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Q. I chose the template “Basic event, no guests” to create my event. Now I realize I need to add guests. How can I do that?

A. You cannot add guest-related sections or pages to an existing template. You will need to create a new event using the correct template. 

Q. I deleted a section (or component) but now realize I need it reinstated; can I recover it? 

A. Deleted sections or components cannot be recovered. We suggest you always choose to hide sections or components not in use, rather than delete, in case they are needed at a later time.

Q. How can I get copies of the confirmations sent to all attendees?

A. Include your email address in the Blind Copy Option (bcc) section of the Email Confirmation.

Q. Our office receives many event orders through the mail or by phone. How can we include them with the orders already entered online by members so that our reports will reflect all registrations?

A. The User Order Entry function (Forms Management > Events > Register User for an Event) will allow an admin two options for entering those types of registrations into the same database as the online reservations. The admin can choose “community user” to associate a Client ID with an order and thereby pre-fill profile data, or choose “anonymous registrant” for registrants for whom no client ID is available or required. 

Q. Can I set the maximum number of tickets that can be ordered for a specific event?

A. Yes. In the Properties page for the event item scroll to the Validation section. Enable “Allow only specific characters as input”. In the Numerics section insert the Maximum (and/or Minimum) number that can be entered in the quantity box. In addition, when appropriate, admins are encouraged to enter 1 as the minimum the prevent users from successfully registering with 0 as their quantity.
Q. Can I place my event items on multiple pages of an event form and calculate a running total on the last page?
A. No. Admins MUST place all event items on one page, including the Total billable amount. Other pages can be used to display or collect various types of information, ie surveys, directions, schedules, etc.
Q. Can I have more than one total billable amount?

A. No, only one billable amount per form can be sent to the payment processor.

Q. How can I add HTML formatting into the event description?

A. Here are three methods:

1. Using Visual Edit Mode and the WYSIWIG editor, key the text directly into the content box.

2. Using Visual Edit Mode, toggle the Source icon to load the html editor, then key or copy html text directly into the content box.

3. Edit the Event Description Text Component directly (in the Event Details Section) and key or copy html text directly into the content box.

Q. Will the View Attendees link display whether or not a member authenticates (signs-in) to register for an event? 

A. Yes. View Attendees is controlled by the admin. It can be set to appear at the time the event goes live, or to appear only after a specific number of members have registered. The fields that appear on the list can be modified by the admin.  

Q. How can I indicate on the Events Calendar that an event has no specific end time? Isn’t this a required field?

A. Change the Visibility of Event Date Label and Event Date Text to Hide. Create a new custom html component with the desired text. Event Title and Event Start Date are required in order for an event to display on the event calendar, utilize the Add Event To My Personal Calendar feature, and the Admin Center’s Notifications and Reminders. Both required components can be hidden but they must be populated.

Q. How can I set up free events?

A. If the event it totally free, select No Payment Processing as the Payment Processing Type in the Payment Processing tab within Edit Event Configuration tab. If the event includes both free and paid events, then flag the free events as “Event Items”, and flag them to be calculated in the Total Billable Amount.  

Q. How can I offer free registrations only to certain members?
A. There are two methods to accomplish this:

1. If you can identify all free registrants by a field in their record, you can set up Conditional Pricing to search for that field and extend the free pricing. This requires those registrants to authenticate (log in) when registering for the event.

2. The admin can register on behalf of all the free registrants via User Order Entry. The admin must first activate the Order Discount feature for the event. This feature will allow the admin to provide a 100% discount.
Q. How can I set up early bird pricing?

A. In the Item details box on the properties page of the event item component, select Conditional Pricing equal to ON. Click the link “Add a price level”. Enter the required data, and choose “Use dates” as the criteria for the price level. Indicate Start and End dates for early bird pricing, then Save Changes.

Q. Is it possible for me to make a specific dollar amount required for the registration, for example, a shipping and handling fee? 

A. Yes, create the field as you normally would then in the Additional Tag Elements input box on the Properties page add the html attribute READONLY. This will prevent the amount from being edited by the registrant.

If there is a flat fee such as registration fee or mandatory set amount collected as a donation, it is best to use a REQUIRED checkbox component that is defaulted to checked that reads similar to “Yes, I accept that a $25.00 online registration fee will automatically be added to my registration total.” This way the registrant is made aware of any additional charges.

Q. What is the function of Matching Guests page and why do I need it?
A. This page forces the registrant to match the number of guests to the number of paid tickets in order to ensure there are an equal number of guests and paid tickets. Note: The Matching Guest section MUST appear on the page after the Event Guest section and NOT on the same page.

If an Admin chooses to deactivate the Matching Guest feature, all guests will appear to be registered for all sub-events and/or event items in the detailed Event Reports.

Q. In the "Event Guests" section, can I add the same custom components that are available in other sections?

A. Yes. These custom components that can be added to Event Guests section: Text Input (Single Line), Text Input (Multi Line) and Checkbox.
Q. Can I customize my Thank You Page and Confirmation Emails using custom components I have created? 

A. Yes. You can create the tags for the your custom components but for the default tags listed in View a full list of data tags you must use the listed %standard_tag_name%.

Q. Can I use a text input custom component to trigger alternate Thank You Pages and Confirmation Emails?

A. Only radio buttons, dropdown menus, and checkbox components can trigger alternate Thank You pages and Confirmation Emails.

Q. How can I enforce a specific input format for phone numbers or email addresses?

A. On the properties page of the component, scroll to the Validation section and choose “Allow only a specific format” as input. A popup box will display for your choices. 

Q. What are the required fields for credit card processing and how can I accommodate non-US registrants whose address does not include State and Zip but who wish to use credit cards for event payment?
A. These are the required fields: first name, last name, credit card number, expiration month and year, street, state (if US or Canada), zip (if US or Canada), country (if not US). To accommodate non-US or non-CA addresses set Billing State and Zip as conditionally required based on the trigger of billing_country: US or billing_country: CA. If US or CA is chosen from the dropdown menu then state and zip become required.  If a value other than US or CA is chosen then state and zip are not required.

Q. What is the best way to close out an event?

A. Events will disappear from the Event Calendar once the end date has been met. Otherwise use one of these options:

1. The form can be flagged “Deactivate” using the activation tab under Edit Event Configuration. The “Form is Unavailable” page will display. 

2. Choose an event item on the form. On the properties page for that component activate Inventory Control. Set Total Units equal to zero, and choose “Disable this form and display the following message:” Enter your customized message in the box and save changes.

3. Flag the event as Non-Calendar to remove it from your Event Calendar prior to its end date. (Edit Event Configuration>Special Features & Functions)

4. Change the Availability from E (everyone) to A (admin only) so that admins can still capture data in Event Reports and modify or submit orders on an attendee's behalf.

Q. Can we include photos in our Event forms?

A. JPG and GIF images may be included in any html component in any section. Images must have a public www internet address. For images that reside on the desktop, upload them to File Manager in Email Marketing where they will be assigned a web address on Harris servers that can then be copied into the html content.

If images are stored in Email Marketing File Manager, bookmark the direct URL to Email Marketing > Create & Manage Content > Create Content > Open File Manager. Open the image, highlight and copy the URL from the Title Bar, and paste into a new browser window. 

Q. What are the guidelines for testing events using CyberSource payment processor?

A. While building and testing an event, take these actions:

1. Confirm that the Payment Processing Server to TEST and not Production (Edit Event Configuration>Payment Processing>Processing Server)

2. Keep total billable amounts to single digit numbers.

3. Use this test credit card information: 

Card type: Visa

Card number: 4111111111111111

Expiration: any day later than today

CVN: any number

(Additional credit card numbers are available in the CyberSource Testing manual in the Client Online Community Training Center)

Admins are strongly encouraged to test the following additional items prior to going live with an event:

· Thank You Page

· Confirmation Email

· Attendance List (if applicable)

· Event Reports

Q. When would we want to use forced authentication for event registration?

A. Use forced authentication in this situations:

1. to restrict registrations to registered members of your online community.

2. to use conditional pricing based on profile data, for example, “If Home or Business State = NC”, display to Alumni BBQ Ticket for $15; display $25 for all other states. 

3. to use Profile Data Management.

Forced authentication requires that your members have created their username and password during the Online Community registration process. This feature is used primarily to ensure that a Client ID is included in each registration for matching purposes when updating your in-house database. 

Q. Can you specify some of the commonly requested modifications to event structure that are not currently available to admins?
A. These actions are not yet available:

· Save Custom Drop Down Menus to use in other events 

· Add more than 5 items to a drop down menu at once

· Duplicate a component to create exact replica with new label and Identifier

· Change Type of component after already created

· Add a Fixed Link to more sections than just "Event Guests”

Q. Why do I need credit card information when I modify an order?

A. Whenever a registration is modified a new order must be created and billed, and a credit issued for the original order. The new order must be created because the Payment Processor needs to update the registration details with the new information. PCI compliance does not allow storage of credit card information therefore the admin will need to request it from the member in order to place the modified order.   

 

For example: John Doe is registered for the Alumni BBQ ($12) and the Football Game ($20). His total is
$32. The admin modifies his order by swapping the Alumni BBQ ($12) for the Farewell Brunch ($12). His
total is still $32; however, the Alumni BBQ no longer exists on his registration and the new Farewell Brunch has been added. The Payment Processor needs to update the registration with this information, which is why a new order is generated and credit card info is required.

Note: CyberSource, SallieMae, PayFlow Pro, and Touchnet users can cancel and/or modify orders made within 60 days by directly using the Event Registration tool. After 60 days any changes to dollar amounts must be applied manually directly in the Payment Gateway.  Clients using other Payment Gateways will have to apply all changes manually via their payment processor.

Q. How can I handle a cancellation? 

A. Go to Forms Management > Events > Create/Manage Events > View & Manage Orders. The Cancel link will appear for any registration not yet cancelled. When the link is clicked, a popup box allows the admin to proceed with the cancellation and choose whether to replace inventory and/or credit the registrant.

Note: CyberSource, SallieMae, PayFlow Pro, and Touchnet  users can cancel and/or modify orders made within 60 days by directly using the Event Registration tool. After 60 days any changes to dollar amounts must be applied manually directly in the Payment Gateway.  Clients using other Payment Gateways will have to apply all changes manually via their payment processor.

Q. How can I apply partial credits or discounts to registration orders?

A. To apply partial credits and discounts the admin must enable the Order Discount option for the event form (Edit Event Configuration>Special Features & Functions>Order Discount). This will allow ONLY the admin to apply either a flat rate or percentage discount to the order total. For registrations submitted online by a member the admin can apply the discount to the member’s order using the View & Manage Orders link. This action will issue a credit to the original order then place the new (discounted) order. The member’s credit card information will be required. If the admin submits the registration on behalf of the member the discount can be applied prior to the credit card transaction, resulting in only one transaction.

Q. I need to create a file with the client ID attached to each member’s registration record so that we can keep track of which events each member attends. How can I do that?

A. If the admin wishes to associate a client ID or other profile information to un-authenticated orders, this can be accomplished during the reporting phase. By including Client ID in a custom report query, the Client ID column will display a Match link that generates a query to display matching records. After reviewing the User Snapshot for each record, the admin can click on the correct matching record to pull the client ID, which is then placed in the report. The report can be downloaded to either txt or csv format.

Q. Can I use both of the HarrisConnect event tools concurrently?

A. Yes, events can be created in both Event Registration and Event Management and both will appear on your event calendar.  Report any issues to your Client Relations Manager.
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