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1 Introduction

With Eventure all the abstracts for your congress can be registered, reviewed and scored via the
Internet.

You prepare your internet registration form in Eventure. Then you configure the form and make it
available to the authors on the Internet. When an author has registered you download his or her
registration information from the internet into Eventure. You can then process the registration
information in Eventure in exactly the same way as you would if it had been input manually (see
6Abstract handling in Eventuredé Manual)

This Manual guides you through the processing of abstract registration via the internet.

The following topics are dealt with in this Manual:

Setting-up abstract handling on the Internet,

Configuring the registration forms,

The reviewing and scoring procedure,

Scientific Committee,

Downloading the abstract information into Eventure,

Making the abstract information available to the public (searchable database).
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2 Setting-up Internet abstract handling

This section takes you through the steps you must take to publish the registration form on the internet.
Before you start setting up the internet registration you must first set-up and configure the following
components in the Abstract Handling in Eventure Manual: The type of presentation (paragraph 2.1),
the equipment (paragraph 2.2), the topics (paragraph 2.3), the reviewers (paragraph 2.3.1), and the
awards (paragraph 2.4). This information will be made available to the authors so they can make a
selection when they register their abstracts.

This section includes the following:

e Setting-up an abstract registration form on the internet,
e The administration page log in screen.

2.1  Setting-up an abstract registration form on the Internet
I'n Eventure you first select the .Y¥YdBaamalmclibkonthed menu an
6Conferencesdé icon (a) in the menu bar.

P DEMO EVENTURE : EVENTURE for Windows : Version 4.30

File BasicData Modules Windows Info

Conferences | Countries Languages Monetary u.. Download

a.

@ListConferences |E| = |E\
4 44 b BH 9

Search Conference :

COMF_ID Shart Mame Start Date Finish Date  Intemet forms = T
r 13 =

KFD KFD 16/09/2008 15/09/2008 ‘Yes
WEF  WE 22/08/2008 22/08/2008 “Yes
123 1213 07042008 07/10/2008

1617 1617 01/01/2008  20A12/2008 Yes

3270 CARDIZT0 07/08/2007  09/05/2007
3285 Efd 2008 23/04/2008 25/04/2008 ‘e

8007 1JSLAND 11/08/2008  11/08/2008

8023 8023 23/09/2008  29/09/2008 Yes

8030 RETFI&VIE 2940842008  29/08/2008

BOBO  BOBO 13/08/2008  13/08/2008 -

The o6List Conferencesb6 screen (b) appearuwan Sel ect the
Internet registration form.

The screen bel ow i ncdhaetdretsh et hoeE doi Itn tCeornnfeetrée ntcaeb Dat ad sc
not yet prepared an abstract registration form on the internet.

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

Status : Disconnected

Administration
Web site of confersnce Go to Web Site

v] [ Upload/Reload selected data |
Setup participant registration form on WWW - | [

Start Administration Site |

Setup abstract form on WWW

In the drop down menu next to the o6Upload/ Reload sele
form on WWWO3S eupanintemet Tad ssegtact registration form, cl i
selected datad button. The foll owing message appear s:
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Choice for upload

This function makes an upload of all the abstract data in EVENTURE to the internet to make
a registration form for abstracts and authors on the World Wide Web!

Be sure that you put in topics, equipment, types of presentation and awards first!

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

the abstract handling in EVENTURE

The setup of the conference can take 5-10 minutes. Please don't close Eventure or your computer
before you getthe loginfpassword or reload message.

Language: The language of the internet forms will be ENGLISH!

Have you completed the setup ofthe conference design?

Copy site from this conference: -

Yes No

The 6Starting internet upl oadd me s-gpahgtopios,equipmetits you t |
types of presentation and awards in Eventure before you can start preparing the Internet registration
form.

With the option O6Copy site from this -auboffimtheenced vy
congress site so your new conference looks the same.

I f you answer t h eEvepturewiltcopy al thevabstract régisteatod data to the Internet

and you see the o6l nternet Installation Completedd mes
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.

B FILES REINSTALLED OM SYSTEM SERVER &J

INTERNET INSTALLATION COMPLETED!

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

UserName - 46_HEID9
Password : FQOmCA
Fleaze her poor 2 &

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 are also handling the participant registration via the Internet and have already set-up the
participant registration form with the help of the Participant Registration on the Internet Manual, the
screen above does not appear. This is because you already have a user name and password i you
were given it when you set-up the participant registration form. In this case the following message
appears:

Loading succeeded! &J
The loading of abstract data has succeeded!
Click on 6Closed or O00OKOd and the screen below appears
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[5| Edit Conference Data F=2EoRx")
[ CC R T I R T e B =)
CONFERENCEID:  EVEN Short name for corference:  EVENTURE Cancsl
Main Data | V.A.T.Data | Cancellation | Credit Card Data | Registiation Types/Fees | Support | Intemet L Accept
Status : Disconnec ted
Administration
Web site of corference : Go to Web Site
[ -] Upload/Reload selected data
Setup participant regisiration fomon WWW . | o & 22 o o
Reload abstract registration data on WWW [ Stant Administration Ste |
Upload reviewer data to WWW =
Select this box f you wart ta includs the abstract registrations of this conference in the ‘Dowrload all Corferences'ist
Select this box if you need to download registrations/absiracts more then 60 days fter the congress
User name forlogin intemet :  4_EVEN PassWord:  ppakQ2
Information
V| Active conference ? a

| Start Administration Site

b.

Reload succeeded!

[E|

The reloading of abstract data has succeeded!

C.

Someoft he el ement s o0 n-sheehhave éHangédeamdsane additiomabelements have

appeared:

e The O6Upload/ Reloaddewhemeerd

I'n this drop downupmehlus t(raa)ctt hfeordnSean
WWW6 .

abstractregi stration dat

a on

¢ Reload abstract registration data on WWW:
When you do a new upload to the Internet only new components will be added. If you have
changed the names of the types of presentation (Presentation types), presentation equipment
(Equipment) and/or topics (Topics) in Eventure, the names will not be changed on the Internet.

On the Internet the labels you originally configured will remain.

datdabutdtopb:

WWWo

If you have input sessions in Eventure these are also uploaded for the compilation of the

publicdatat hat every vis
dat abased) .

itor

t o

t h eSearchabke abstacat

The sequence of the sessions is based on the order in which they were input into Eventure,
on codebo

provided that you have

e Upload reviewer data to WWW:
This option is dealt with in paragraph 4 .

11
onthelinternet6 . Thi s opti on

e OStart sel ected bdttdnmi ni strat.i

enabl

used

t he

e s

on sitebod

0esSIESS |

6up antabstrattgeviewing and scoring form

revi ewer dat a

This screen (c) appears when the abstract registration form has been set-up on the Internet

successfully.

has

br owse

t o

(s

f o

be

computeros
me nu

on

Click on the button (b), to start your
page of the abstract registration form, paragra ph 3. 1, O6Admi ni str at.

e 6User name for | og ind:
This field shows the user name you must use to access the administration page of your
Internet registration form.

e OPasswordo:
This field shows the password linked to the user name you need to access the administration
page of your Internet registration form.
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2.2 Administration page log in screen

Click on the 'Start Administration Site' button (b) and the screen below (a) will appear via your
browser.

| Start Administration Site |

(’ eventure

Congress registration software

Log in

I —
S —

e ONamebd:
Inthisfieldfili n t he wuser name shown on the 6l nterneto6 ta
field is capitals/non-capitals sensitive.

e OPassword©éo:
In this field fildl in the password indicated on t
field is capitals/non-capitals sensitive.

Click on the 60K®&é button to Il og in to the administrat
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3

3.1
When

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,

Welcom

e screen,

Abstract submission page,
Personal data author,

Abstract overview,

Abstract registration (Abstract),
Abstract images,

List of Co-authors,
Audio/Visual Equipment,

Awards,

Submit abstract data,
View page,

E-mail confirmation of abstract registration (E-mail abstract submission),
Password reminder (E-mail password forgotten),
Selecting colours and typefaces (Edit page preferences),

Abstract registration status (Module Status)

Administration menu (Welcome)
you log in the Internet abstract registration form administration menu appears. The

administration menu screen is divided into three sections:

3.1.1 Parthen title (Parthen The Meeting Services Company)

Parthen
Internet

banner
module choice

Congress data / PCO data

Participant settings:

online payment test:
Maximum number of REvents (0 is no limit)
Maximum number of rooms (0 is no limit):

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

Only show 'pay different’ when balance is 0:

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

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

Payment method:

Restrict hotel dates:

Continue with registration after choice of hotelroom

Show phone prefix:
Abstract settings:

Show pulldown with keywords in Abstract-module:
Maximum number of Co-authors (0 is no limit):

Allowed upload extensions:
(e.g. "doc,pdf,csv”. Leave empty to allow all)

Show submittedinot submitted abstracts in separate.
lists

on abstract submission page:

Reviewer settings:
Hide PDF symbols on abstract reviewing page:
Group settings:

Allow creating groups:

URL leaving group page:
 Back |

open finished
Participants: 17 10
Abstracts 0 (3
Authors: 15

O
0
0
0
1
O
O

O

standard

AR

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.
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3.1.2 Internet module choice (abstract)

In the left hand section of the screen you can select the module you wish to prepare. You see that the
‘participant' option is available. In the example we have also set-up participant registration via the
Internet with the help of the Participant Registration via the Internet Manual. Further on in this Manual
we will also add the 'reviewer', 'scientific committee; and 'public’ modules and the left hand section of
the screen will appear as shown below:

participant Aruba :
abstract
review

Con
sC
public Praoj
group
report

3.1.3 Congress Settings

The name of the congress 0Test Congress Eventured is
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
means participants cannot yet access the congress registration form. You can read how to make your

congress accessibletoparti ci pants in paragraph 3.16 6Registration
6Languaged shows the |l anguage selected for the congre
the congress. I n 6Currency HTMLO6 you can indicate how
Thehtmlcode f or the U0 sign is &eur o;

The O0Entry dated and 6Exit dated show the date on whi
date on which Parthen IMpact will close the congress page. The first day and last day of the congress
are shown wundae&tre 6Sermgressod and OEnd date congresso.

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

O0Hi de Apassword forgottend on Wel come -registereadend enabl es
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).

6Use 1 nital s/ fi-mailginea yoetherclkoicd di using&he initials ghe first name, or
neither in the confirmation e-mail.

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 Abstract Handling we will only deal with the different settings
for this module here. We will go into more detail about the settings for participant registration in the
6Participant Registration on the I nternetd section.
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Abstract settings:

Show pulldown with keywords in Abstract-module:

Maximum number of Co-authors (0 is no limit):

Allowed upload extensions:
(e.g. "doc,pdf,cav”™. Leave empty to allow ally

Show submitted/not submitted abstracts in separate

lists
on abstract submission page:

- Show pull-down with keywords in Abstract-module:
This option lets you see a list of keywords, set up in advance, from which an author can choose. You
can upload this list from Eventure.

- Maximum number of Co-authors (0 is no limit):

This enables you to limit the numberofco-aut hor s

no limit.

of a

submitted

- Allowed upload extensions: (e.g. "doc,pdf,csv". Leave empty to allow all)
If you have purchased the Additional File option you can use it to specify the types of file. If this field is
empty the type of file is unrestricted.

abstract

- Show submitted/not submitted abstracts in separate lists on abstract submission page:
With this option the submitted and unsubmitted abstracts are shown separately on the abstract
submission page. If this option is not ticked the abstracts are shown below each other.

Clicking on the 'Update’ button saves the changes you have entered in '‘Currency HTML' or 'Online
payment test'.

At the bottom of the screen you see an overview of
registrations that have been started but not compl e
registrations.
3.1.4 Abstract registration form administration menu
When you click on 6Abstractodé in the | eft hand secti
a' eventure . Parthen #@3@
Congress reg'stfat'on software the meeting services company
PCO Congresses Statistics Log out
Backto Congress abstract
Page preferences Congress: EVEN
Files attached to abstracts Parthen IMpact bv
‘99999999
Query B
Ve e Aoeitact i eefon pase
yes yes Author data
View page
yes yes Abstract index page
yes yes Abstract
yes yes disable Abstract images
yes yes disable Co-authors select page
Add co-author
yes yes disable Audio/Nisual Equipment
yes yes disable Awards
yes yes Submit page
yes no enzble  Thanks page
D= wE View page
yes yes E-mail abstract submission
Go to login: hitp:// vent com/eve -welcome.dotype=abstracté.ci EVEN
Module status: New
Active Register Complete  View Closed
New authors accepted Yes No Mo No No
New abstracts accepted Yes Yes No No No
Existing abstracts submit accepted Yes Yes Yes No No
View completed abstracts Yes Yes Yes Yes Ne
Enter an abstract id to edit an abs(raml:m
Do not submit the ‘abstract’, to quit ‘editing’ the abstract, close the window
©Parthen 0The meeting services Companyo 20041
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In the left hand section of the screen you see the following menu:

Back to Congress
Fage preferences
Files attached to abstracts

Cuery

Clicking on 'Back to Congress' takes you back to the general congress data. 'Page preferences' allows
you to choose the colours and suchlike for the abstract module. This is explained in paragraph 3.16
‘Colours and typefaces (Page preferences)'.

Via 'Query' you can see a list of the abstracts in the database. This is dealt with in paragraph 3.18
'Registered abstracts summary (Query)'".

The centre section of the screen is the section in which you can configure the registration form.

abstract
Congress: EVEN
Parthen IMpact bv
99999999

Extended
yes yes Welcome screen
ves yES Abstract submission page
yes YES Author data
View page
yes yes Abstract index page
yes ¥ES Abstract
yes yes disable Abstractimages
yes yes disable Co-authors select page
Add co-author
yes yes disable Audio/Visual Equipment
yes yez  dizable Awards
yes yes Submit page
yes no enable  Thanks page
yes YES View page
YES YES E-mail abstract submission
E-mail password forgotten
To hide modules because certain abstractd at a i s not needed for the congres
0Actived column. This means that authors wild.l not se
example, if you are not offering audio-v i s u a | equi pment f or a ctohneg réefscst,i vcel i
in registration formdé column next to the OAudio/ Vis
screen is refreshed and o6yes6 e&mad b(éeeilustation (b)beloaw) e r epl a

Both situations are shown below.

YES Ves disable  Audio/Visual Equipment a Yes no enable  Audio/Visual Equipment b

To make a module visible to aut hor sdisabledc ewialglai mgapdeéaar
the O60Active' column (see illustration (a)).

In the administration menu you select the administration registration form components you want to
configure. Although you do not have to deal with the components in the same order as in this Manual,
this is advisable when you are familiarising yourself with Internet abstract registration. We will look at
the components in the order they are shown on the screen.
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3.2 Welcome screen

The 6Welcomed screen is the first screen your abstra
abstract via the Internet. The data an author fills-in is safeguarded via a user name and password

chosen by the author. This user name and password can be used later to view or amend the abstract

data.

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

a Ed'ltI Drderl Statusl

Welcome
Welcome
First time registratio... First time registration
Chooese a Legin name To access the abstract form you must fill in the fields below.

Choose a password
Retype password
e-mail address
Continue

You will be given immediate access to the abstract form
Please remember your password.

Registered users Choose a Login name*

Login name

Password (max 16 characters)
Continue

Did you forget your pa...

Login name Choose a password*

=-mail address

Continus {min 6, max 10 characters)

Retype password

e-mail address

[“Cororue

Registered users
Login name

Fields | Reg.items | Forms | -

Page preferences Forgotten your password? See below.
Page preferences

back to module =
B
Did you forget 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 modul e’ link takes you back to the abstract
you back to the general congress data. The right hand section of the screen shows you the screen as

it will appear to the author.

Therighthandsideof t he OWel comed page is divided into three
who have not yet registered. The centre section is for authors who have registered but who want to

view or change their abstract registration data. The bottom section is for authors who have forgotten

their password and want it to be sent to them again.

3.2.1 Laying out the text

Edit | Order | Status |

Upp Title Low WEIcome

First time registratio... First time registration

C:"—‘“E a Login "‘ad""‘e To access the registration form you must fill in the fields below.

Eeﬁf;:;aﬁjf,;:d‘” You will be given immediate access to te registration form.

e-mail address Flease remember your password.

Category
When you click on 6Welcomed in the |l eft hand section
title O6Welcomed in t hsecrreiegnh.t Nwawn dc |Isiecckt ioonn O60Tfi ttlheed i n

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.
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The print out below shows the configuration screenf or t he 6Wel comed it em.

=T

@] Edit - Dialooguenster van webpagina

[&] hitp:/fadmin.eventure-online.cam/eventure/admin/editContentForm. do?action=editContent&icontent Typ ~ |

EB I U s|x S IEE E ST DS e
Pl &% ) E T dm- i f Swe ~| Fant - Size -
¢ =] Source

Company / Institute

[ Cancel ] [ Use default text

http:/fadmin.eventure-c € Intemnet | Beveiligde modus: ingeschakeld
L

The 4dBV&ibt page di alogue windowd screen shown above 1is
that can be configured. The differences are in the te
The 6Bebt page di al ogu e ntans the follaming sompoeeatst ¢ o

e The buttons:
b &

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

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

[

*;

From left to right: subscript and superscript.

X

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.

e 8

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

O &a
From left to right: insert a picture, insert a table, insert a symbol, enter.

Ta- - i o

From left to right: change the color fo the text, change the color of the background, undo.

Style = | Font ~| Size -

From left to right: adapt the style of the text, adapt the font, adapt the font size.
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o Tip:
You can use OPage preferencesdéd to specify the ¢
item or text to appear. For example, if you wish to specify a particular colour and typeface
for the page title (in this example the word oW

the colour and typeface you wish, then select 6]

Style |pagetitle - | Fant
explanationiabel ~

— extemallink —
faxdinefield
intemallink
label
» pagetitle
pacetitiesmal v

SoLnce

This soft key stands for view the default text and view the html-code.
e 0The text block©d:

Welcome

I n this example screen 'Welcomed is the page titl
is called in the form. Here you can amend the text and/or add text.

e OButtons at the bottom of the screeno:

[Save H Cancel H Use default text ]
Clickindgawvrdét hbaitd on confirms the changes you have
case the welcome screen title, is reloaded with the amended data. Cl1 i cki ng on t he 6C

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.

3.2.2 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 add the text
and then click on 'Upp'.

Editl Order Statusl
:> Title Low

First time registratic... First time registr
Choose 2 Login name 7 e e
Choose a password - ’

Retype pesenard You will be given
a-mail addrass Please remembe

Welcome

A new idMedi tpage di alogue windowd screen is opened. Th
described earlier.

Adding text below an item:

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 scréewWebspawe dbavegudswei nthewd E
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.
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3.2.3 Preparing a message screen (Pop-up message
When you configure a button an additional menu item appears: 'Msg'.

r b
Edit | Order | Status | | Edit - Dialoogvenster van webpagina &J
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 link.

First time registratio...

Choose & Login name |
Choose & password
Retype password
e-mzil address

Cateiorg

Registered users
Login name

Password
Category =
af ' [Save” Cancel ” Use default text
http://admin.eventure-c @ Internet | Beveiligde modus: ingeschakeld
b.
Whenyoucl|l i ck on O Ms g 6 -séreen (k) appears.nYou(can)useghislsub-screen to show

the participant a message or warning. The participant must comply with the message before the action
of the button is carried out. For example: when an author has filled-in all the fields in a form and clicks

on the 6Continue6 button, a message can appear askin
information has been filled-i n correctl y. I n this case you would typ
filled in al | your details correctly?d The author can confi

on 6 An n u-théck thenidfornmaton. The exact wording on the buttons depends on the language
used by the browser. The illustration below shows an example.

Windows Internet Explorer [ =]

'e' Are you sure you filled out all data?

e Tip:
Use thepdémepsagesd sparingly. Authors can find
what they have done very irritating.

3.2.4 Moving an item
I f you want to change the order in which items appear

Edit Drderl Statusl
Updste >

Welcome
First tima registratic...

Choose 2 Login name
Retype password
e-mail address
Category

Centinue

Registered users
Login name

Selectt he item you wish to move and click on '<' to move
When you have all the items in the order you want, click on 'Update’ to save your changes.
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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
Department

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

e 0* Reqgb:
This tells the author whether or not this field MUST be filled-i n . I f you give an it
status the author must fill-in the field before he or she can go on to the next step. If you do not
sel ect 6Reqd afecteling theauthar thatfillizgat in is not obligatory.

On the registration form the authors see, O0Reqbd
form should include a text that tells authors that a red asterisk means they must fill-in this
information.

This option is used in the abstract index page, paragraph 3. Absdé r act submissi on
indicate that certain forms must be filled-in before a registration can be completed.

e O6Upp6o:
This is where you indicate whether or not the information that is filled-in must begin with a
capital l etter. I f you select O6Uppd the first 1| et

capital letter.

e O6UPPOG:
I f you select O6UPPG6 aird wil autdmaticallyeb¢ maele irgo caphablettera r e f i | |

e ONOEdit6:
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 Abstract submission page
When you have configured all the infor mathbotomofi n t
screen (a) below and screen (b) appears.
it | orer status | e o pase
Author data
o
\'\.:'elkorrlu o ALest:rzjtgiidex page
MNiguwe inschrijving Abstract
Kies een login naam (M. Abstract images
e.-rnail adres Co-authors select page
Kies een wachtwaoord (... add co-author
Herhaal het wachtwoord Awards
Doorgaan Subrit page
Geregistreerde auteur View page
Login naam E-rrnail abstract subrission
Wachtwoord E-rnail password forgotten
Coorgaan
Hebt u uw wachtwoord v..,
Login naarn
e-rail adres
Doorgaan
Fields I Reg.iterns I Forms | Fields | Reg.items I Forms |
a.
In screen (b) select 'Abstract submission page'.
The screen below appears. This is the screen your authors will see when they have filled in all their
author data.
Editl Order I Status I X X
- Abstract submission page
Abstract submission pa...
Authors data Authors data
Add an abstract Add an abstract
delete e alatee
[prefilled] deleie
Fields I Reg.items | | Forms |
The OAbstsaiconspédgpnéd screen comprises the foll owi
e OPersonal data aut hor 6:
I f you click on this link the O6éPersonal dat a
data authoro
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e O0Add a new abstract 6:
| f you click on the dGdAdkd 6Aberewaatbsbrvactvtdbewi phge

appear s. I n the administration menu this is calle
e OEdi td, O6Deleted and OView'
The 6Editoé, o6Deleted and 6View' options are avail

or is typing in an abstract. Using these options the author can edit the abstract by clicking on
the abstract title, delete it by clicking on the
the author has completed the abstract registration the abstract can only be viewed.

e OExit the abstract input paged:
You can make this text into a link by linking it to an Internet address the author must access
when he or she clicks on this link. How you do this is described in paragraph 3.2.1, 'Laying out
the text'.
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3.4 Personal data author (Author data)

I f you click on 6Formsé and then select O6Author databd
_ E'lﬁtl OrderI StatusI
Personal data author
Personal data author .
Family name Family name*
Prefix (e.g. van]
Initials Prefix (e.g. van)
First name
Title (e.g. Prof.]) e
Company / Institute Initials
Department
Gender Firstname
Job title
Address Title (e.g. Prof)
Address
Post code .
City Company / Institute
Country
Telephone Department
Fax
e-mail address Cender*
Communication - female
Submit ) male
Job title
Address®
Address
Post code®
Fields | F.=o.items I Fcrmsl
City*
Page preferences Country® -
back to module ®
back to congress UEEEDETE
Fax
e-mail address®
EH ) preferably by post
© by E-mail

In this screen you can configure the author personal data form as explained earlier in paragraph 3.2.1,'
Laying out the text' to paragraph 3.2.5, 6Changing th

e Tip:
As the authordéds country must be filled in for upl
make this a O6requiredoé field.

When you select O0Vi ewb ptalgpe 66 Aiitah drh ed d tFo& msscr e ean appea

Edit | Order | Status
B S Author data
e You cannat make any more changes.
Prafix (e.g. van)
First nama Familyname prefilled
Title (a.g. Prof.) Prefix (2.9. van) prefilled
Gendar First name prefiled
Company / Institute Initials prefilled
Tille (2.9. Prof) preflled
Gender [orefiled]
Job title prefilled
Company /Institute prefilled
Depariment prefilled
address
e e Address preflled
Address prefilled
Post code prefilled
city prefilled
Country [prefilled]
Telephone preflled
Fax prefilled
e-mail address prefilled
Communication [prefiled]
Page preferences
back to module
back to congrass

In this screen the author can view his or her data at any time after the personal data has been entered
and the entry confirmed.
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After configuring the autho
t

hspetabnalhdanaext osmepch
to ook at is configuring for

rs
he m for the 6Abstract
3.5 Abstract overview

The author sees this screen when he or she c¢clicks on
submi ssion pagebd.

Edit | Order I Status | )
Abstract overview
} Abstract overview . -
refilled Abstract title
Please fill in the fal...
Abstract - .
ConAuthor(s) Please fill in the following forms
Abstract images
Audio/Visual Equipment Abstract*
Avards
Subn_'llt abstract Co-Author(s
Continue -
Abstractimages
1 Audio/Nisual Equipment
Awards
Continue
Fleldsl Reg.items I I Forms |

If you have indicated on the abstract overview page of the registration form that a module is not
applicable for the congress, this is shown in the following manner.

oy | _ Available
B Abstract overview yes yes Welcome screen
j - yes yes Abstract submission page
||| Abstract overview . o
refilled Abstract title yes yes Author data
Flease fill in the fol... View page
Abstract B -
Co-Author(s) Please fill in the following forms yes yes Abstract index page
Abstract images
Audio/Visual Equipment Abstract* yes yes . .-
Avards yes yes disable Abstractimages
Submit abstract - e .
Continug Co-Author(s)* yes yes disable Co-authors select page
A Add co-author
Abstract images n 0 .
yes no enable  Audio/Visual Equipment
E Awards yes yes  disable Awards
yes yes Submit page
yes no  enable Thanks page
yes yes View page
yes yes E-mail abstract submission
E-mail password forgotten
Fedds | Reg.items= | | Forrnsl

a.
In the example the 'Audio/Visual Equipment’ module has been disabled in the abstract overview

screen of the registration form (b) and is, therefore, shown in grey in the configuration menu on the left

hand side (a). You cannot now configure this item. Th
not include 'Audio/Visual Equipment'.

Theaut hor does not see the O6Confirm abstract registra
all the components you have marked as Orequiredo.
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3.6 Abstract registration (Abstract)
When you select the O6Abstr act 6enbgoappears.vi a

For ms' t he

L R e | Editl Order | Status |
S =

Upp TR Low

Abstract titie” - Abstract
- Abstract title

At

Y j: — a.

Abstract text™ »

] Edit -- Dialoogvenster van webpagina =

[E] http://admin.eventure-online.com/eventurefadm v |

proparties Save

length: 3

Cancel

type: Characters -

|@ Intemet | Beveiligde modus: ingeschakeld | b

= -

Editl Order | Status |
Upp TRE Low Lst

: T Abe=tract
a s

Abe=tract title
Abstract text
Topic® - P

Presentation Preference” () Oral Presentation _‘ K
() Poster Fresentation C.
Keywords

Keywerds r &
Keywords £ | Content -- Dialoogvenster van w... [&J

Keywords |£_; http://admin.eventure-online.com/ew v|

e hide -

Topic 2
Topic 3

|® Internet | Beveiligde modus: ingesch

. Ja.

The O0Abstracté screen is used to input the abstract a

e OAbstract titled:
Here the author types in the title of the abstract. Clicking on the 'Extra’ option in screen (a)
takes you to screen (b) where you can indicate the maximum number of words or characters
the title may contain. This is shown directly under the title label.

e OAbstract texto:
Here the author types in the abstract. Clicking on the 'Extra’ option in screen (a) takes you to
screen (b) where you can indicate the maximum number of words or characters the text may
contain. This is shown directly under the text label.

e 60Themed:
The drop down menu includes all the themes you have entered in Eventure. When you select
‘List' in screen (c) screen (d) appears. In screen (d) you can change the name of a theme by
double clicking on the theme, typing in the new name and then clicking on enter.
You can also hide a theme by selecting it and clicking on 'hide'. This theme will now not be
visible to authors.
To move a theme, select it and click on '<' to move it up or '>' to move it down. When you have
all the themes in the order you want, click on 'Update’ to save the new order.
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o Tip:
When you change the name of a theme you should make sure that the content of the
theme does not change.
The order shown in screen (a) is the same order as in Eventure. This means that in the
system on the Internet the themes have the same sequence number as in Eventure.
Because the abstract and the theme are linked via this order number the name on the
Internet cannot deviate in content from the name in Eventure.

e 0Key wordsbo:
The intention is that key words related to the abstract are filled in in these fields. The author
enters these key words while typing in the abstract.

It is also possible to upload a pre defined list of keywords. The authors of the abstracts can

choose their keywords from a pull down menu.

You can do this viadaheddmand é6FRBooser é6Kegword upl o
following screen appears.

F

.L:l;_lmportandUploadl(&}wordz = [ E)[E2
MO 44 b DM @

CONFERENCE: -

To Import and Upload keywords to the intemet:

The abstract registration page must be uploaded first.
Make an excel file with the keywords in the first column.
Then navigate to that file with the search file button.

After selecting the file press the ‘Import and Upload” button
The import will start and you will be prompted to confirm the upload.

Search File

Create empty excel file Import and Upload
Close

When you follow the instructions on the screen, the keywords will appear in a pull down menu
on the internet.

e OPreferred presentation typebo:
Here the author indicates his or her preferred type of presentation. In the configuration screen
you can change the names of the various types of presentation and indicate the types that are
available. You do this in the same way as described above for changing or moving a theme.

Tip:

Here too you should make sure that the content of the name is the same as you have entered

in Eventure. Al t hough you cannot change 60r al Pr
vice versa, you <coul d, for examplrd,al chparge nd @t alo

6Lectur eo.
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3.7 Inputting abstract images

When you select 6Abstract imagesd from the 'For ms' t
prepare the page where the author can add the abstract images.

Elitl Order I Status

T Abstract images

Abstract images §
[prefilled] - absiractTitle
Figure 1

Caption 1

Figurs 2 el
Caption 2

Figure 3 Caption 1

Caption 3
Figurs 2

Figure 4
Caption 4
Caption 2

Figure 5
Caption 5
Figure &
Caption &

Figure 7 Continue
Caption 7

Continue

Fiekds [ Reg.items | | Form=

The 0Abst r scednoffers thgarthod the opportunity to add up to four images to the abstract.
You can configure the screen in the same way as described earlier.

When an author uses the 6Pagesd button to add i mages
| Bestand selecteren - — P—— (=
%ﬁ <« Afbeeldingen ~ [ 4 || Zocken 2|

|

i Elen Naam Genomenop  Labels Grootte
&8 Documenten

B Muziek

B Afbeeldingen Naamloos Voorbeelden van

)i Openbaar i

B Recentelijk gewijzigd
B Zockopdrachten

| Recente locaties

Type: JPEG-afbeelding
Classificatie: Niet-geclassificeerd
Afmetingen: 617 x 367

Grootte: 24,6 kB

M Bureaublad
™ Computer
Mappen ~
Bestandsnaam: ~ | Alle bestanden (") n
The author findsther equi red i mage on his or her own computer, ¢
field and clicks on the 6Continue6 button to send the

The example screen below shows the added image in the way the author sees it.

Abstract imsges

—

canon
canons

To delete an image the author clicks off the tick in the checkbox under the image and then clicks on
6Continued.
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3.8 Adding co-authors (Co-authors select page)
The 'Co-authors select page' screen enables you to prepare the 'List of Co-authors' page as shown

below.

List of Co-authors

[prefilled] - abstractTitle

thor

Selected co-authors for this abstract
Co-author(s)

2
sl .

Co-author(s) will be published as shown in the right-hand box.
To add a new co-author: select and dlick the link “Add Co-author.

Iyou have already submitted an abstract, to add co-authors: Either selectthe co-author
inthe leflnand box and click the <> button or select and click the link "Add Co-author”

To remove a co-author: select the co-author in the right box and click the < button

To putthe co-authors into the carrect order: Sort co-author(s) in the required order by
selecting the co-author and clicking the arrows on the righthand side.

To edit: selectthe co-author and dlck &5 to ecitthe data ofthis co-author.

To selecta presenting author: Select he ce-author and dlick " I you would ke to select this co-author as presenting author,

Ifthe main author s also the presenting author, no presenting co-autnor has to be selected

This is the screen you see when you configure the abstract registration form. The screen shown below
is the screen the author sees when the co-authors have already been entered and must be selected.

List of Co-authors

DF

Add Co-author

Co-author(s)

|Zeilstra,Jorgen g =

Selected co-authors for this abstract

Beekman, A
De Leeuw, Eric

Co-author(s) will be published as shown in the right-hand box

To add a new co-author: select and click the link "Add Co-author”
If you have already submitied an abstract, to add co-authors: Either select the co-author
in the lef-hand box and click the <> button or select and click the link "Add Co-author”

To remove a co-author: select the co-author in the right box and click the <= button

To putthe co-authors into the correct order: Sort co-author(s) in the required order by
selecting the co-author and clicking the arrows on the right-hand side.

To edit: select the co-author and click @ to editthe data of this co-author.

To select a presenting author: Select the co-author and click '\a if you would like to select this

co-author as presenting author.

Ifthe main author is also the presenting author, no presenting co-author has to be selected

The screen comprises the following components:

e O[abstract title]é (' Test
Here the title of the abstract is shown automatically.

e Link a co-author to an abstract:
To select a co-author for this abstract the author clicks on the co-author in the left hand

abstract')

section of the screen and uses the ﬂ to move the co-author to the right hand section of the
screen. The co-author is now linked to this abstract.
To change the order of the co-authors the author selects the relevant co-author in the right

hand section of the screen and clicks on

e

to move the co-author up or '™ |t0 move the co-

author down. The microphone icon SI can be used to indicate which co-author will present
the abstract. The presenting co-author is shown in mint green. If the author is also the
presenter you do not need to do anything.

You can use the edit icon@ to change the data of a co-author.
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e O0Add
The
See

-anwetwh ocrod :

aut hor
paragraph -a3ut8har,6.6Add

3.8.1 Add Co-author

can

u s&u tt heer 66 Aldslthéraddveonesamo-auther screen.
Co

Select'Addco-aut hor ' from t 6For msbo ab sheet and
Editl Drdarl Statusl
B Add Co-author
Add Co-author
[prefilled] - abstractTitle
Impa\s Initials*
Infix
Farmily mame Infix
Company / Institute
Sin'jallrarddgis:s Firstname
égigom}a'nw Institut... Family name*
City
Country Company / Institute
g:;t:EIUE In case the company / institute not yetin list, fill in the form below
e-mail address
Add Company | Institute
Mame*
City*
Country™ -
Fields [ Reg.items | | Forms |
The author accesses this-astheesd f s opendsmsedtdibputsat s of Co
co-aut horés personal dat a.
The following screen components deserve extra attention:
e 0Company [/ Institutioné:
This drop down menu comprises the 6Company |/ | nst

authors the author can select his or her own organisation. When entering multiple co-authors
the author can select from the organisations entered for previous co-authors. The organisation
data is included automatically.

e Tip:
As the
process,

aut horo6s country muste réviewing andIserihg i n f or
make this a 6requiredd field.

e 060Add Company / Institutiond:
Ifaco-aut hordés company/institution differs from the
authordéds company/institution dat a.
©Parthen 0The meeting services Companyo 200 %6



Eventure congress registration software

Abstract handling on Internet

3.10 Audio/Visual Equipment

Sel ect t he

appears.

6Audi

o/ Vi sual

Equip

Ed'ltl Ordarl Status

Audio/Visual Equipment

Audio/Visual Equipmant
Continue
Cancel

Fields | Reg.items | Forms I

a.

Audio/Visual Equipment

[prefilled] - abstractTitle

AudioMvisual Equipment || oyerhead Prajector

[T slide Projector
[T]LCD Projector

[]Laptop

m— |

ment & opti

Edit | Order | Status I

on

from

Upp Title Low Lst

Audio/Visual Equipment

Visual Equipment
Continue
Cancel

[ %

€| Content -- Dialoogvenstervan w... L_==_/

|£_;, http://www.eventure-online.com/ever "

hide =

(Overhead Projector
Slide Projector
LCD Projector
Laptop

@ Internet | Beveiligde modus: ingesch

4 C.

This screen (a) lists all the audio-visual equipment available for this congress. You entered this

equi pment i
Eventure Manual.

n

Eventur e,

paragraph

2.2,

You can list the equipment from which authors may make their choice by selecting 'Audio/Visual

equi pment é'

in the

To hide equipment from the author, select the item of equipment in screen (c) and then click on 'hide’.

To move an item of audio/visual equipment, select the item of equipment and click on '<' to move it up
and on '>' to move it down. When you have all the audio/visual equipment in the correct order click on
‘Update' to save the new order.

3.11 Awards
The 6Awardso6 screen (a) Ilists the awards for whi
_| Edit | Order | ststus Awards n Edit.l DrdErI Statusl
Upp Title Low oo Lst
Avards [prefilled] - abstractTitie Avards
Avards
Sntimes mfermation e [T1The Eventure Award nal information
Gancel ["1Young Scienist Award Continue
Cancsl
Additional information b
Fields | R=g.it=m= C.
a.
You input the awards in Eventure, paragraph 2.
Manual.

To show the awards from which the authors may choose, select 'Awards' in the left hand side of
screen (b) and then click on 'List'. Screen (c) appears. When you want to hide an award from the
author, click on the award in screen (c) and then click on ‘hide'.
To move an award select it and then click on '<' to move it up or on >' to move it down. When you
have moved all the awards into the correct order click on 'Update' to save the new order.
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