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[bookmark: _Toc327429556]Introduction
[bookmark: _Toc327429557]Overview
Arkansas’ Event Registration System is an online event management solution that enables users to easily create, organize, and manage a variety of events. The system automates key tasks such as registration, reporting, payment acceptance, and event management. 
This User Guide will guide Event Administrators through the process of creating, editing, and managing events. 
If you have any questions about the operation or functionality of Arkansas’ Event Registration System or need more detailed instruction, please contact the Arkansas.gov Service Desk at 501-324-8900 or 1-877-727-3468 or email at info@ark.org. 
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[bookmark: _Toc327429558][bookmark: _Toc121884237][bookmark: _Toc227059426][bookmark: _Toc227059905]Log into the Event Registration System
1) Go to the Arkansas’ Event Registration System website located at the following url: https://events.egov.com/eventreg/ar/login.htm
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2) Enter your User ID and Password. 
NOTE: 
For User ID and Password assistance, please contact the Arkansas.gov Service Desk at 501-324-8900 or 1-877-727-3468 or email at info@ark.org.
3) Then click Login.
4) The Password Reset feature allows users to manage their own passwords and is accessed by selecting “Click here” following “Forgot your password?”


[bookmark: _Toc327429559]Administration Module 
[bookmark: _Toc327429560]Overview
1) Based on role, users are routed to one of three a separate interfaces corresponding to the appropriate level of administration a user is assigned. 
a) Global Administrators serve as support staff at NIC’s Corporate Data Center. They have full permissions (create/delete and edit) for portal-administered accounts and delegate all other administrative functions to the portals.
b) Portal Administrators have full permissions for a specific portal assigned by the Global Administrator and can assist users in any organizations within that portal. Portal administrators do not have any permissions (create/ delete, edit or view) for any other portal or any organization within any other portal.
c) Organizational Administrators are agency partners with full permissions for their specific organization. Organizational administrators do not have any permission for any other organization within their own portal or within any other portal. 
[bookmark: _Toc327429561]Global Administrator Level
The global admin consists of two primary features: managing a list of portals (states) and managing the users in those states. Global admins will create a state and the first user in that state. Those users can then create more users in their own state.
1) This page will list all portals in the system. Click on a portal to manage it, or click "Create new portal.”
2) Once created, portal names cannot be edited. The portal can be deleted, which will delete all information associated with that portal. A confirmation box informs the user that this will delete all users and events associated with that portal and require confirmation.
[image: C:\Users\jeggleston\Desktop\Images\global admin.PNG]
3) Only one user will be created initially. The user will be created as a "PortalAdmin" and will have the ability to create other portalAdmin users within the same portal. The system will send an email to the user with a password reset link. Passwords will not be transmitted via email.
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4) This page will list all users in the portal. 
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5) Click a user to edit or create a new user. Users can be added to a portal one at a time after the portal is created. The system will send an email to the user with a password reset link. Passwords will not be transmitted via email. Once created, only the user's name and email can be changed. Users can also be deleted.
[image: ]

[bookmark: _Toc327429562]Portal Administrator Level
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The portal admin allows users at a portal to manage all aspects of the portal. Note that this involves changing the way templates work. Templates are currently assigned to portal but portals have a need for multiple templates.
1) There are 5 major features of the portal admin, which are arranged into a tab interface.
a) "Organizations" allows a portal to manage and create organizations and users. 
b) "Agency list" allows administrators to manage the list of agencies that appear in events created by that portal.
c)  "Local list" allows administrators to manage the list of agencies that appear in events created by that portal.
d) "Templates" manage multiple html templates, which are available to organizations.
e)  "Users" allows the portal to create and manage other portal user accounts.

2) Organization tab
a) This tab lists the organizations assigned to this portal. It provides a summary of users, events and the service code assigned. 
b) The user clicks the organization name to edit it or selects “Create new organization” in order to create a brand new organization.
c) Service Codes: 
i) Click on the service code to edit the merchant, service, key, trace and vendor. Or, the user can click add service code for create a new one. This drop down contains service codes from the service code table.
ii) There are two options for applying service codes to the organization: 
(1) Associate all events for this organization with one of the service codes in the drop down list. 
(2) Or, a portal administrator must choose the service code for any events created by this organization.


d) Email templates:
i) The Email template text box allows the administrator to add the text directly in without needing to code HTML.
ii) The Email template waiting text box works the same way in that it allows the administrator to add the text directly in without needing to code HTML.
e) Webpage Template:
i) Note that the template is now chosen from a list of templates for that portal, rather than being assigned by the state.
f) User
i) The create page allows the admin user to create 1-3 users. The users will be emailed password reset links.
This comma separated list of emails will receive a notification whenever a new event is created.
When editing an organization, anything can be changed except the id number. Orgs can be deleted, but a prompt should warn the user that all events and users will be deleted and require confirmation. Additionally, users can be created and modified.

See the global admin for interfaces for user creation, modification and deletion. Only user names and emails can be changed once created. Emails should never be displayed or emailed, password reset links should be sent instead.

Portals can manage the state and local agency lists that are associated with events. Items can be added to the list, or renamed at any time. If items are deleted from the list, however, any events/registrations making use of that list item will need to be addressed - possibly by setting to an "unknown" value.
"Edit" should bring up a popup or other page to edit multiple names at one time.
Multiple list items can be added at a time. Add one per line
Currently, EventReg has one template per portal. This change will allow for more flexibility. Each portal can create multiple templates, and organizations can choose from a template.
Display the size in KB of each template, and a link to preview the template.
Click on a template name to edit, or create a new template.
Provide a list of organizations that use this template, and disable the delete button if the template is in use.
EventReg should provide a standard password reset capability for all users.
A notification has been sent to the email address associated with this account.	
An email is sent to the account that matches the username or email address. The email contains a time-limited, one-use token that will direct the user to event reg to change their password.
Error: No account was found with the email address or user name.
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Organizational Administrator Level
1) Description of Key aspects of Org admin Level
2) Introduction to Event Management- Spell out each area of Event Management that we’ll take on for the rest of the user guide.
a) Events Dashboard
i) What each column tells us
ii) Duplicate Event
iii) Initiate Create a New Event
iv) Initiate Edit Existing Event
[bookmark: _Toc327429564]Events Dashboard
The Events Dashboard is the main page for administrators at the organizational administration level. Upon login, the dashboard will display all the Events created by Event Administrators from your agency or organization. As new Events are created, they will be listed here by Event Name. 

[image: ]
NOTE:
Past, present, and future Events will all be listed here, but Events that have already taken place or ones that have been disabled cannot be edited. You can run reports from past or disabled Events.


[bookmark: _Toc327429565]Create a New Event
1. Click on Create New Event on the Event Dashboard screen.
The following sections describe how to configure all available options for this new Event.
[bookmark: _Toc327429566]Event and Payment Details
[image: ]
The first screen that displays is the Event and Payment Details screen. 
NOTE:
All fields with an asterisk (*) are required. You cannot continue to the next screen if a required field is left blank or the content does not meet required parameters. 
[bookmark: _Toc327429567]Event Name
Enter the Event Name.
The name entered here will be seen by the Registrant; so, please choose a name that clearly describes the Event.
Decide if a password will be required to register. If so, click on the This event will require a password option. 
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Passwords can be used to limit registration to a specific group, and multiple passwords can be used for a single Event.
The Password you choose must be at least 8 characters long, and consist of 3 of the following 4 groups: capital letters, lower-case letters, numbers 0-9, and special characters such as !@#$%^&*()_+|~-={}[]:;?,./.
REMEMBER:
If you choose the password option, you must provide the password to all registrants to ensure a smooth registration process.
To use multiple passwords click on the Add Another Password option.
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Individual passwords can be removed at any time by clicking on the Remove This Password option.
The requirement for an Event registration password can be removed at any time by unchecking the This event will require a password option.



[bookmark: _Toc327429568]Refund Policy
The Refund Policy must be completed, even if you are not charging a registration fee. 
IMPORTANT:
Refunds are NOT system generated. You must describe the process for registrants to request a refund and your organization will have to manually process a refund. Make sure to have a refund policy and process in place and to clearly communicate this process/policy to registrant including 1) who to contact and 2) how long the process takes.
Describe the Refund Policy to registrants.
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[bookmark: _Toc327429569]Discount Codes
Determine if you will allow discount codes. Discount codes are used to reduce the total cost for the registrant. If so, click on the Allow discount codes option.
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IMPORTANT:
Discount codes can be used multiple times and there is no system functionality that prevents someone from sharing their discount code with others. When dealing with individual or small group discounts, you can employ a clever naming technique to make the user believe the code can only be used one time. For example: 4 digits of their last name plus a number (Smit045).
Enter a Discount Code (using a maximum of 10 alphanumeric characters only).
Enter an Amount Off Total Price. This is the price with the discount applied and it must be a dollar amount.
To use multiple discount codes, click on the Add Another Discount Code option. 
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Discount Code Removal
Individual discount codes can be removed at any time by clicking on the Remove Discount Code option.
Overall Discount code functionality can be removed at any time by unchecking the Allow Discount Codes option.

[bookmark: _Toc327429570]Administrative Contact
The administrative contact is required. It will be displayed on the registration pages and in the confirmation email after registration is complete.
Enter the Administrative Contact Name, Email Address and Phone number.
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[bookmark: _Toc327429571]Registration Dates
Registration begin and end dates are required. There is also an option to allow early or late registration.
NOTE:
If you add early or late registration, you can set different registration fees. This is useful if you want to offer an incentive for registering early or apply a penalty for registering late.
Enter dates for Registration Begins and Registration Ends by clicking on the field and using the date widget to select a date.

The date widget makes it easier to enter dates.
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To add an early or late registration option, click on the Allow Early Registration and/or the Allow Late Registration option.
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[bookmark: _Toc327429572]Registration Types
There are four different registration types.
Attendee: This is typically an individual registrant who is not part of a group.
Speaker: A person speaking at the Event.
Group: Two or more people who register together. Minimum and maximum numbers can be set for groups.
Vendor/Exhibitor: A person or company hosting a booth or kiosk at the Event.
IMPORTANT:
The system does not prioritize or differentiate between registrant types; capacity is filled on a  first come-first served basis. If you set a maximum number of attendees for your event, make sure to allow time for speakers to register before opening up registration to the public in order to avoid the problem of a speaker not being able to register because the event is sold out. In the event that you need the option to manually register someone, you may do so as an Event Administrator. (See the Event Management > Add Attendee section.) 
At least one registration type must be selected. Each registration type can have a different registration fee assigned to it.
Each registration type can also have access to specific Activities (see: Event Setup > Activity Details). You also have the option to make some activities mandatory for each registration type.
Select the Registration Type option(s) for the Event.
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If Group is selected, enter the Minimum Group Size (required field) and the Maximum Group Size (optional).
If there is no limit to the size of a group, leave the Maximum Group Size field blank.
Then click Continue.

[bookmark: _Toc327429573]Governement Affiliation
If the affiliation of the attendee is desired, utilize the Government Affiliation options. Select either one or multiple options: State Agencies, Local Government or Other, to define the affiliation options, which will display to the registrant. You may utilize the default lists for state agencies or local government or you may define your own list.
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Click ‘Continue’ to proceed
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Error Notifications
If required fields are left blank or do not meet the field parameters, an error message will display at the top of the screen. The system will not allow the Event creation process to continue until all required fields on that screen meet the defined parameters.
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Read the error message displayed at the top of the screen and resolve any issues.
Then click Continue again.
[bookmark: _Toc327429574]Event Setup
[bookmark: _Toc327429575]Activity Details
Multiple activities can be added to an Event. Each activity can be required or optional.
Enter the Activity Name.
Enter a Description of the activity.
Enter a date or date range in the Dates fields. If an activity only lasts one day, you may leave the second field blank.
If the activity is required for all attendees, check the box marked This activity is required.
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NOTE:
The system does not allow you to set a specific time for an activity. You can use the Activity Name and Description fields to communicate the time and location of each activity to your audience.
The Pricing section allows you to set early, standard, and late registration fees (if these options were selected on the previous screen).
First, select which Registration Types should be included in this activity.
Next, assign registration prices for the fields displayed or enter “0” if a fee will not be charged. 
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NOTE:
If early and late registration options were not selected on the previous screen, only the Standard column will be displayed. 
To add multiple activities, click on the Add Another Activity option.
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If you select Add Another Activity, another activity entry section will display. Enter the pertinent information for this section.
if the activity is required for all attendees, check the box marked This activity is required.
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Enter Pricing information for this activity.
To remove the activity, click on the Remove Activity link.
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[bookmark: _Toc327429576]Registration Form Setup
[bookmark: _Toc327429577]Registration Information
You can request a variety of information from each registration type when she registers for the Event.
Select the information that is required to register for the Event by clicking on each. You may use the Check All option to select all applicable attendee types in a single row.
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You may also add Custom fields to ask specific questions or request other information.
To add a custom field, click on the Add Another Field option. The new custom field will display at the bottom of the list.
Enter the Field Name (or ask the registrant a question) in the blank field.
Select which registration type(s) must see this field when they register.
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To delete a custom field, click on the Remove Field option located at the end of that field’s row.
NOTE:
You can add as many custom fields as you want.



[bookmark: _Toc327429578]Event Questions
Additional standard questions are available.
Click on the box next to these standard questions to make them part of the registration process.
You may opt to allow registrants to bring Guests to the event. You may also indicate a fee amount for each Guest.
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You may also add Custom questions or request other information. You must formulate the question in a manner that may be answered either Yes or No or have a numeric value.
To add a custom field, click on the Add (Another) Question option. The new custom question field will display at the bottom of the list. Select the Type of answer “Yes/No” or “Numeric”.
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Event Capacity
A maximum number of attendees can be set for an Event.
Enter the Maximum Number of Attendees. If the Event does not have a registration limit, leave this field blank.
Enter a Sold Out Message (optional) for anyone who tries to register after the maximum number of attendees is reached.
To enable a waiting list, click on the Allow Waiting List option.
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[bookmark: _Toc327429579]Waiting List
If the waiting list option is enabled, the system will alert the registrant that the event is full and they can sign up for the waiting list after they have entered information on the registration page but before payment processing.
IMPORTANT:
It is important to capture contact information because the system does not have an automated method in place to contact an individual if a space becomes available. 
NOTE:	
The system does not HOLD a registration spot open for a specific individual. If there is a cancellation and you contact the first person on the waiting list, someone else may register before the person you contact is able to.
[bookmark: _Toc327429580]Event Homepage
[bookmark: _Toc327429581]Content
To add a logo to the registration page, click Browse. 
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Navigate to the logo you want to upload.
Then click Open.
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NOTE:
Make sure that the logo meets size and dimension requirements provided on the screen (Less than 250KB, dimensions less than 700x150 pixels and format must be .jpg, .gif or .png.)
[bookmark: _Toc327429582]Document Links
To upload a document (e.g., a conference schedule or map to the event), enter a Document Name.
Then provide a URL link to the document.
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NOTE:
You can upload logos to the system but you cannot upload documents. You must first put documents online in a publically accessible location (not behind a password protected firewall unless your audience has access) and then supply the URL link to that location.
[bookmark: _Toc327429583]Verify Event Information
The last step in the Event creation process is to review all of the information you entered.
Review all information on the Verify Event Information screen.
To make edits, click on the Edit button at the bottom of the section that needs to be edited.
When you are finished, click Save Event.
IMPORTANT:
Any information you add or change on the previous screens will not be saved unless you come to the Verify Event Information page and click Save Event.


[bookmark: _Toc327429584]Duplicate an Event
Once an Event is created, it can be used as a template for future events. This is a helpful feature because the Event retains all event details, including applicable service codes. 
1. To Duplicate an Event, go to the Event Dashboard.
1. By clicking on the Duplicate Event link next to the event that you want to duplicate, you will create a new event with all of the same parameters as the original.
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[bookmark: _Toc327429585]Event Management
Once an Event has been created, there are several options available to manage the Event and registrant data.
From the Actions section, the Event Administrator can:
Edit the Event
Manually Add an Attendee
Create Name Badges
View and Manage the Waiting List
Send Email Notifications to the different registrant types
Create Reports
Disable the Event
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[bookmark: _Toc327429586]Event Summary
1. To access the Event Summary, click on an Event Name on the Events Dashboard.
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[bookmark: _Toc327429587]Event URL
The first item listed is the Event URL. This link takes registrants to the registration page.
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[bookmark: _Toc327429588]Actions
The Actions section is the main navigation tool to manage Event and registrant data.
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[bookmark: _Toc327429589]Details
The Details section gives a summary of the Event.
[image: ]

Attendees
The Attendees section lists all Event attendees. You can search this list by either first or last name.
1. To search for an attendee, enter the attendee’s first or last name. Then click Search.
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NOTE:	
Only the first OR last name can be used to search for an attendee. 
1. Click on the attendee’s name to display that attendee’s information.

[bookmark: _Toc327429591]Registrant Information
All of the information entered at the time of registration is displayed.
To mark this registrant as a no show, click on the Attendee is No Show option.
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[bookmark: _Toc327429592]Delete Attendee
To delete an attendee, click on the delete link to the right of their name.
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Then click the Delete User button to confirm deletion of this attendee.
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[bookmark: _Toc327429593]Export
You can export the entire attendee list using the Export options provided. 
To export the attendee list, select a format by clicking on one of the Export options.
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[bookmark: _Toc327429594]Edit Event
Editing an Event follows the same process as creating a new event (see: Creating an Event for details).
1. To edit an event, click on Edit Event from the Events Summary screen.
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[bookmark: _Toc327429595]Add Attendee
Manually adding an attendee follows the same process the registrant uses when registering for an Event.
1. Click on Add Attendee from the Events Summary screen.
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[bookmark: _Toc327429596]Start Registration
Select a Registration Type.
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Registration Types listed here are the types selected when the event was created.
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Select a Government Affiliation.
Options for this list are State, Local, and Other/None.
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If State is selected for Government Affiliation, the State Agency is also required.
Select a State Agency from the drop down list.
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Enter a Discount Code (if available).
Enter a Password (if required).


[bookmark: _Toc327429597]Information
Event information is displayed below.
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Click Continue to proceed.


[bookmark: _Toc327429598]Activity Details
Details about each activity are listed next.
Click on the Sign up for this activity option next to each activity the registrant wants to attend.
Then click Continue.
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[bookmark: _Toc327429599]Contact Information
Enter the registrant’s Contact Information.
If the Group option was selected, click on the Add Another Attendee to This Group to add more attendees.
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To remove attendees from a group, click on the Remove This Attendee option. 
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When finished, click Continue.
Verify that the information entered is correct.
Click Edit Information to make changes.
When finished, click Continue.
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[bookmark: _Toc327429600]





Waiting List
If the Event is full and the Waiting List option was selected, the registrant can elect to join the waiting list and will receive verification of waiting list status and any next steps needed in the message shown below. 
To enter the waiting list, complete the Name, Email, and Phone Number fields.
Then click Join Waiting List.
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Confirmation of successful addition to the waiting list will display.
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[bookmark: _Toc327429601]Payment Process 
Once the registrant’s information is entered (and if the Event is not full), the next step is to complete the payment process (if there is a charge for the Event).  
1. Select a Payment Method.
[image: ]
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NOTE:
At this time, the system only accepts two payment methods: Credit Card and Electronic Check. The system defaults to the highest transaction portal fee amount on the first screen. Once payment type is selected, if the fee for that type is lower, the system will reflect that.
[bookmark: _Toc277942945][bookmark: _Toc327429602]Customer Billing Information
The next section captures the registrant’s billing information (same for both Credit Card and Electronic Check).
Enter all required fields that are marked with an asterisk (*).
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After the Customer Billing Information is captured, the Credit Card or Electronic Check information follows.

[bookmark: _Toc277942946][bookmark: _Toc327429603]Credit Card Information
Select a Credit Card Type.
Then complete the remaining required fields.
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When finished, click Continue.

[bookmark: _Toc277942947]

[bookmark: _Toc327429604]Verification
Payment Verification is the final step in the payment process.
Review the payment information and click Make Payment to proceed.
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[bookmark: _Toc277942948][bookmark: _Toc327429605]Electronic Check Information
If Electronic Check is the selected payment option, select an Account Type.
Complete all other required fields.
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If the payment is being funded specifically by a foreign source (bank or company), an International ACH Transaction (IAT), click the box next to the text at the bottom of the screen.
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Then click Continue.
[bookmark: _Toc277942949][bookmark: _Toc327429606]Verification
Payment Verification is the final step in the payment process. Review payment information and click Make a Payment.
[bookmark: _Toc277942950][bookmark: _Toc327429607]Payment Confirmation
Once payment has been accepted, the Payment Confirmation screen will display. This includes Details and a Payment Summary.
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An email confirmation will also be sent to the email address entered during the registration process.
Click on the Return to Event Homepage link when finished.
[bookmark: _Toc277942951][bookmark: _Toc327429608]Name Badges
The option to print name badges is accessible from the Events Summary screen.
1. Click on the Name Badges link from the Actions section of the Events Summary screen.
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[bookmark: _Toc277942952][bookmark: _Toc327429609]Name Badge Information
The image displayed shows the layout of the name badge that the system can print.
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Select the fields that should appear on the name badge by checking those options from the Fields to Use column.
Enter the number of the region next to each field in the Region on Badge column.
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Next, select a Badge Size from the drop down list.
To include a logo on the badge, click on the Browse button.
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Navigate to the logo to be uploaded.
Then click Open.
[image: ]
NOTE:
Make sure that your logo meets size and dimension requirements listed on the screen.
[bookmark: _Toc277942953]

[bookmark: _Toc327429610]View Waiting List
The option to view and manage the waiting list is accessible from the Events Summary screen.
Click on the View Waiting List link from the Actions section of the Events Summary screen.
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The only option here is to remove someone from the list.
Click on the Remove link to the right of their name.
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NOTE:
Managing the waiting list is a manual process. The system will not automatically contact someone from the waiting list, nor will it automatically register someone who has signed up for the waiting list. If necessary, you will have to manually contact people from this list.
IMPORTANT:
Remember, the system will not save an open registration slot for a specific person. If someone else registers and fills the final slot while you are contacting the next person on the waiting list, it could cause confusion to the person you contacted.
Tactics for working around this issue could include removing all previous passwords and creating a new password that is only shared with the people contacted from the waiting list.
[bookmark: _Toc277942954][bookmark: _Toc327429611]Email Notifications
The option to send email notifications to all registrants or everyone within a specific registration type is accessible from the Events Summary screen.
Click on the Email Notifications link from the Actions section of the Events Summary screen.
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[bookmark: _Toc277942955][bookmark: _Toc327429612]Email Messages:
Select the registration types that should receive the email.
Enter a Subject and content into the Body section.
Then click Send Email.
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NOTE:
You can create the message in a program with spell checking (Word), then paste the text into the Subject and Body fields.
See the email templates reference in the Portal Set Up Guide for more information.
[bookmark: _Toc277942956][bookmark: _Toc327429613]Reports
The option to create reports and export the data to another format (Excel, CSV) is accessible from the Events Summary screen.
Click on the Reports link from the Actions section of the Events Summary screen.
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[bookmark: _Toc277942957][bookmark: _Toc327429614]Report by Date
Enter a Date Range.
Click on the Run Report link.
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Click to Open or Save the document.
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This report is different than the All Event Data report. It shows data specific to the registration process including attendee types and if a discount code was used.
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[bookmark: _Toc277942958][bookmark: _Toc327429615]All Event Data
You can also run a report for all event data. This report includes all registration fields completed by registrants including custom fields.
To create a report for all registration data, click on the Excel or CSV link at the bottom of the screen.
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[bookmark: _Toc277942959][bookmark: _Toc327429616]Disable Event
An Event can be disabled from the Events Summary screen.
IMPORTANT:
Once an Event is disabled, the URL will also be rendered inactive. However, you can still run reports on registrant data from a disabled event. 
1. Click on the Disable Event link from the Actions section of the Events Summary screen.
[image: ]
Click Disable Event to finalize the process.
[image: ]
After an event is disabled, a notification is listed in the Event Title at the top of the screen and the Actions section will only allow limited functions.

[image: ]
[bookmark: _Toc277942960][bookmark: _Toc327429617]Reactivate Event
Once an Event is disabled, the option to Reactivate the Event is now active in the Actions section.
To make an Event active again, click on the Reactivate Event link.
[image: ]
Then click Reactivate Event. This also reactivates the event URL.
[image: ]
[bookmark: _Toc277942961][bookmark: _Toc327429618]Session Timeout
If you do not save within the 60 minute session window, the system will time out. If this happens, all data that has not been saved will be lost.
Log in to return to the Events Dashboard.
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Event Name

Event Name" Sample Event W This event will require a password
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© Add Another Password
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Payment Details

Refund Policy*

Please contact our support team at
877-727-EGOV. Expect up to three business
days for a refund to be processed
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Discount Codes
W Allow discount codes

Enter the discount code and amount to be subtracted from the toral cost of registration.
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Amount Off Total Price

© Add Another Discount Code
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Discount Codes
W Allow discount codes

Enter the discount code and amount to be subtracted from the toral cost of registration.

Discount Code Promot Alphanumeric characters only
Amount Off Total Price 52

Discount Code Srmitdds © Remove Discount Code
Amount Off Total Price 5 50

Discount Code Discount2s © Remove Discount Code
Amount Off Total Price 525

© Add Another Discount Code
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Administrative Contact
Enter the contact information for the event administrator
Name * John Smith

Email Address * jsmith@state com

Phone * 655 - 555 - 5885
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Registration Dates

Allow Early Registration

Allow Late Registration

Early Registration Begins | 2/10/2012
Registration Begins * | 02/20/2012
Late Registration Begins | 02/27/2012

Registration Ends * 0310872012
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Registration Types.
* Please select at least one Registration Type.
‘Select Registration Types available for this event.
@ ATTENDEE

@ SPEAKER

@ aroup

 VENDOR/EXHIBITOR

Add Another Registration Type

Groups
Minimum Group Size®
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Government Affiliation options:
(1) state Agencies
(1) Local Government

() Other

State Agencies list
© Use the default st
© Letme define my own

Enter one agency name on each line

Local Entity list
© Use the default st
© Letme define my own

Enter one agency name on each line
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Event and Payment Details

= Required Information

Please enter an End of Registration Date.

Event Name.

Event Name* Sample Event

[C] This event will require a password
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Event Setup

Activity Details

Eniter each activity that your attendees must select, register or pay for below (ex., luncheon, workshops, sessions, etc.). These
activities will appear in the event registration form.

Information

Activity Name* Day 1 - General Session (9:00am - 1:00prm)

Description* Required session for all. Held in the a
main conference room.

Dares* 03/16/2011 to

(F an activity only lasts one day, you may leave the second field blank.)

' This activity is required
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icing

Check the box next to each Registration Type that is associated with the activity entered above. Then, enter the corresponding price of this activity for each Registration
Type. Ifan activity i free for a certain Registration Type, enter "0" in the dollar field.

Registration Type Early Late
@ ATTENDEE $ 1500 $ 2000 $ 2500
() SPEAKER s $ 000 $ 000

) VENDOR/EXHIBITOR $ $ 15000 $ 20000

@ GROUP. $ 000 $ 10000 $ 15000
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Information

Activity Name* Day 2 - Speciality Sessions (all day)

Description® Meet with Vendors from around the
industry.

03772011 o

(F an activity only lasts one day, you may leave the second field blank.)

T This activity is required
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Pricing

Check the box next to each Registration Type that is associated with the activity entered above. Then, erter the
corresponding price of this activity for each Registration Type. If an activity is free for a certain Registration Type,
enter "0” in the dollar field.

Registration Type Early standard Late
¥ RecULAR 30 30 30
¥ sPeaker § 100 § 100 § 100
¥ Group 30 30 30
P VENDOR/DHIBITOR § 500 § 500 § 500

© Remove Activity
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Registration Form Setup
Registration Information

Select th

rmation that wil be required to register for this event. You may use the ‘Check/Uncheck Al button to select or unselect all boxes in a single row.

Fields marked with an asterisk (*) are req

Field Name ATTENDEE SPEAKER GROUP  VENDOR/EXHIBITOR
First Name * ] v ] ]
Last Name * c/) c/) c/) c/)
Company Name “ Check/Uncheck All
Mailing Address “ “ Check/Uncheck All
City “ (=] “ (=] Check/Uncheck All
State (] (=] @ (=] Check/Uncheck All
zp “ [s] “ [s] Check/Uncheck All
Phone o @ o @ Check/Uncheck All
E-mail * v v v v
Confirm E-mail * “ v < <
Fax o o o o Check/Uncheck All
Add Another Field

‘Override sending of email confirmation. NOTE: checking this setting will result in no email confirmation being sent for anyone who registers for the event.
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Check All @ Remove Field
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Event Questions.

You may add a question here that you would like to ask registrants.

() Ask attendees if they are interested in room sharing or car pooling.
() Ask attendees if they have any special detary needs.

 Allow attendees to bring guests

Guest fee. s40
Maximum number of guests per .
attendee.
Whatsize tshirt would you prefer? Pleaso enter 1 for Small 2 for Medium (Numeric_+) Remove Question

Add (Another) Question
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Maximum Number of If your event does not have a registration limit, leave this field blank.

Attendees

sold Out Message We'e sory, but the event is at
capacity. Sign up for the waiting list

' Allow waiting List
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Document Links

You may link to documents or information that you would like to provide to your attendees (ex. maps, etc.).

Docurment Name
(ex. Conference Schedule)

Link

(ex.
nttp:/ fwwintexas.gov/agency cont
~schedule.pdf)

© Add Another DocumentLink
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AKANSAS.GOV Agencies - onine senices » stte Directory

AService of the
Information Network
of Arkansas

Online Technical support or Call 1-877-727-660V.

Event Summary | CMS Training - February 23 02/02/2012 -02/21/2012

Use this Event URL to provide access to your online registration form:

http://events.egov.com/eventreg/ar/event.htm?name=¢

Actions

Editevent AddAttendee  NameBadges View WaitingUist Email Notifications  Reports  Disable Event Delete Event
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Sample Event 11/15/2011 - 11/30/2011 ] $0.00 Duplicate Event
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Actions

Edit Event  Add Attendes  Name Badges  View Waiting List Email Notifications  Reports  Disable Event
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Details

Administrative Contact Michelle Shaw

Date Created 11/15/2011
Total Attendees 0
Attendee Breakdown e ATTENDEE-0

© SPEAKER- 0
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Attendees

Search for Attendee © Search
Enter first or last name only.

One attendee found.

Name Date Registered Paid Attended
john Smith REGULAR 11/19/2010 v v delete

One attendee found.

Export options: CSV | Excel | XML | EDE
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Registrant Information for John Smith

General Information

I astendee is No Show

Registration Type REGULAR
Selected Adtivities Day 1 - General Session (9:00am ~ 1:00prm)
First Name John

Last Name Smith

E-mall Jemith@state.gov

Confirm E-mall Jemith@state.gov

Food Preference Chicken

Special Dietary Needs None

Interested in Room Sharing  No
or Car Pooling

Back to Event Summary
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Delete Attendee Confirmation

Attendee Information

Are you sure you wart to delete this user?

First Name John

Last Name Smith

E-mall Jemith@state.gov
Confirm E-mall Jemith@state.gov
Food Preference Chicken

Special Dietary Needs None

Interested in Room Sharing ~ No
or Car Pooling

| Delete User
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Welcome to Online Registration for Sample Event

Description of Event
¥ Required Information

Start Registration

1f you have any questions about this event, please contact John Smith at jsmith@state.com or 800-555-1234

Registration Type" - Select - [v]

Government Affiliation” - Select- [+]

Discount Code Leave blank If you do not have a discount code.
Password

There are only 1 spot(s) remaining for this event.
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Registration Type*
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ATTENDEE

Discount Code SPEAKER
VENDOR/EXHIBITOR
GROUP
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Welcome to Onfine Registration for Sample Event
This is an industry conference that is for continuing education credit.
= Required Information

Start Registration

F you have any questions about this event, please contact Michelle Shaw at mshaw@ark.org or 501-223-3456

Registration Type* ATTENDEE -
Government Afilation* State -
State Agency”

AAD-AD - Aquaculture Division
ABA - Building Authority
ABORF - Foresters, Board of Registered
ABPT - Physical Therapy. State Board of
ACE - Career Education. Departmentof
Registration Dates ACIC - Crime Information Center
ACS - Correctional School
ADC - Correction, Department of
* Standard Registration Ends:1 ADE - Equcation, Department of
ADEM - Emergency Management Department of
Refund Policy ADEQ - Environmental Quality. Department of
ADH - Heatth, Department of
ADHE - Higher Education. Department of
ADPT - Parks and Tourism. Department of
ADVA - Veterans Affairs. Department of
AFC - Forestry Commission
AG- Attomey General
AGFC - Game and Fish Commission
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Information

Al Sales Final
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Information

Event Links
 Testing Document

Registration Dates
* Standard Registration Ends:05/18/2014
* Late Registration Ends:06/30/2014.

Refund Policy

N/A
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Event Activities

Activty Details

Select the event activities that you will be attending. Sections marked with an asterisk () are required.

‘Sample Event

Price $25.00

Description This is an industry conference and is for continuing education credit.
Dates 12/01/2011 to 12/01/2011

[ sign up for this activity.
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Contact Information

First Narme
Last Name
E-mail

Confirm E-mail
Food Preference

Special Dietary Needs
(ex. vegetarian, gluten
free, etc)

John
Srith

jormith@state.gov
jormith@state.gov
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I 1 am interested in room sharing or car pooling.

© Add Another Atiendee to This Group
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First Narme Jane

Last Name Srith
E-mall jormithl@state.gov
Confirm E-mall jormithl@state.gov
Food Preference Pasta

Special Dietary Needs
(ex. vegetarian, gluten
free, etc)

I 1 am interested in room sharing or car pooling.

© Remove This Atiendee
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Contact Information

Verify that the information you entered i correct. Click "Edit Information” if you need to make changes.

Attendee

First Name John

Last Name Smith

E-mail Jemith@state.gov
Confirm E-mail Jemith@state.gov
Food Preference Chicken

Special Dietary Needs None

Interested in Room Sharing or Car Pooling No

© Edit Information
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Sorry, Sample Event is SOLD OUT

Waiting List
Narme
Email

Phone Number - -

Registration Periods

Early Registration Ends 0140172011

Standard Registration Ends:  02/28/2011

Late Registration Ends 03/15/2011
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Sorry, Sample Event is SOLD OUT

You have been successfully added to the waiting list. You will be cortacted i a spot becomes available. If you have any questions, please

contact John Smith, 800-555-1234, jsmith@state.com.
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Transaction Summary
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Transaction Detail
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2010 NICservies, LC Al ighs Reserved. securiysatement |

“The Transaction Processing Engine.
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Credit Card Information

Credit Card Type Visa -

Credit Card Number FERRRRRARRRRRAL]

Expiration Date June - 28 -
Name on Credit Card Jamie Morris|

) NIC Services, LLC. All Rights Reserved.  security statement |
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Electronic Check Information

‘Complete allrequired fields [ 1

Account Type Checking -
Routing Number 123345678
@
Account Number 11111100
@
Re-enter Account Number 11111100
@
Bank Name Bank of the Americas
Routing Account
Name on Account Jamie Mortis Number Number
Driver License Number 123456789
Driver License State
Default Payment Date 11572011
Alternate Payment Date E]

I necessary, Enter/Select an A
Payment Date in the future. P
noe, that you must select a valid
business (e.g., no holidays or
weekends)
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[ setect if this payment 15 being funded specifically by a foreign source (bank or company), an International ACH Transaction (1AT).
As defined by NACHA, IAT means a credit or debit entry that is part of a payment transaction involiing a financial agency's office that is not located in the
territorial jurisdiction of the United States. For purposes of tis definition a financial agency means an entity thatis authorized by applicable lay to accept
deposits or is in the business of issuing money orders or transferring funds. An office of a financial agency is involved in the payment transaction if it

1. Holds an account that is credited or debited as part of the payment transaction;
2. Receives payment directly from a Person or makes payment directly to a Person as part of the payment transaction; or

5. Serves as an intermediary In the settlement of any part of the payment transaction,
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Payment Confirmation

‘Thank you for registering online for the DRS Conference Test. Your confirmation details are below. You will eceive an email confirmation shortly.

Details
Reference D 00027414

order D 26039

Date 06/19/2014
strants

b Renee Rast

Selected Activities DRS Test Activity 1
AmountDue  $65.00
Total Amount Paid $68.25

print

Payment Summary.

DRS Test Activity 1 $25.00
Guests Fee $40.00
Total Amount Paid $68.25

Event Questions Answers.

What size t-shirt would you prefer? Please enter 1 for Small, 2 for Medium or 3 for
Large.

Documents

 Testing Document

If you have questions, please contact Alex Hale at rast@ark.org or 501-555-5555.

Return to DRS Conference Test Homepage

Events Dashboard  Logout
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Create Name Badges

Name Badge Information

Select the fields you would like displayed on the name badges. Indicate the region each field should occupy based on the guide
below. A maximum of four fields may be selected.

Nae badges are designed to fit on 4" x 3" name cards or 3.

" x 2.25" self-stick badges.

1060
250250 px
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Field Name

First Narme

Last Name

E-mail

Confirm E-mail

Food Preference

Fields to Use (Max. 4)

Region on Badge
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Badge Size

Upload Badge Logo*

Image size must be less
than 25KE, dimensions must
be less than 250 x 250

pixels and format must
be jpg.

- Select Size -[+]
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Waiting List for Sample Event

Waiting List

Name Email Phone

John Smith Jemith@state.gov 800-555-1234 © Remove
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Create Email Notifications

Email Message

To ™ RrecuLar T GrouP

Select the registration types that should receive your email.
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Create Reports

Report by Date

Select Date Range

© RunReport
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All Event Data

Select a format to download all your evert data.

Excel | CSV.
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Sample Event

Disable Event

Are you sure you want to disable Sample Event ? This event URL will no longer be active.





image79.jpg
AIKANSAS. GOV agercies - oine seuces «sate Drectory
Event Registration System o otk

of Arkansas

Online Technical Support or Call 1-877-727-660V.

abled.

Event Summary | State IT Summit 01/27/2012 - 02/29/2012 — This event

Use this Event URL to provide access to your online registration form:

http://eventreg-uat.cdc.nicusa.com/eventreg/ar/event. htm?name=stateitsummit

Actions

Name Badges  View Waiting List  Email Notifications  Reports  Reactivate Event  Delete Event
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Actions

Name Badges  View Waiting List  Email Notifications  Reports  Reactivate Event  Delete Event
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State IT Summit
Reactivate Event

Are you sure you want to reactivate State IT Summit ? This event URL will be active.
Reactivate Eves

Back to Event summary
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