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- Changing the Default Confirmation Message for Your Event

- Switching a Certain Event Live

- Cancelling Registrations and Issuing Refunds on Certain

- Configuring and Creating Name Badges and Labels in Certain

- Removing the Default Event/Registration Page Footer




Changing the Default Confirmation message for your event

From the event that you need to make changes to, go to the Event Setup tab and click Default Confirmation.

Registrations | Reports [|S'G s Sa'up| Forms | Websites | Communication | Acoommaodation | Settings

In the Registration Confirmations screen, notice that each section of the Confirmation Text can contain
combinations of plain text and codes specific to your event’s data (registration information surrounded curly
braces enclosed by angle brackets). Using event code data is a way to include confirmation information that are

dynamically driven by registration information submitted by event registrants or event data already captured
when the event was setup.

You can edit any of the Confirmation Text for any of the following Subject, Header, Cancellation Policy/Refund

Policy, Privacy Policy, or Footer according to your needs but special care must be taken when making changes to
any event code data.

In some sections of the Confirmation Text, you may also find HTML tags that are recognizable being surrounded
by angle brackets (see a sample below highlighted by a blue box).

a. Forany plain text, simply editing and replacing the text with your own content is enough. In the sample
below, we’ve highlighted the freeform text (in red) that can be overwritten/revised and/or added.

Ty \ P
Registrations | Reports IS0 4 Setup| Forms | Websites | Communication | Accommodation | Settings

Default Confirmation

Registration Confirmations

Confirmation Text

Append | First Name j‘ to| Subject | \ Header || Refund || Footer |

=Subject |Rag\strat\0n confirmation for ={Event Name}= |
Header

| Dear <{First Name}> <{Last Name}>:

Thank you for registering for <{Ewvent Name} . It promises to be an exciting and
educational event. Below, you will find important information regarding the event and

lyour registration. —_—

Registration Code: <{Reg Code}>
Date Completed: <{Date Completed}=>

HTML ECITOR [/

Cancellation Policy /
Refund Policy

HTML EDITOR /

Privacy Policy

HTML EDITOR [/
=br I}fbr !:IThank wou for your registration. I

Footer

HTML EDITOR /f




b. If you'd like to do more advanced editing of any portions of the Confirmation Text, click on the HTML
Editor tab that appears underneath each section.

<div=

Dear ={First Name}= <{Last Name}=: Thank you for registering for <{Ewvent
Name}= at <{Location}=. It promises to be an exciting and educational event. Below,
you will find important information regarding the event and your registration. Registration
Code: <{Reg Code}= Date Completed: <{Date Completed}=</div=

S
<= HTML EDITOR ‘)

c. You can change formats, embed objects such as images, links, tables, etc. or use other features that you
wouldn’t otherwise have access to. You can also switch from the GUI based editor to Source edit mode by
clicking on the Source icon. Note that switching to Source mode requires knowledge of HTML.

Always remember to click on the Update Web Content button at the bottom when you are done making
edits from this screen.

") Certain: HTML/Web Content Editor - Mozilla Firefox -1O] x|

| @ htips:/fwww.northwesternevents. com/user fhitmlEditor. cfm?formMName =form_event&fieldMame =header&dataView =&obiDataView =_dataFieldsAlRegEviPre ° |

HTML/Web Content Editor

Append Data Fields: | First Name j| | Append |

[oclncas - csses . sems
B I U == X, x2 =i EW ww E = =EE B P EBRE®OS
Styles *| § Normal {... "= § Font | N Size '™ T AT i WNE] |

Dear ={First Name}= ={Last Name}=: Thank you for registering for ={Event Name}=. It promises to be an exciting and educational event.
Below, you will find important information regarding the event and your registration. Registration Code: ={Req Code}= Date Completed:
={Date Completed}=

body div 4

| le=11"d= 0« Update Web Content »




d. To use event code data, you must select the code from the Append dropdown, position your cursor in the
appropriate section of the confirmation text, and then click on the button pertaining to the section that
you are interested in adding the event code data to.

In the following example, we are adding the event’s start time to the Header section of the Confirmation
Text. First, position the cursor after the word ‘at’.

Confirmation Text

Append

#5Subject
Header

Event Start Time j to | Subject Header Refund Footer
Registration confirmatjon for <{Event Name}=

<div>

Dear <{First Name}= <{Last Name}=: Thank vou for registering for <{Event
Name}= to be held at’. It promises to be an exciting and educational event. Below, you
will find important information regarding the event and your registration. Reagistration
Code: <{Reg Code}> Date Completed: <{Date Completed}=</div=

‘W HTML EDITOR

Then select ‘Event Start Time’ from the Append dropdown and click on the Header button to append the
<{Event Start Time}> data to the default confirmation text.

Confirmation Text

Append

#Subject
Header

< Event Start Time ;to Subject Refund Footer

Registration confirmation for <{Ewvent Name}=

=divz

Dear <{First Name}= Lamel=: Thank yvou for registering for <{Event
MName}= to be held a > . It promises to be an exciting and
educational event. Below, you g important information regarding the event and
your registration. Registration Code: <{Reg Code}> Date Completed: <{Date
Completed}=</div=

W HTML EDITOR

Besides being able to modify confirmation text as outlined in all of the above steps, you can also pick and choose
which Confirmation Sections you’d like to include. To do so, simply remove the Section Header name in the
Confirmation Section Headers text box next to the Confirmation Section Header labels. For example to exclude
Accommodations and Personal Agenda, simply delete them.

Confirmation Section Headers

To hide a section on the confirmation, remove the section header name.

Registrant Details
Questions
Payments
Accommodations
Primary Reg
Additional Reg(s)

Registrant Details
Additienal Information

Transaction Detail

| Accommodations rRequest |

Other Registrations on this Order

Registration Entered by

I™ Start a new table with each section
I add 3 line break between sections

Attendee Type Attendee Type

Agenda IPersonaI Agenda I

¥ send in HTML Format



Confirmation Section Headers

To hide a section on the confirmation, remave the section header name.

Registrant Details ‘Reglstrant Details | Attendee Type Attendee Type
Questions ‘Additmnal Information | Agenda I l

Payments Transaction Detail

Accommodations

Primary Reg ‘Dthar Registrations on this Order |
Additional Reg(s) ‘Registrat\on Entered by |
I” Start a new table with each section ¥ Send in HTML Format

¥ Add a line break between sections

4. After making any modifications, remember to press the Save button to commit the changes.



Switching a Certain Event Live
1. Logon to Certain

2. From the Event List tab, locate the event you’d like to go live with, hover your mouse anywhere over the event and then click on the event

Event List Templates Consolidation Websites Meeting Requests Documents

Home Calendar Create Copy

Select a view: ICurrent and Upcoming Eventsﬂ

Writing Program

# Start Date # Location % Event Title # Registered * Complete

09-May-2013 Chicago IL Testing 35th Annual Innovation in Management 5 5
Communication Teaching and Practice
Conference, May 9-12, 2013 - Chicago, IL

3. Click on the Forms tab

Reqgistrations |[Reports Planning Ewvent Setu ebsites Communication Roommates Settings

[=1
[

Overview Find Scan Import A

4. Disable Test mode by:
a. Locating the registration form from the Forms list, and clicking on edit (pencil icon)

Registrations Reports FPlanning Event Setup Forms Websites Communication Roommates Settings

Qverview Add Registration Form Copy Registration Form
Forms List -~ Show Inactive
Forms List
oopmome [ ocomeome —ogma  [orommame |
08-Feb-2013 12:00 AM 09-May-2013 12:00 Testing MCA Registration Form (Primary)
AM

b. From Form Setup, uncheck the Test mode check box



Setup Entry Reqgistrant Details Attendee Type Questions Agenda Verify Payment Confirm Housing More...

Form Setup (MCA Registration Form)

Setup Information

Created: 08-Feb-2013 (12:356) Modified: 12-Feb-2013 (10:43)

= Name |MCA Registration Form |
Subtitle | |
cc: | |
= Open |o2/08/2013 & [12:00 AM| (mm/dd/yyyy PST/PDT)
* Close los/o9/2013 @ [12:00 AM| (mm/dd/yyyy PST/RDT)
URL http://www.northwesternevents.com/profile/form/index.cfm?PKformID=0x132636179
Hyperlink Label |Regi5tration Form |
Google Analytics Tracking Code l:l

Settings ™ Do not allow edits to existing registrations

¥ This is the primary form for the event
[ Make this form available on the Admin side

c. Save the change by clicking on the Save button at the very bottom of the Form Setup screen

Save I: Delete:l

5. Switch the event’s status from Testing to Live by:
a. Edit Event Setup by selecting the Event Setup tab, and then clicking on the edit (pencil icon)

Registrations Reports Planning Event Setup Forms Websites Communication Roommates Settings

Overview Details Contact supplers Attendee Types Agenda Questions Pa

ents Default Confirmation Housing

Event Overview

St
Details
Event Name: 35th Annual Innovatien in Management Communication Teaching and Practice Conference, May 9-12, 2013 - Chicago,
L
Event Code: 2013MCAC Event Status: Testing
Event Start Date: 2013-05-0%5 00:00:00.0 Event End Date: 2013-05-12 00:00:00.0

Event Notes: Conference sessions will be held at Northwestern’s Chicago campus, in Weiboldt Hall, 350 East Superior Street, a five

minute walk from the the Allerton Hotel. Northwestern’s Chicago campus occupies a 20-acre lakefront site and includes

the School of Law, the Medical School, the McGaw Medical Center, the School of Continuing Studies and the Kellogg
School's Part-Time MBA program.



b. Select Live from the Status dropdown

Registrations Reports Planning Event Setup Forms Websit Com ication R es  Settings

Details

Event Details

Event Details

* Title

* Unigue Code
Start Date
End Date
Time Zone

* Status

MNotes

External Event Id

Contact

Suppliers Attendee Types Agenda Questions Payments Default Confirmation Housing

|35th Annual Innovation in Management Communication Teaching and Practice Can‘

|2013MCAC | @ auto-calculate O Manually assign

FJS.I"UQ}'ZDIS o |12:00 AM| (8:00 AM)

os/12/2013 [ [12:00 AM| (5:00 PM)

(GMT-05:00) Central Time (US & Canada) ;||
Testing D
COPTETEMTE Sessions will be held at Northwestern's Chicago campus, in -

Weiboldt Hall, 350 East Superior Street, a five minute walk from the the
Allerton Hotel, Northwestern's Chicago campus occupies a 20-acre lakefront
site and includes the School of Law, the Medical School, the McGaw Medical -

c. Save the change by clicking on the Save button at the very bottom of the screen.

Save I: Delete:l



Cancelling Registrations, Issuing Credits, and Refunding Credit Card Payments

Logon to Certain and click on Events from the blue menu bar at the top

Home | NSNS

Certain Meetings
REMINDER TO NORTHWESTERN UNIVERSITY USERS: (updated 7/1/11)
Please DO NOT delete registrations that have processed credit card charges! Please only mark these registrations as

Please notify s-sababtno@northwestem.edu or m-soler@northwestern.edu BEFORE activating any new events to enst
setup.

Welcome

Certain2012 R1 - stronger Infrastructure, better badging, more payment processors and airport codes, easier by
enhanced mobde! I

From the events list, hover your mouse over the event containing the registration/registrations that need/s to be
cancelled and refunded, and then click anywhere on the event’s listing.

(certain

Account: Northwestern » Northwestern Rheumatology

EVENTS

EventUst | Jompinnes. L ARG o (o Wabetse . o blostog Saguants | o Documents

Home ] eate

Select a view: ICurrem and Upcoming Evenuz]

Northwestern Rheumatology

[eswiome |otoaton  [osoms [stvextea | oReoseed

01-Feb-2012  Chicago IL In Challenges in Rheumatology II: Benchto 13
Progress Bedside




3. Select the Complete registrations by clicking on the total number of Complete registrations.

@ertain

Account: Northwestern » Northwestern Rheumatology

NOE moress SUPPLERS

Challenges in Rheumatology 11: Bench to Bedside
Feb-01-2012 - Challenges n Rheumatology I1: Bench to Bedside - Chucago, IL - Feb 03, 2012

Regotrovons | | REPOTE .| L SO0 o LuEremt Sem. L. fooms . w Nebmtes, .G 00,4 hucBeX |
--m;'
Overview <A i

Completed Registrations By Attendee Type

& Attendes Type  Regutered / Pad
Attendee 0 0 0 0 10 $ 1,000.00
Tramnea 3 0 0 0 3 $0.00
Total T o R 0. 13 $1,00000

* Indudes all complete registrations, except those in a “denied” registration status. Totals do not indude cancelled registrat

All Registrations By Status
New 2 15
13 2 15

4. The Certain Meetings Planner’s View Report Results window pops up. Maximize the popup window by clicking on
the maximize button on the top right corner of the window.

Certamn Mectings: Planner’s View - Mazilla Firefox

[ (3 rorttwestemevents.com hpa: /v norwestemevents.com Lses fportreport cin d<F 2358 10F OC 4748 FC86- E0RECEDS H0MGIewsex cha 108 rog |

Report Results : Complete, Cancelled Registrations

Perform Actions Export Data

[E3) Compose Email - send an email to a group of records & Printable HTML - web page using a panter-friendly format
fall Print Badges & Labels - mailing labels and name badges o ¢y cals - gpens HTML table as a .xis file in Excel 97-2003

Manage Agendas - assign/remove agenda it .
n:sska‘l:n-::waan:;'onto:elmdfeo::;shws 52 s Saretst Mnite - Cov e Dpwnad eide s

browser

i —_— [} Tab Delimited Text - easily imported into other software

| -+ Select an Action Below -« :][_ao ]

Display Options Last Name Filter
Rows/Page:[75 Start Row: [T Max Records: [10000 ABCDEFGHIJKLMNOPQRSTUVWX
b Y Zal

Go |
(Select All | Clear AN) Records 1 to 1 of 1 are shown

™ 3 2012-04-03 19:56:48 Attendee Cancelled Yes

Name blocked for security

Bl J 2




Select the individual/s whose registration/s need/s to be cancelled by clicking on the checkbox of the registration
record/s (under the Seq column).

Report Results : Complete Registrations - Total Category - Registered/Paid

Rows/Page: [25 Start Row: [1 Max Records: [10000 | Go 7

(Select All | Clear All)

Perform Actions

4 Compose Email - send an email to a group of records

Print Badges & Labels - mailing labels and name badges
@Nanaoe Agendas - assign/remove agenda items

[i3 Mass Action - apply an action to selected records in this report

= s |

[ --- Select an Action Below ---

Display Options

Export Data
& Printable HTML - web page using a printer-fnendly format
= Excel® - opens HTML table as a .xds file in Excel 97-2003

2] Comma Separated Values - .csv file opened inside a browser
|| Tab Delimited Text - easily imported into cther software

Last Name Filter
ABCDEFGHIJKLMNOPQRSTUVWXYZ
All

Records 1 to 13 of 13 are shown

T 1 2012-04-0507:26:43 Attendee
T 2 2012-04-04 13:45:43 Trainee
T 3 2012-04-04 10:10:36 Names and organizations blocked for security Attendee
m 2012-04-03 19:56:48 Attendee
T s 2012-04-03 14:01:10 Attendee

From the dropdown |--- Select an Action Below ---| , select “Change Status to Cancelled” and then press the Go
button.

Report Results : Complete Registrations - Total Category - Registered/Paid

[ Mass Action - apply an action to selected regords

52 Compose Email - send an email to a group of records
Print Badges & Labels - mailing labels and name badges

Perform Actions Export Data

emove agenda items

i this report

--- Select an Action Below ---

&5 Printable HTML - web page using a printer-friendly format

[ Excel® - opens HTML table as a .xs file in Excel 97-2003

[3] Comma Separated Values - .csv file opened inside a browser
[3) Tab Delimited Text - easily imported into other software

| Mark 8 test”
1 Mark as “ve” Last Name Filter
Dosielonde P ABCDEFGHIIJKLMNOPQRSTUVWXYZ
d Restore from database ords: [10000 | Go J A Q
Change Status to New
Change Status to Requested inviation Records 1 to 13 of 13 are shown
[ Losthame ] & orgonabon | & xagatrvon Ctegon |
Attendee
Trainee
Attendee
o _ Attendee
Names and organizations blocked for security
Set Atendas Type to Attendes Attendee
Set Fee to Attendee :
Set Atendee Type to Tranee Trainee
I 7 2012-04-02 10:08:07 Jerry Attendee
M g 2012-03-29 12:09:40 Susanne Attendee



7. Close the popup window displaying the registrations by clicking on the “X” at the top right corner of the browser
window”.

?) Certain Meetings: Planner’s View - Mozilla Firefox

[ [ rort com _hitps:/fuwer.oort : e freportreport.chmdid oF 235B20F -OC34-F A F056-2E0GECERS 1B08glsNenSearch = 1RfI_reg_fm_reg_sts id=886_reg_is_compietew1apt_name «Conplete%2C Canceled Regstr ~ |

Report Results : Complete, Cancelled Registrations

Perform Actions Export Data
B2 Compose Email - send an ev_paﬂ to a group of records & Printable HTML - web page using a printer-friendly format
& Print Badges & Labels - mailing labels and name badges |8 Excel® - opens HTML table as a .xis file in Excel 97-2003

@Manuoe Agendas - assign/remove agenda items = o

[ Mass Action - apply an action to selected records in this report E] Comma Separated Values - .csv file opened inside a browser
3 @ [5] Tab Delimited Text - easily imported into other software

~

| - Select an Action Below ---

Display Options Last Name Filter

—— A FGHIJKLMNOPQRSTUVWXYZAl
Rows/Page: [Z5  StartRow: [T Max Records: [10000 | Go | Sr o EECHTRE EHPEo LY =

(Select All | Ciear All) Records 1 to 1 of 1 are shown

Seq

8. Refresh the registrations to display the new cancellations in the “All Registrations by Status” section, by clicking
on the Registrations tab.

Gertain

Account: Northwestern » Northwestern Rheumatology

EVENTS SUPPLIERS

Challenges in Rheumatology I1: Bench to Bedside
Feb-01-2012 - Challenges in Rheumatology 1i: Bench to Bedside - Chicago, iL - Feb 01, 2012

B [

Completed Registrations By Attendee Type

® Attendee Type ® Registered / Paid m ® Cancelled ® Collected™
S 1} 0 1 9

Attendee $ 900.00
Trainee 3 0 0 0 3 $ 0.00
Total 12 o o 1 12 '$900.00

* Indudes all complete registrations, except those in a "denied” registration status. Totals do not indude cancelled registraty

Cancelled registrations should have increased



9. Click on the number of cancelled registrations to display the popup of cancelled registrations.

Registrations | Reports Planning EventSetup | Forms Websites  Commumcation. Roommates
e SN008_
Overview find Scan lmgent add

Completed Registrations By Attendee Type

® Attendee Type ¢ Registered / Pad $ Cancelled $ Coliected™
0

Attendee $ 900.00
Tramnee 3 0 0 0 3 $0.00
Total 12 o o | i 12 | $900.00

* Indudes all complete registrations, except those in a "denied” registration status. Totals do not include cancelled registrati

All Registrations By Status
2
Cancelled m 0 1
EE} L 15

10. Refunds can be issued one at a time only. From the list of cancelled registrations, select an individual to issue a
refund to by clicking the record number of the individual to refund.

Certam Meoctings: Plasncr's View  Mozilla Firefox

| 3 nertmessermevents.com s e norSwestermevents.comimer # egort eport. cimad «C ST T £3045CA DAY SEDFEIS08 SEAA sheneerch 1AM 1eg_fin reg st ded *]

Report Results : Complete, Cancelled Registrations

Perform Actions Export Data

£ Compose Email - send an email to 3 group of records & Printable HTML - web page using a printer-fnendly format

ﬂ’""m‘l‘“",‘mwmmz‘mw @ Excel® - opens HTML table as 3 s file in Excel 97.2003

M A d " "_v- v d oms = < ol Val d inside

3 Mass Action - apply an action to selected records in this report | Senezmarng B K g
[ Tab Delimited Text - easily mported mto other software

[+~ Select an Action Betow 3[ Ga

Dispiay Options Last Name Filter

H ™M P y2
/ ([ stan s max gs: [175655 | Go | ABCDEFGHI)KL NOPQRSTUVWX Al

(Select all | Clear AN) Records 1 to 1 of 1 are shown
Ye o Ye




11. Closing the Cancelled Registrations popup window will display the registration record of the individual to be
refunded (it should be in the main browser window).

12. Click on the Payment link to display the List of Charges and List of Payments and Refunds.

Welco

Certain

Account: Northwestern » Northwestern Rheumatology
EVENTS SUPPLEERS

Challenges in Rheumatology 11: Bench to Bedside

Feb-01-2012 - Challenges in Rheumatology II: Bench to Bedside - Chicago, IL - Feb
01, 2012

Registrations | |_Reports |, Plenmng EventSetup  Fooms

Overview Profile Questions Agenda History Emal

Attendee Overview G (335-135354-4161)

securitv

One-Click Actions

Print Nome Badge | | Edit Registration

Profile

View Profile Record

13. On the List of Charges, if a credit exists, confirm that the amount is equal to the amount to be refunded. If it is,
proceed to step 17.

a Welcome, Martn Solar € Setwp & Support  J Searct
Certain

Account: Northwestem » Northwestern Rheumatology
WomE PROFILES EvenTs SUPPLIERS

Challenges in Rh logy II: Bench to Bedside
Feb-01-2012 - Challenges in Rhet 11: Bench to Bedside - Chicago, IL - Feb 01, 2012
Registrations Reports Planmung ~ EventSetup  Forms C . Travel
-
Payment

payment Information  \@meblocked  (335.935354-4161)
for security

Uist of Charges _Add New
(¢ Row [ ¢ Giacoore | & Ome [ ¢ esepton [ Tyoe | ¢ Amourt | & Guontty | & Ton
1 Apr 19 Cancelled registration - registrant will be out of town Adjust -100.00 1 -100.0¢

2012 and unable to attend Charge



14. If no credit exists, or if the amount is not the full amount to be refunded, you will need to create a credit balance
that would create a net credit on the full amount to be refunded. Click on the ‘Add New’ button at the top right
corner of the List of Charges.

et

List of Charges
Apr 3 2012 Attendee Registration Fee 100.00 1 100.00

15. Enter the credit details: Amount and a description. Note that the amount should have a minus sign in order to
effect a credit. Remember to press Save after.

Lot St s s

-

i

Charge Information

Adjust charges.
Amount

G/L Account
Date/Time |04l23/2012 E 1:22 PM | (4:30 PM)

&EETption  [Cancelled registration —— ]~

Recongilation Information

™ Reconaled Date/Time: Reconaled By:
Modified Date/Time: Modified By:

16. From the Payment window Summary, you should see a credit balance equal to the amount to be refunded in the
Balance Due section.

Ust of Charges .édd New
T i o s Sl S
Apr 23 2012 Cancelled registration Adjust Charge -100.00 1 -100.00
2 l_ Apr232012  Guided Tour Guided Tour Fee 50.00 -1 -50.00
3 [ 110-132a000 Apr232012  Regular Regular Fee 100.00 1 100.00
4 [ Apr232012 Guided Tour Guided Tour Fee 50.00 1 50.00

List of Payments and Refunds

Apr232012  TEST-Martin Soler (Visa 1111) cC 150.00 1
Summary
oges—— Jroerow — admes — aehess |
100.00 0.00 G s 0.00
(100.00) 0.00
Payments Transfer-In PO Balance Due

150.00 0.00 0.00 (150.00)



17. Issue a refund as follows:

a. From the List of Payments and Refunds, click on the original credit card payment.

List of Payments and Refunds m

Summary
100.00 0.00 Charges payments 0.00
(100.00) 0.00
| Payments Transfer-In PO Balance Due
150.00 0.00 0.00 (150.00)

b. Enter any notes in the User Notes box if desired, and then click on the link ‘click here to apply a refund to
this credit card.’

LSeee | Ssveaew | Concel |
Payment/Refund Information
Click Save below to update this payment record: click here to apply a refund to this credit card,

Amount $ 150.00 Date/Time Apr-23-2012 13:38:32
Type Credit Card G/L Account C Q
Method Visa Card No. 1111

Cardholder Martin Soler Exp. 03/13

Payment has been received (cannot be modified once payment has been processed).
M Print on confirmation

Description | TEST-Martin Soler (visa 1111

User Notes -

Entered By



c. A window reflecting the refund will be displayed. Press the Save button to process the refund.
***% DO NOT CHECK THE BOX MARKED ‘Refund has been processed’ ***

;Sm _SM,O.M. | Cancel |

Payment/Refund Information

Amount 150,00 Date/Time Iouzmoxz = 1:56 PM (4130 PM 2T)
Type Refund G/L Account ﬁ Q
Method Visa Card No. 1111
Cardholder Martin Soler Exp. 03/13
™ Refund has been processed

F pnnt on confirmation
Description | Refund: Martin Soler (Visa 1111)
User Notes =

Entered By  Martin Soler

d. The Payment window should now reflect the refund, and a total balance due of 0.

List of Payments and Refunds

[¢70m [ 9G/ Account | #Dote | @ Description $7vse | @ Amourt | #Received | 0Pt | #Onie
1 | Apr 23 2088 ST-Refund: Martin Soler (Visa 1111) RF 150.00 1 1
2 l Apr 23 2012 TEST-Martin Soler (Visa 1111) cC 150.00 1 1 1
Summary
s
100.00 0.00 Charges payments
(100.00) 0.00
Payments Transfer-In PO
150.00 0.00 0.00

Revision History:
Modified 5/1/2012 — MS
Modified 9/13/2012 — MS
Modified 2/21/2013 — MS
Modified 6/4/2013 — MS



Configuring and creating name badges and labels

1. From the event, go to the Registrations tab.

HOME PROFILES EVENTS SUPPLIERS

Symposium on Child Trauma in the Public Sector
May-31-2012 - Symposium on Child Trauma in the Public Sector - Chicago, IL - May 31, 2012

System Maintenance Notification: Please be advised that the system will be down while we implement the CER2012 R2 release and may
therefore be unavailable starting at 6:00 p.m. PDT, Friday, May 11, 2012 and ending at 12:00 a.m. PDT, Saturday, May 12, 2012, We
Please review the release notes and impact analvsis,

apologize for any inconvenience.

x Hide this message

Overview  [oc Scan import | Add

Completed Registrations By Attendee Type E

19

Early Registration 0 0 0 $1,290.00
Student Attendee 3 0 0 0 3 $120.00
Presenter / Panelist 3 0 0 0 3 $0.00
GeneralRegistration 0 0 0 0 0 $0.00
Total 25 o o 0 25 | $1,410.00

* Indudes all complete registrations, except those in a 'demed" registration status. Totals do not indude cancelled reo-stratsons.

2. Click on the number of completed registrations.

Regstrations | Reponts, | Planning. | . EventSetu, | , forms ||, Wobsitos | MobleSue | Communication , ., Setings,

Overview | Eind | Scan | Import | Add

Completed Registrations By Attendee Type = ¢
Early Registration 0 0 19 $ 1,290.00
Student Attendee 3 0 0 0 3 $120.00
Presenter / Panelist 3 0 0 0 3 $0.00
GeneralRegistration 0 0 0 0 0 $0.00
Total 25 ‘o o 0 25 | $1,410.00

|
* Includes all complete registrations, except those in a "deued" registration status. Totals do not indude cancelled registrations.

All Registrations By Status B (

[oswe  Jocomste  Jomwomdte  leTwa
c= o 10 3s

New

kS 10 33

Registrations to Review



3. From the window that pops up (the report results window), click on Print Badges and Label to open the Name
Badge Wizard

Report Results : Complete, Total Registrations

Perform Actions Export Data

& Printable HTML - web page using a printer-friendly format
|m| Excel® - opens HTML table as 3 .xls file in Excel 97-2003
[5] Comma Separated Values - .csv file opened inside a browser

..... j___x Tab Delimited Text - easily imported into other software
| —- Select an Action Below --- ~] | Go |

Egnanaoe Aoendas assign/remove agenda items
@ Mass Action - apply an action to selected records in this report

Display Options Last Name Filter

. A A : P T X
Rows/Page: [25 Start Row: [1 Max Records: [10000  Go 85 E GHl)KLMAT,O SRETHNWEY S

(Select All | Clear All) Records 1 to 25 of 25 are shown

Sea | - <o 0vre Creoics | ¢ st Name | & Lot ame | 6 Oganaation | & Repraton Caegory| ¢ Reo!
1 2012-05-0110:19:59 Early Registration New
T 2 2012-05-0110:19:41 Early Registration New
[T 3 2012-05-0108:03:53 Early Registration New
T 4 2012-05-0107:14:43 Early Registration New
T s 2012-05-0106:03:49 Early Registration New
M e 2012-04-3017:32:26 Student Attendee New
=9 2012-04-30 15:34:37 Early Registration New
T g 2012-04-30 15:16:17 Early Registration New

4. Configure the badges according to the needs of the event (fields, avery label type, etc.) and continue clicking the
Next button until you are done with any of the configuration changes.
5. At the final configuration page, confirm that the Avery label type is displayed, and then click on the Finish button.
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Name Badge Wizard

Please confirm the following name badge information!
Note: Badges and |al & print until you chick the print button of the Word document this wizard creates,

Name Badge

Template:

Start Position: 1
Border Style: None

* Back Cancael



6. Microsoft Word will be launched with the labels displayed in the appropriate Avery Label format.
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Remove the Default Footer

If you'd like your event to be branded with your own identity, chances are you’d much rather not have a
standard footer that looks like this:

powered by

Certain

Event Powered by Ceriain

£ 2013 Certain®, Inc. All Rights Reserved. Privacy Policy.

By following these few simple steps, you can eliminate the above default footer.

Go to the Event and click on the Settings tab

Registrations Reports Planning Event Setup Forms Websites Communication Roommates Settings

codes Display Option

2. Click on Display

3. Scroll all the way to the bottom of the Display page to the ‘Custom Header and Footer’ section
Custom Header and Footer

Data fields:

| Event Name

j| | Add to Title | | Add to Header | | Add to Footer |
Page Title: |

Header - Custom HTML or text to display at the top of every page

HTML EDITCOR

Footer - Custom HTML or Text to display at the bottom of every page

HTML ECLITCR

| Advanced |

4. Click on the Advanced button at the bottom



5. Inthe window that pops up, scroll to the ‘Custom HTML Shell’ section, more specifically, to the section ‘Shell
Footer (HTML to include below the main page <table>)’

Shell Footer (HTML to include below the main page <table=)

«<!--Begin Powered By Certain footer--=<div align="center" ;I
class="foot"=<br/=<br/=<a href="http://www.certain.com/" alt="Powered by
Certain - Online Event Management Software” target="_blank">==img
src="/assets/images/certain/logo/powered_by_certain.png” alt="Powered by
Certain - Online Event Management Software”

border="0"/=«</a= <br/=<br/> =font face="Aral, Helvetica, sans-serif"

size="1"=

i Event Powered by =<a
/ href="http://www.certain.com/" target="_blank"=Certain=</a=<br/>=&copy;

2013 Certain&reg;, Inc. All Rights Reserved. =a
href="http://www.certain.com/home/certain-v5/privacy-policy.htm|"
target="_blank"=Privacy Policy=/a=.

= ffont> </div=<!--End Powered By Certain footer--=

6. Either comment out all of the HTML or delete the HTML

7. Press Save

Your event should no longer have the default “Powered by Certain” displayed on the footer.
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