelcome.doMype=paricipant&congress=4 ARUB2

Module status: Active

Register U Closed

HNew registrees accepted Yes Mo Mo Mo
New registrations accepted Yes Yes Mo MNo
View completed registrations Yes Yes Yes No

To activate the site for participants, click on 'Active'. The first message (a) will appear.

Answer the question ‘yes’ by clicking on OK and the page is activated for your participants. The
'‘Module Status:' changes to 'Active’ (b). The 'Active' button text is bold as is the text below the button.
Answer the question ‘no’ by clicking on the ‘Annul’ button and you will return to the registration form
administration menu without anything being changed.

Windows Internet Explorer &J Module status: Active

Register View Closed

You are about to activate the module.

{ o ) Visitors will have access to this module. " L r.egtisttr.ees a D::g :es :,m :D :D
Do you want te continue? ) Schss B |ons.acl:sp (= = < L
View completed registrations ~ Yes Yes Yes Ho

[ ok | [ Annuleren |

a

The status section of the screen includes a table. Reading horizontally you see the status of the
registration form. Reading vertically you see the variables that determine the status.
The status will be explained in paragraph 3.16.1 Status explanations.

To view the registration page as the visitors will see it, click on the link behind 'Go to log in:". You will
first see a message saying that you are logged-out.
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[ =

\
Windows Internet Explorer 7‘
V.

{ | you will be logged out.
Continue?

[ OK |[ Annuleren ’

.

A new Internet site is now opened in your browser and the full address of the registration form for your
congress can now be seen in the Internet address bar — for example:
http://parthen-impact.com/eventure/welcome.do?type=participant&congress=4_EVENL.

e Tip:
You should inform your congress website administrator the Internet address so that a ‘link’ to
the registration form can be set-up.

The last component on the administration screen we are going to look at is the screen with which you
can configure the status of the registration process.

3.16.1 Status explanations

Now you know about the most important screen data we will explain the four different statuses of the
registration form.

e ‘Active’
Your participants can request a user name and password so they can view, enter, add to or
change their registration data.

e ‘Register’:
Your participants may no longer request a user name and password. Participants who have
already done so may view, add to or change their registration data.

o ‘View:
This means your participants may only view their registration data by logging in using their
user name and password.

e ‘Closed’
This is how you close the entire registration. No more user names and passwords may be
requested and participants may no longer view, add to or change their registration data.
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4 Importing Internet registration data into Eventure

The data your congress participants have registered via the Internet can be downloaded into Eventure
at any time. Select ‘File’ from the menu and then ‘Download from Internet’. You can also click on the
icon in the menu (see below).

P CURSUS EVENTURE : EVENTURE for Windows : Version 4.31

File BasicData Modules Windows Info

S @ © ¥ | ¥ R U

Conferences  Countries Languages Monetary u... Download Participant Module  Abstract Module

The following topics are dealt with in this section:

e Downloading Internet registration data into Eventure,
e Evaluating registration data.

4.1 Downloading Internet registration data into Eventure

When you want to download Internet data and have either selected ‘File’ from the menu and then
‘Download from Internet’ or clicked on the icon, the ‘Import Internet Files’ screen appears as shown on
the left below.

W Import Internet Files =) & = B Import Intemnet Files o 8 e
CONFERENCE - CONFERENCE IMPAC A JEEAC
Last Updated : Download Registration Files Last Updated : / / Download Registration Files |

Last Updated - [ Download Abstact Files \ Last Updated : / / \ Download Abstract Files |

Dowrload orly reviewer scores

New Regi Log | | Total Log

Download oriy new records £l Dowrload only reviewer scores

ions for all

Participant Data
Participant Data

New participants : 2 Import New participants
Skipped participants : 1 Import Skipped participants
Rejected participants : 1 Import Rejected paticiparis
Author/Abstract Data
Author/Abstract Data
Close
o] === BE

The ‘Import Internet Files’ screen comprises four components:
e Choice of congress (Conference):
You use this drop-down menu to select the congress for which you want to download the
registration data from the Internet.

e Downloading registration data from the Internet:
In this section of the screen you can start the download by clicking on the ‘Download
Registration files’ button. When it has been downloaded the registration data is stored in a
buffer. You can then decide whether or not you wish to import individual registrations into
Eventure.
The field next to the ‘Last Updated’ label shows the date on which you last downloaded data
as shown in the right hand illustration above.

e Status of the downloaded participant registration data (Participant Data):
This section shows the status of the downloaded participant registration data.
This section can show three different types of data: New participants, Skipped participants and
Rejected participants.
The box next to the ‘New participants’ label shows the number of new registrations that have
been downloaded this time.
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The box next to the ‘Skipped participants’ label shows the number of registrations that you
have temporarily skipped for reasons you have specified.

The box next to the ‘Rejected participants’ label shows the number of registrations you have
rejected.

By clicking on the ‘Import New participants’, ‘Import Skipped participants’ and ‘Import Rejected
participants’ buttons you can view the registration data and decide whether to accept the data,
reject it or skip it temporarily (Skip), see paragraph 4.2, ‘Evaluating registration data’.

Status of the downloaded abstract registration data (Author/Abstract Data):

This shows the status of the downloaded abstract data. Downloading this data is dealt with in
paragraph 6.1, ‘Downloading Internet abstract data into Eventure’ in the Abstract handling on
the Internet Manual.

When Eventure has downloaded the registration data from the Internet you will see the following
message.

Download ready |_

|

The download of participants is ready!

s

Clicking on ‘OK’ will enable you to view and evaluate the registration data per registered participant.

4.2

Evaluating registration data

The screen showing the registration data comprises six tab sheets and a number of fixed items of
information that always remain on the screen when you switch from one tab sheet to another.

?- Import data: CHAMGED DATA OF ALREADY REGISTERED PARTICIPANT == ]
; . : _ : Import
Reconds still to read: 3 Reconds accepted : O Records skipped: 0 Records rejected: 0 @ Per Record
) All at once

Participant Data | Events I Hotels I Accompanying Persons I Transport | Payments

Intemet_Id : 1 MAF Male B
Import Data in
Famity Name : Stam EVYEMTURE
Initials : D Infix :
Title :
Firstname : Daniel
Function : Support Engineer
Company/Institute : Parthen IMpact
Department :
Address : Bloys van Treslongstraat 30-2
Postal Code +City : 1056 XB AMSTERDAM
Country THE NETHERLANDS
Telephone : 020-5899999
Telefa
E-mail: i
daniel. vanderstam@parthen.nl Close/Stop

The following are the fixed items of information:

‘Records still to read’:
The number of participant registrations still to be processed.

‘Records accepted’:
The number of participant registrations that you have accepted and imported into Eventure.
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e ‘Records skipped’:
The number of participant registrations you have skipped.

e ‘Records rejected’:
The number of participant registrations you have rejected.

e ‘Import”:
Here you can indicate whether you want to import the participant registrations one at a time
(Per record) or all at the same time (All at once).

e ‘Import Data into Eventure’ button:
Click on this button to import the selected participant registrations definitively into Eventure.
You have the option of producing a print-out of the form as the participant filled it in on the
Internet whilst it is being imported into Eventure. The following screen appears.

Print registration form 7 ‘ Bl

[ n | [ e

-
\ Do you want to print a registration form fer archive purposes?
M

Answer the question by clicking on “Yes’ and the form shown below will be printed-out.

PARTICIPANT INTERNET REGISTRATION
REGISTRATION NO: 4

Conference : Test congras voor Eventure

ntemet id : 1

Name Jansen

e ‘Skip Data’ button:
Clicking on this button puts the selected participant registration back in the buffer.

¢ ‘Reject Data’ button:
Click on this button to reject the participant registration.
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The ‘Import data’ screen includes the following tab-sheets:

‘Participant Data’;
‘Events’;

‘Hotels’;

‘Accompanying Persons’;
‘Payments’;

‘Transport’.

4.2.1 Participant Data

The first tab-sheet is the ‘Participant Data’, tab-sheet shown below.

-

‘-‘o Import data: CHANGED DATA OF ALREADY REGISTERED PARTICIPANT

Records still to read: 3 Records accepted : 0 Records skipped: 0 Records rejected: 0

Participant Data | Events | Hotels I Accompanying Persons | Transport | Payments

Intemet_id 1 WF: Male
Famity Mame : Stam

Initials : D I :
Title

Firstname : Daniel

Function : Support Engineer
Comparyy/Institute : Parthen IMpact

Department -

Address : Bloys van Treslongstiaat 30-2
Postal Cods + City : 1056 XB AMSTERDAM
Courtry THE NETHERLANDS

Telephone : 020-5899999

Telefax :

E-mail daniel_vanderstami@parthen.nl

EE=
Import
@ Per Record
() Ml at once

g

Import Data in
EVYENTURE

Skip Data

Reject Data

Close/Stop

PlE R

This tab-sheet shows the data the participant has filled-in on the ‘Personal data participant’ screen,

paragraph 3.4, ‘Personal data participant’.

4.2.2 Events

After viewing the participant’s personal data click on the ‘Events’ tab. The ‘Events’ tab-sheet shows
the events the participant has selected from the 'Registration details' screen, paragraph 3.6,

'Registration details’.

-

l-’o Import data: CHANGED DATA OF ALREADY REGISTERED PARTICIPANT

Records still to read: 3 Records accepted : D Records skipped: 0 Records rejected: 0

Participant Data | Events | Hotels I Accompanying Persons | Transport | Payments

Fiegistered Events by Participant

Code Event name Number
POOO1 Member (before 22/07/2008) 1

==
Import
(@) Per Record
() All at once

E

EVYENTURE

Skip Data

Reject Data

5
2
S
=]
a
by
3

Close/Stop
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The event code (Code), event name (Event name) and quantity of the event the participant has

ordered are shown here.

4.2.3 Hotels

After viewing the events for which the participant has registered, select the ‘Hotels’ tab-sheet.

i

Participant Data I Events | Hotels |Accompanying Persons | Transport | Payments

% Import data: CHANGED DATA OF ALREADY REGISTERED PARTICIPANT [= = =]
; - . = _ Import
Records still to read: 3 Records accepted : 0 Records skipped: 0 Records rejected: 0 @ Per Record
() All at once

Registered hotels by Paricipant

Import Data in
EYENTURE

Hotel Type of Room Aival

Double Room

Hotel Dasia

Departure

Number

Skip Data

Reject Data

IR R

Close/Stop

This tab-sheet shows the information related to a hotel booking the participant entered on the ‘Hotels’
and ‘Hotel booking specifications’ screens, paragraph 3.8, ‘Hotels’ and 3.8.1, ‘Hotel booking

specifications’.

The screen shows the name of the hotel (Hotel), the type of room (Type of Room), arrival date
(Arrival), departure date (Departure) and the number of rooms (Number).

4.2.4 Accompanying Persons

After viewing the hotel booking select the ‘Accompanying persons’ tab-sheet.

-

Participant Data I Events I Hotels | Accompanying Persons | Transport | Payments

. Import data: CHANGED DATA OF ALREADY REGISTERED PARTICIPANT == =]
; : : - ; - _ Import
Records still to read: 3 Records accepted : 0 Records skipped: 0 Records rejected: 0 @ Per Record
) All at once

Fegistered Accompanying Persons:

Import Data in

EVENTURE

Famityname Initials Infioe. Title

Oosterom

Lidewij

Firstname

Skip Data

Reject Data

PlE R

Close/Stop

This tab-sheet shows the information regarding accompanying persons the participant entered on the
‘Accompanying persons’ screen, paragraph 3.5.1, ‘Accompanying persons’.
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4.2.5 Transport
The following tab-sheet is ‘Transport’.

.

:- Import data: CHANGED DATA OF ALREADY REGISTERED PARTICIPANT (o ]l= =]
; ) ) = i Import
Records still to read: 3 Records accepted : O Records skipped: 0 Records rejected: 0 @ Per Record
() Al &t once

| Participant Data I Events I Hotels | Accompanying Persons | Transport | Papments

Import Data in

EVENTURE

Registered transport by Paricipant:

ARR/DEP REMARKS/FLIGHT NO:

15/03/2008 13:24 Aeroplane
DEFARTURE  24/03/2008 16:00 Aeroplane KL 374

Skip Data

HReject Data

Close/Stop

PoLE

This tab-sheet contains the data related to transport to and from the congress the participant entered
on the ‘Transport’ screen, paragraph 3.7, ‘Transport’.

4.2.6 Payments
The final tab-sheet is ‘Payments’.

-

l'a Import data: CHANGED DATA OF ALREADY REGISTERED PARTICIPANT [o[= |[==]
. = - Impart
Records ill to read: 3 Records accepted : 0 Records skipped: 0 Records rejected: 0 @ Per Record

| Participant Data I Ewents | Hotels I Accompanying Persons | Transport | Payments

Import Data in
EYENTURE

-

Registered Payments by Participant:

EVENTS PAYMENT HOTEL PAYMENT WAY OF PAYMENT DATE OF PAYMENT

400,00 CC online

Skip Data

Reject Data

Cloze/Stop

This tab-sheet contains the information related to the participant’s on-line credit card payments. The
amount the participant has paid on-line with the credit card for the events (Events payment) and the
hotel (Hotel payment) is shown.
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When you have viewed all the data you can decide what you want to do with the registration, as
explained in paragraph 4.2, ‘Evaluating registration data’. When you have processed all the
downloaded registrations the following message appears.

|1

End of file reached! [ = ]

All the data has been checked! The window will now be closed,
Imported: Participants (1) Events (2)

The ‘Import Data’ screen is closed and you are returned to the ‘Import Internet Files’ screen.

Your participant registration via the Internet is complete. The registration data is now stored in
Eventure in exactly the same way as if you had entered the information by hand and can be
processed in exactly the same way.
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